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Cycle 1 - NAAC Accreditation 2023 

Criterion – 6.3 

Faculty Empowerment Strategies 

6.3.1 The institution has effective welfare measures and Performance 
Appraisal System for teaching and non-teaching staff 
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Criterion – 6.3.1 

4.Leave Policies 

CONTENTS 

• List of Faculties availed Maternity leave 

• Sample Order Maternity Leave 

• Sample Order Leave for PhD 

• Vaccation Leave -Application Forms 
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ST. JOSEPH’S COLLEGE OF ENGINEERING AND TECHNOLOGY, PALAI
Choondacherry P.O,Palai-686 579,Kottayam, Kerala,India.

(Approved by A.I.C.T.E., New Delhi & Affiliated to M.G. University , Kottayam)
Phone: 04822-239301, 239302 Fax: 04822-239307

Website: www.sjcetpalai.ac.in   E-mail: sjcet@sancharnet.in

LEAVE APPLICATION FORM FOR TEACHING STAFFS

 
 

  Name : LIZ GEORGE(10MCA007)

 
 

 Department :  MCA

 
 

 Designation : Asst.Professor

 
 

  Reason For Leave : Personal

 
 

  No. of days & dates of leave : 5 Day(s), (1/7/2019 - 5/7/2019)

 
 

  Leave Type : VACATION LEAVE

 
 

  Place : Choondacherry
 

  Date : 27/6/2019

 

Signature of Applicant     

 

 

  LEAVE RECOMMENDED 

 

Leave Approved Subject to Eligibility     

 

 

  H.O.D. 

 

PRINCIPAL   

 

  Note: Leave shall be recommended only after filling up details of classes during days of leave.  This information is to be passed on directly to

the attendance section.

DETAILS OF CLASSES DURING DAYS OF LEAVE TO ATTENDANCE SECTION

 Day & Date  Period Number 
 Class with Branch &

Batch 

 Name of member of Staff

for alternate arrangement

and Department 

 Initials 

 

 

 

 

 

 

  

 

 

 

 

 

 

  

 

 

 

 

 

 

  

 

 

 

 

 

 

  

 

 

 

 

 

 

  
 

 
  Name & Signature of Applicant Initials of H.O.D.   

FOR OFFICE USE ONLY
 

 
 Leave availed earlier 

 + 
 Leave applied 

 = 
 Total  Eligible/Not Eligible for leave 

 

 ................................

 

  ................................ 

 

 ................................ 

 

 ................................ 



ST. JOSEPH’S COLLEGE OF ENGINEERING AND TECHNOLOGY, PALAI
Choondacherry P.O,Palai-686 579,Kottayam, Kerala,India.

(Approved by A.I.C.T.E., New Delhi & Affiliated to M.G. University , Kottayam)
Phone: 04822-239301, 239302 Fax: 04822-239307

Website: www.sjcetpalai.ac.in   E-mail: sjcet@sancharnet.in

LEAVE APPLICATION FORM FOR TEACHING STAFFS

 
 

  Name : LIZ GEORGE(10MCA007)

 
 

 Department :  MCA

 
 

 Designation : Asst.Professor

 
 

  Reason For Leave : Personal

 
 

  No. of days & dates of leave : 3 Day(s), (19/6/2019 - 21/6/2019)

 
 

  Leave Type : VACATION LEAVE

 
 

  Place : Choondacherry
 

  Date : 18/6/2019

 

Signature of Applicant     

 

 

  LEAVE RECOMMENDED 

 

Leave Approved Subject to Eligibility     

 

 

  H.O.D. 

 

PRINCIPAL   

 

  Note: Leave shall be recommended only after filling up details of classes during days of leave.  This information is to be passed on directly to

the attendance section.

DETAILS OF CLASSES DURING DAYS OF LEAVE TO ATTENDANCE SECTION

 Day & Date  Period Number 
 Class with Branch &

Batch 

 Name of member of Staff

for alternate arrangement

and Department 

 Initials 

 

 

 

 

 

 

  

 

 

 

 

 

 

  

 

 

 

 

 

 

  

 

 

 

 

 

 

  

 

 

 

 

 

 

  
 

 
  Name & Signature of Applicant Initials of H.O.D.   

FOR OFFICE USE ONLY
 

 
 Leave availed earlier 

 + 
 Leave applied 

 = 
 Total  Eligible/Not Eligible for leave 

 

 ................................

 

  ................................ 

 

 ................................ 

 

 ................................ 
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