UNIVERSITY OF VAVUNIYA, SRI LANKA
Internal Establishments Circular No.02/2024 29.04.2024

To All Staff Members, UOV

REGULARIZING THE ATTENDANCE OF ALL STAFF MEMBERS OF THE UNIVERSITY

With a view to regulating the administrative process of the University, On the recommendation
of the Leave and Awards Committee, the 31 Council, University of Vavuniya approved to
regularizing the attendance of all Staff Members of the University as follows w.e.f 07.09.2023.

Your attention is invited to the Section 2.1, 2.3, 3.5, 3.7, 4 of chapter IX, Section 1.9.1 of
chapter X, Section 5.3 chapter VIII and Section 1.12 chapter Il of the establishments code of
the UGC/HELI’s, the Circular related to the late attendance issued by the Rector of the then
Vavuniya campus of the University of Jaffna with effect from 01.01.2015 regarding the above
matter and the Internal Establishments Circular No.01/2022 dated 08.02.2022 related to
Granting Leave to staff of the University.

1. The general office hours during which all persons employed in the University other than
teachers as follows,

Designations Duty In Time Duty Off Time
Administrative Staff / Management Assistant | 8.30 a.m 4.15 p.m

and related grades / Academic Support Staff

Technical Officers 8.15a.m 4.30 p.m
Minor Employees 8.00 a.m 4.30 p.m
Drivers 8.00 a.m 5.00 p.m

* These hours include a period of 30 minutes as lunch interval.

2. A grace period of 15 minutes may be allowed for late arrival. Late attendance up to the grace
period of 15 minutes from the stipulated time of arrival shall not be penalized unless such
late attendance is habitual. Late attendance within grace period not counted against leave.

2.1.Late attendance of a further 15 minutes after the permitted grace period on two
occasions per month shall count as 2 day’s leave and shall be set off against the person’s
annual leave entitlement. '

2.2.Late attendance from the expiry of the first 2 hour to 12 noon on one occasion shall
count as %2 day’s leave and shall be set off against the person’s annual leave entitlement.

3. All employees of the Commission/ Higher Educational Institutions/ Institutes other than
teachers may be allowed the concession of obtaining short leave not exceeding one and half
hours on each occasion, subject to the number of occasions being restricted to two per month.



A record of short leave allowed to each employee should be maintained by the officer of the
Administrative Staff who sanctions such leave (Refer sub-paragraph 1.14.1 of Chapter X).
Short leave granted to an employee is not counted against the annual leave entitlement of the
employee.

. Half a days leave is not applicable to teachers and other temporary academic staff (Temporary
Lecturers/ Temporary Demonstrators/ Temporary Instructors, etc.).

. Overtime is payable to drivers for work done beyond 9 %2 hours i.e after 5.30 p.m

. As per the section 1.12 chapter IlI of the establishments code of the UGC/HEI’s, “Teacher”
means a Senior Professor, Professor, Associate Professor, Senior Lecturer Grade I, Senior
Lecturer Grade 11, Lecturer, Lecturer (Unconfirmed) and Lecturer (Probationary) and the
holder of any post declared by an Ordinance to be a post the holder of which is a teacher.
For the purpose of appointment (Section 79 of the Act), a “teacher” includes Librarian,
Deputy Librarian, Senior Assistant Librarian Grade I, Senior Assistant Librarian Grade Il and
Assistant Librarian.

. Temporary Assistant Lecturer, Demonstrator and Instructor on contract basis are eligible for
two days proportionate leave in a month (earned leave only) and it can be granted by the
Deans/Heads of Departments/Sections/Units.

. Heads of Departments and Deans of Faculties could be authorized to grant leave to the staff
attached in their Departments/Sections/Units as follows,

Authority Categories of Leave

Head of Departments /
Sections / Units

Casual Leave up to 3 days, Medical Leave up to 1 day (without
medical certificate)

Deans of Faculties

Casual Leave up to 6 days, Medical Leave up to 3 days (without
medical certificate)

(All approved leave of Heads of Departments be copied to the Vice
Chancellor by relevant authorities for information)

Registrar

Casual Leave, Leaves (Medical Leave, Proportionate Leave, No Pay
Leave, Accident Leave) up to 14 days to be spent in island, Duty
Leave for trade union meeting for Non-Academic Staff.

Vice Chancellor

Casual Leave, Leaves (Medical Leave, Proportionate Leave, No Pay
Leave, leave during Vacation, Accident Leave) up to 14 days to be
spent in island, Maternity Leave with pay, Duty Leave upon the
recommendation of the Head and Dean Concerned.

(All approved leave of Heads of Departments/Sections/Units be
copied to the Vice Chancellor by relevant authorities for information)




The University Council | All overseas leave, Leaves (Medical Leave, Proportionate Leave,
Special Sick Leave, No Pay Leave, Leave During Vacation, Accident
Leave) above 14 days, Overseas Duty Leave, Half Pay Leave,
Maternity Leave Without Pay, leave to attend
Seminar/Conference/Workshop/Training, Study Leave, Sabbatical
Leave, Special Leave and No Pay Leave to serve the Government of
Sri Lanka.

9. Monthly leave statement should be forwarded with a finger statement to the Establishments
Branch on or before the 5" working day of the following month by the Heads of
Departments/Sections/Units.

10.Prior approval should be obtained for any type of leave and leave without prior approval will
be treated as No-Pay leave and disciplinary action will be taken against a staff taking leave
without prior approval. Heads of departments/sections/units should report to the Vice-
Chancellor/Registrar of the University about the leave without prior approval.

11.Approval for the leave other than mentioned above should be obtained from the Vice-
Chancellor/ Governing Authority.

12. Application/Request for duty leave should be submitted with relevant supporting documents.
Duty leave will not be granted for the Applications/Request without relevant support
documents.

13.Those who granted duty leave for a given purpose should submit a report with regard to the
duties attended during the duty leave along with reporting of resumption of duties.

Please note that the circular related to the late attendance issued by the Rector of the then
Vavuniya Campus of the University of Jaffna with effect from 01.01.2015 and Internal
Establishments Circular No.0O1/2022 dated 08.02.2022 are hereby rescinded without prejudice
to any action taken so far based on those Circulars.

All staff members are hereby requested to adhere the above with effect from 07.09.2023.
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