
Leave and
Absenteeism Policy

Scope and Terms

 � The leave and absenteeism policy is applicable to all employees of BYJU’S (Think & Learn Pvt. Ltd).

 � Employees appointed during the course of the year shall be entitled to Casual/Sick Leave, Earned Leave and 
  Optional Holidays on a pro-rata basis.

 � Employees whose date of joining service falls between the 1st to the 15th of a month are entitled to get the leave 
  credit for that month. Employees whose date of joining service falls between the 16th to the end of the month 
  are not entitled to leave credit for that month. This is applicable to the Casual/Sick Leave, Earned Leave and 
  Optional Holidays.

 � If an employee is relieved on any day between the 1st to the 15th of a month, then they are not entitled to 
  Earned Leaves due for that month. If an employee leaves on any day between the 16th to the end of the month 
  then they are entitled to Earned Leaves due for that month.

 � Backdated leave applications are not allowed unless it's availed for emergency/medical reasons.

 � All leaves (except emergency/medical reasons) should be applied by an employee prior to the leave date and 
  approved by the reporting manager.

 � Casual Leaves and Sick leaves are clubbed together as Casual Leave with e�ect from 1st January 2017.

 � Casual/Sick Leaves and Earned Leaves accrued for the current month cannot be used to apply for leaves for 
  previous months.

 � Holiday list of Think and Learn Pvt. Ltd. (BYJU’S) is listed in Annexure 1.

Purpose
To enable the employees to take time o� from work for reasons such as relaxation, illness, maternity and other/or 
personal reasons.

This Leave and Absenteeism Policy is approved and e�ective as of 01-Jan-2021 and has been developed as a 
fundamental part of the company’s strategy to safeguard the health, safety and welfare of all its employees.

 

Leave year and applicability
 � Sanctioning of the leave is at the discretion of the management, based on the exigencies of business or serious
  ness of the case.

 � The leave year is from January 1st to December 31st.

 � Eligible leaves are credited to the employees from the 1st of January every year.

 

The di�erent types of leaves given under the policy are:

Casual Leave/Sick Leave (CL): Employees will receive 1 CL every month (for a total of 12 CLs in a calendar year), 
which can be availed in case of medical or emergency requirements.

Earned Leave (EL): Employees will receive 1/1.25 earned leaves every month. After successful completion of their 
probation period, all employees are eligible to avail these leaves.

Period Leaves (PEL): Female employees are eligible to avail up to 12 days of paid menstrual leave in a calendar year.

Maternity Leave (ML/ML-ESIC): A period of approved absence for a female employee granted for the purpose of 
giving birth and taking care of infant children. This includes 26 weeks of paid leaves and an option to extend up to 13 
weeks of unpaid leaves.

Paternity Leave (PL): A period of approved absence for a male employee when his spouse is expecting to deliver/has 
delivered a child. A total of 15 PLs can be availed within 1 year of childbirth.

Child Care Leave (CCL): Employees who have children (within the age group of 0 - 12 years) can avail up to 7 days of 
leave to take care of their children, in case they fall sick.

Adoption Leave (AL): Employees who legally adopt a child can avail Adoption Leave; a total of 12 weeks of paid leave 
for female employees and 6 days of paid leave for male employees. The leaves need to be taken at a stretch and 
cannot be divided.

Bereavement Leave (BL): All employees are entitled to a maximum of 3 working days of leave in case of a death in 
the immediate family.

Compensatory-O� (CO): Compensatory o� can be availed when an employee is required to work on a public
holiday/company-declared holiday/week-o� due to project exigencies.

Casual Leave/Sick Leave (CL)
Eligibility

All employees are eligible for 12 days CL per year. These leaves can neither be carried over to the next year nor can 
they be reimbursed. Casual and Sick Leaves are clubbed together. In the foregoing paragraphs, the term casual and 
sick leaves are used interchangeably.

Entitlement

 � The maximum casual/sick leave is 12 days in a calendar year. The date of joining will be taken into consideration 
  for the computation of casual leave. The leaves are credited at 1 leave per month from January to December. 
  A minimum of half CL can be availed and a maximum of 3 days in a row can be taken.

 � If CL extends beyond 3 days, then the excess days taken will be treated under LOP.

 � If the leaves are taken due to health issues, which extend beyond 3 days, it has to be accompanied with a 
  medical certificate. In case an adequate number of CL is not available with an employee, then it can be clubbed 
  with EL. If EL is not available, then it will be treated as LOP.

 � Public holidays/optional/company-declared holidays/weekly-o� days can be prefixed and/or su�xed to CL. 
  Intervening public/optional/company declared holidays/week o� days will not be counted as part of the leave. 
  Unused CL will lapse on December 31st.

 � Casual leave needs to be applied within 3 days from the date of leave.

 � When leave is taken without prior sanction (under certain unavoidable circumstances), the absence should be 
  notified to the reporting manager or the department head on the same day through a phone call or message.

 

Earned Leave (EL)
Eligibility

EL can be availed by regular and trainee employees. 

Entitlement

 � The maximum Earned Leaves for the 2021 calendar year is 15 days for the employees who have a 6-day work 
  week, and 12 days for employees who have a 5-day work week.

 � Earned leave needs to be applied within 3 days from the date of the leave.

 � EL will be credited to regular and trainee employees at the end of the month and can be availed after the
  completion of their probation period in the company.

 � The days served under probation will be taken into account for EL eligibility. Public/company-declared/optional 
  holidays/weekly o� days can be prefixed and/or su�xed to EL.

 � Intervening public/company-declared/optional holidays/weekly o� days will not be counted as part of the leave.

 � A minimum of half-day EL can be taken and a maximum of 60 days EL can be availed continuously.

 � Unused ELs as of December 31st will be carried forward to the next calendar year.

 � EL can be accumulated for a maximum of 60 days.

 � Employees who have completed 5 years in the company can encash EL once in a year by maintaining a 30-day 
  EL balance after encashment.

 � Employees will get all their balance ELs encashed at the time of separation from the organisation at the basic 
  pay rate along with the full and final settlement.

 � Any absence of more than the number of EL sanctioned will be treated as leave without pay unless a valid 
  reason is given to the management.

 

Period Leave (PEL)
Eligibility

PEL can be availed by regular and trainee female employees. 

Entitlement

 � Female employees are eligible for a total of 12 PELs in a calendar year, and will be credited on a pro-rata basis.

 � 1 PEL will be credited at the beginning of the month.

 � A maximum of 1 PEL can be availed in a month and if required, can be availed as two half-day leaves.

 � PEL needs to be applied within 3 days from the date of leave.

 � PELs cannot be applied for future dates.

 � Period leaves will be auto approved and a confirmation will be sent to the reporting manager via email.

 

Maternity Leave (ML/ML-ESIC)
Eligibility

ML can be availed by all regular and trainee female employees. ML-ESIC can be availed by all female employees 
under the Retainer employment type.

The provisions of the Maternity Benefit Act, 1961, would govern the maternity leave benefits. The woman employee 
has to be on the rolls of Think and Learn Pvt Ltd, for a period of not less than 80 days (this will be 70 days for
employees who are covered under ESIC. Employees with a monthly salary less than Rs 21,000 are covered under 
ESIC) in the 12 months immediately preceding the date of expected delivery.

 

Entitlement

 � The maximum paid leave benefit under normal circumstances will be 26 weeks including week o�s and public 
  holidays as per the terms of the Maternity Benefit Act, 1961 and provisions of the Maternity Benefit Amendment 
  Act, 2017. The applicant can avail maternity leave starting from 8 weeks before the expected date of delivery.

 � Employees will also have the option to avail up to 13 weeks of additional unpaid ML. This can be availed within 1 
  year of childbirth.

 � The leave application for availing of “Leave without Pay” shall be submitted at least one month before the comple
  tion of the paid ML. The application should be supported by a reason for the extension of unpaid maternity leave.

 � The applicant must intimate the reporting manager about her ML at least 90 days in advance for availing ML 
  benefits. Supporting documentation such as an anomaly scan report should be submitted to the HR department 
  to avail the benefit.

 � If an employee who is availing ML resigns from employment, without resuming duty, the benefit shall be
  extended only up to the last day of employment with the organisation.

 � In case of illness arising out of pregnancy, Sick Leave or Earned Leave can be combined with maternity leave if 
  required.

 � In case of miscarriage or medical termination of pregnancy, a woman shall, on the production of such proof as 
  may be prescribed, be entitled to avail leave with pay for a period of 6 weeks immediately following the day of 
  her miscarriage or, as the case may be, her medical termination of pregnancy.

 � In case of discrepancy in any of the above provisions, ML can be availed as per the applicable law from time to time.

 � ML for the first two children will be 26 weeks and children beyond the first two will be 12 weeks.

 � In the case of more than two children, the period of availing maternity leave prior to the expected date of
  delivery is 6 weeks.

 � Un-availed ML cannot be encashed. For more info please refer to the Maternity Benefit Act, 1961.

 

Child Care Leave (CCL)
Eligibility

CCL can be availed by regular and trainee employees.

 

Entitlement

 � Employees who have children within the age group of 0 - 12 years are eligible for a maximum of 7 CCLs in a 
  calendar year. These leaves need not be taken consecutively and can be availed in multiple instances.

 � Employees are required to add their children as dependents on the Success Factor portal to avail CCL.

 � If CCLs are availed for more than 3 consecutive days, then furnishing a medical certificate will be mandatory.

 � If both the employee and the spouse/partner are working at BYJU'S, then only one of them can avail the leave.

 � CCLs for the current year will lapse on 31st December and cannot be carried forward to the next year.

 � Half-day CCLs can be availed.

 � CCL needs to be applied within 3 days from the date of leave.

 

Adoption Leave (AL)
Eligibility

AL can be availed by regular and trainee employees.

Entitlement

 � Female employees are eligible for AL with pay for a maximum of 12 weeks (inclusive of week o�s and public/
  company-declared holidays) when she legally adopts a child below the age of 3 months as well as to 
  “commissioning mothers''. A commissioning mother has been defined as a biological mother who uses her egg 
  to create an embryo planted in any other woman.

 � Male employees are eligible for adoption leave for 6 consecutive calendar days with pay.

 � This leave must be taken within 3 months from the date of adoption.

 

Paternity Leave (PL)
Eligibility

PL can be availed by regular and trainee employees.

 

Entitlement

 � A male employee is entitled to 15 calendar days for the birth of the first and second child. Intervening public 
  holidays/weekly o�s/company declared holidays shall be included in the leave.

 � The leave can be taken within 1 year of childbirth.

 � Prior application and approval are required to avail PL. Approval email by manager along with supporting
  documents such as discharge summary/hospital bill has to be sent to attendance@byjus.com to avail this leave 
  and will be applied from the HR department.

 � The leaves need to be taken at a stretch and cannot be divided.

 

Bereavement Leave (BL)
Eligibility

BL can be availed by regular and trainee employees.

 

Entitlement

 � All employees at Think & Learn Pvt. Ltd. are entitled to a maximum of 3 working days of leave in the case of 
  death in the immediate family (defined as parents, spouse, children, siblings, parents-in-law, brothers-in-law, 
  sisters-in-law and grandparents only).

 � The intervening company-declared holidays/weekly o�s/public holidays shall not be included in the leave.

 � BL need not be taken consecutively and can be availed as per the employee’s needs.

 

Compensatory O� (CO) 
Eligibility

CO can be availed by regular, trainee, intern and retainer employees

Entitlement

 � Compensatory o� can be availed when an employee works on a public holiday/company-declared holiday/week 
  o� due to project exigencies. Such holidays/week o�s should be recorded by marking attendance and approved 
  by the reporting manager, who will use this attendance data while approving COs.

 � The CO has to be applied and availed within (and including) 30 calendar days of the day on which the employee 
  has worked, and against which they avail the benefit.

 � The CO should be applied on or before the leave date.
 � CO not availed within the stipulated time shall lapse.
 � CO availed cannot exceed 4 consecutive days at a time.
 � CO can be clubbed with any other leave type.

 

Loss of Pay (LOP)
 � LOP can be applied by an employee only for authorised absence when no other leave is available.

 � LOP needs to be applied within 3 days from the date of leave.

 � During the period of LOP, the employee is not entitled to any pay or allowance.

 � A maximum of 15 calendar days of LOP can be availed on approval by the management (Exceptional cases like 
  SL, emergency leave, etc.).

 � If the employee fails to report to duty on a specified date after the sanctioned LOP, it is deemed that the 
  employee has abandoned his/her service with the company on his/her own accord.

 � If your week o� falls in between your absent days (absent days due to non-applied leaves, not logging in 
  through the biometric system, unapproved leaves) then that particular week o� will be considered as a loss of pay.

 � LOP can be implicated on disciplinary grounds with regards to attendance by the management irrespective of 
  the availability of other types of leave.

 � LOP days will not be taken for EL eligibility.

 

Extension Of Leave
All leaves (including emergency leaves) are required to be applied and approved on the employee portal. The same 
process needs to be followed in the event of an extension of leaves.

 

Unauthorised Absence From Duty
When an employee takes o� from duty without prior leave approval or proper intimation under certain unavoidable 
circumstances, then those day(s) will be treated as an unauthorised absence from duty.

  � Unauthorised absence will be treated as a loss of pay.

 � If an employee does not report to work without notifying the manager or the unit HR for 3 consecutive working 
  days, the HR department will initiate absconding formalities as per the applicable laws.

 � In case the employee reports back to work, they have to provide valid explanations for the unauthorised 
  absence in writing to the department head before resuming work.

 � In the event of unauthorised absence due to a medical emergency, an employee must provide su�cient medical 
  documents within 15 working days either through his relatives or friends and a fitness certificate from the 
  treating doctor before resuming work.

 � The management reserves all the right to take any action deemed fit and suitable against the employee based 
  on the explanation provided for the unauthorised absence as per the company policy.

 

Exceptions/Amendments/Interpretations
The company may, notwithstanding the eligibility and terms mentioned above, at its discretion amend, modify or 
withdraw this policy. Any deviation from the provisions made in the clauses mentioned in the policy will require the 
prior approval of the HR Head. Employees should contact the HR department in case of any clarifications.

 

Summary Keynotes
 � Casual leaves and earned leaves are credited on a monthly basis. ML can be clubbed with EL and CL.

 � Intervening weekly holidays, public holidays and company-declared holidays will not be counted as leave for BL, 
  CL/SL, PEL, EL and CCL.

 � Intervening weekly holidays and national holidays will be counted for AL, ML and PL. All the leaves should be 
  applied and approved before the 25th of every month.

 � Maternity, paternity, adoption, and bereavement leaves have to be applied through the HR department by 
  writing to attendance@byjus.com.

 � All employees are expected to apply for leaves and mark their attendance daily on the Success Factor portal.

Annexure 1 Holiday List - 2021 

Public Holidays

Company Declared Holiday

Optional Holidays
Eligibility

Optional holidays can only be availed by regular, trainees, fixed-term employees and retainers.

Entitlement

 � Employees in Karnataka are entitled to 4 optional holidays and outstation employees are entitled to 5 optional 
  holidays during a calendar year.

 � Employees who are appointed during the course of the year will be entitled to these optional holidays on a 
  pro-rata basis.

 � Fixed Term employees are entitled to 1 optional holiday during their entire fixed term period.

 � The application for leave should be applied and approved on or before the optional holiday date.

Optional Holidays

* Kannada Rajyotsava: Only applicable for employees working in Karnataka.

** Guru Nanak Jayanti: Not applicable for employees working in Karnataka, Kerala, and Tamil Nadu.

Note: The o�ce will be closed on all the public holidays and company-declared holidays. The approval of an optional holiday is based on the 
discretion of management.



Scope and Terms

 � The leave and absenteeism policy is applicable to all employees of BYJU’S (Think & Learn Pvt. Ltd).

 � Employees appointed during the course of the year shall be entitled to Casual/Sick Leave, Earned Leave and 
  Optional Holidays on a pro-rata basis.

 � Employees whose date of joining service falls between the 1st to the 15th of a month are entitled to get the leave 
  credit for that month. Employees whose date of joining service falls between the 16th to the end of the month 
  are not entitled to leave credit for that month. This is applicable to the Casual/Sick Leave, Earned Leave and 
  Optional Holidays.

 � If an employee is relieved on any day between the 1st to the 15th of a month, then they are not entitled to 
  Earned Leaves due for that month. If an employee leaves on any day between the 16th to the end of the month 
  then they are entitled to Earned Leaves due for that month.

 � Backdated leave applications are not allowed unless it's availed for emergency/medical reasons.

 � All leaves (except emergency/medical reasons) should be applied by an employee prior to the leave date and 
  approved by the reporting manager.

 � Casual Leaves and Sick leaves are clubbed together as Casual Leave with e�ect from 1st January 2017.

 � Casual/Sick Leaves and Earned Leaves accrued for the current month cannot be used to apply for leaves for 
  previous months.

 � Holiday list of Think and Learn Pvt. Ltd. (BYJU’S) is listed in Annexure 1.

Purpose
To enable the employees to take time o� from work for reasons such as relaxation, illness, maternity and other/or 
personal reasons.

This Leave and Absenteeism Policy is approved and e�ective as of 01-Jan-2021 and has been developed as a 
fundamental part of the company’s strategy to safeguard the health, safety and welfare of all its employees.

 

Leave year and applicability
 � Sanctioning of the leave is at the discretion of the management, based on the exigencies of business or serious
  ness of the case.

 � The leave year is from January 1st to December 31st.

 � Eligible leaves are credited to the employees from the 1st of January every year.

 

The di�erent types of leaves given under the policy are:

Casual Leave/Sick Leave (CL): Employees will receive 1 CL every month (for a total of 12 CLs in a calendar year), 
which can be availed in case of medical or emergency requirements.

Earned Leave (EL): Employees will receive 1/1.25 earned leaves every month. After successful completion of their 
probation period, all employees are eligible to avail these leaves.

Period Leaves (PEL): Female employees are eligible to avail up to 12 days of paid menstrual leave in a calendar year.

Maternity Leave (ML/ML-ESIC): A period of approved absence for a female employee granted for the purpose of 
giving birth and taking care of infant children. This includes 26 weeks of paid leaves and an option to extend up to 13 
weeks of unpaid leaves.

Paternity Leave (PL): A period of approved absence for a male employee when his spouse is expecting to deliver/has 
delivered a child. A total of 15 PLs can be availed within 1 year of childbirth.

Child Care Leave (CCL): Employees who have children (within the age group of 0 - 12 years) can avail up to 7 days of 
leave to take care of their children, in case they fall sick.

Adoption Leave (AL): Employees who legally adopt a child can avail Adoption Leave; a total of 12 weeks of paid leave 
for female employees and 6 days of paid leave for male employees. The leaves need to be taken at a stretch and 
cannot be divided.

Bereavement Leave (BL): All employees are entitled to a maximum of 3 working days of leave in case of a death in 
the immediate family.

Compensatory-O� (CO): Compensatory o� can be availed when an employee is required to work on a public
holiday/company-declared holiday/week-o� due to project exigencies.

Casual Leave/Sick Leave (CL)
Eligibility

All employees are eligible for 12 days CL per year. These leaves can neither be carried over to the next year nor can 
they be reimbursed. Casual and Sick Leaves are clubbed together. In the foregoing paragraphs, the term casual and 
sick leaves are used interchangeably.

Entitlement

 � The maximum casual/sick leave is 12 days in a calendar year. The date of joining will be taken into consideration 
  for the computation of casual leave. The leaves are credited at 1 leave per month from January to December. 
  A minimum of half CL can be availed and a maximum of 3 days in a row can be taken.

 � If CL extends beyond 3 days, then the excess days taken will be treated under LOP.

 � If the leaves are taken due to health issues, which extend beyond 3 days, it has to be accompanied with a 
  medical certificate. In case an adequate number of CL is not available with an employee, then it can be clubbed 
  with EL. If EL is not available, then it will be treated as LOP.

 � Public holidays/optional/company-declared holidays/weekly-o� days can be prefixed and/or su�xed to CL. 
  Intervening public/optional/company declared holidays/week o� days will not be counted as part of the leave. 
  Unused CL will lapse on December 31st.

 � Casual leave needs to be applied within 3 days from the date of leave.

 � When leave is taken without prior sanction (under certain unavoidable circumstances), the absence should be 
  notified to the reporting manager or the department head on the same day through a phone call or message.

 

Earned Leave (EL)
Eligibility

EL can be availed by regular and trainee employees. 

Entitlement

 � The maximum Earned Leaves for the 2021 calendar year is 15 days for the employees who have a 6-day work 
  week, and 12 days for employees who have a 5-day work week.

 � Earned leave needs to be applied within 3 days from the date of the leave.

 � EL will be credited to regular and trainee employees at the end of the month and can be availed after the
  completion of their probation period in the company.

 � The days served under probation will be taken into account for EL eligibility. Public/company-declared/optional 
  holidays/weekly o� days can be prefixed and/or su�xed to EL.

 � Intervening public/company-declared/optional holidays/weekly o� days will not be counted as part of the leave.

 � A minimum of half-day EL can be taken and a maximum of 60 days EL can be availed continuously.

 � Unused ELs as of December 31st will be carried forward to the next calendar year.

 � EL can be accumulated for a maximum of 60 days.

 � Employees who have completed 5 years in the company can encash EL once in a year by maintaining a 30-day 
  EL balance after encashment.

 � Employees will get all their balance ELs encashed at the time of separation from the organisation at the basic 
  pay rate along with the full and final settlement.

 � Any absence of more than the number of EL sanctioned will be treated as leave without pay unless a valid 
  reason is given to the management.

 

Period Leave (PEL)
Eligibility

PEL can be availed by regular and trainee female employees. 

Entitlement

 � Female employees are eligible for a total of 12 PELs in a calendar year, and will be credited on a pro-rata basis.

 � 1 PEL will be credited at the beginning of the month.

 � A maximum of 1 PEL can be availed in a month and if required, can be availed as two half-day leaves.

 � PEL needs to be applied within 3 days from the date of leave.

 � PELs cannot be applied for future dates.

 � Period leaves will be auto approved and a confirmation will be sent to the reporting manager via email.

 

Maternity Leave (ML/ML-ESIC)
Eligibility

ML can be availed by all regular and trainee female employees. ML-ESIC can be availed by all female employees 
under the Retainer employment type.

The provisions of the Maternity Benefit Act, 1961, would govern the maternity leave benefits. The woman employee 
has to be on the rolls of Think and Learn Pvt Ltd, for a period of not less than 80 days (this will be 70 days for
employees who are covered under ESIC. Employees with a monthly salary less than Rs 21,000 are covered under 
ESIC) in the 12 months immediately preceding the date of expected delivery.

 

Entitlement

 � The maximum paid leave benefit under normal circumstances will be 26 weeks including week o�s and public 
  holidays as per the terms of the Maternity Benefit Act, 1961 and provisions of the Maternity Benefit Amendment 
  Act, 2017. The applicant can avail maternity leave starting from 8 weeks before the expected date of delivery.

 � Employees will also have the option to avail up to 13 weeks of additional unpaid ML. This can be availed within 1 
  year of childbirth.

 � The leave application for availing of “Leave without Pay” shall be submitted at least one month before the comple
  tion of the paid ML. The application should be supported by a reason for the extension of unpaid maternity leave.

 � The applicant must intimate the reporting manager about her ML at least 90 days in advance for availing ML 
  benefits. Supporting documentation such as an anomaly scan report should be submitted to the HR department 
  to avail the benefit.

 � If an employee who is availing ML resigns from employment, without resuming duty, the benefit shall be
  extended only up to the last day of employment with the organisation.

 � In case of illness arising out of pregnancy, Sick Leave or Earned Leave can be combined with maternity leave if 
  required.

 � In case of miscarriage or medical termination of pregnancy, a woman shall, on the production of such proof as 
  may be prescribed, be entitled to avail leave with pay for a period of 6 weeks immediately following the day of 
  her miscarriage or, as the case may be, her medical termination of pregnancy.

 � In case of discrepancy in any of the above provisions, ML can be availed as per the applicable law from time to time.

 � ML for the first two children will be 26 weeks and children beyond the first two will be 12 weeks.

 � In the case of more than two children, the period of availing maternity leave prior to the expected date of
  delivery is 6 weeks.

 � Un-availed ML cannot be encashed. For more info please refer to the Maternity Benefit Act, 1961.

 

Child Care Leave (CCL)
Eligibility

CCL can be availed by regular and trainee employees.

 

Entitlement

 � Employees who have children within the age group of 0 - 12 years are eligible for a maximum of 7 CCLs in a 
  calendar year. These leaves need not be taken consecutively and can be availed in multiple instances.

 � Employees are required to add their children as dependents on the Success Factor portal to avail CCL.

 � If CCLs are availed for more than 3 consecutive days, then furnishing a medical certificate will be mandatory.

 � If both the employee and the spouse/partner are working at BYJU'S, then only one of them can avail the leave.

 � CCLs for the current year will lapse on 31st December and cannot be carried forward to the next year.

 � Half-day CCLs can be availed.

 � CCL needs to be applied within 3 days from the date of leave.

 

Adoption Leave (AL)
Eligibility

AL can be availed by regular and trainee employees.

Entitlement

 � Female employees are eligible for AL with pay for a maximum of 12 weeks (inclusive of week o�s and public/
  company-declared holidays) when she legally adopts a child below the age of 3 months as well as to 
  “commissioning mothers''. A commissioning mother has been defined as a biological mother who uses her egg 
  to create an embryo planted in any other woman.

 � Male employees are eligible for adoption leave for 6 consecutive calendar days with pay.

 � This leave must be taken within 3 months from the date of adoption.

 

Paternity Leave (PL)
Eligibility

PL can be availed by regular and trainee employees.

 

Entitlement

 � A male employee is entitled to 15 calendar days for the birth of the first and second child. Intervening public 
  holidays/weekly o�s/company declared holidays shall be included in the leave.

 � The leave can be taken within 1 year of childbirth.

 � Prior application and approval are required to avail PL. Approval email by manager along with supporting
  documents such as discharge summary/hospital bill has to be sent to attendance@byjus.com to avail this leave 
  and will be applied from the HR department.

 � The leaves need to be taken at a stretch and cannot be divided.

 

Bereavement Leave (BL)
Eligibility

BL can be availed by regular and trainee employees.

 

Entitlement

 � All employees at Think & Learn Pvt. Ltd. are entitled to a maximum of 3 working days of leave in the case of 
  death in the immediate family (defined as parents, spouse, children, siblings, parents-in-law, brothers-in-law, 
  sisters-in-law and grandparents only).

 � The intervening company-declared holidays/weekly o�s/public holidays shall not be included in the leave.

 � BL need not be taken consecutively and can be availed as per the employee’s needs.

 

Compensatory O� (CO) 
Eligibility

CO can be availed by regular, trainee, intern and retainer employees

Entitlement

 � Compensatory o� can be availed when an employee works on a public holiday/company-declared holiday/week 
  o� due to project exigencies. Such holidays/week o�s should be recorded by marking attendance and approved 
  by the reporting manager, who will use this attendance data while approving COs.

 � The CO has to be applied and availed within (and including) 30 calendar days of the day on which the employee 
  has worked, and against which they avail the benefit.

 � The CO should be applied on or before the leave date.
 � CO not availed within the stipulated time shall lapse.
 � CO availed cannot exceed 4 consecutive days at a time.
 � CO can be clubbed with any other leave type.

 

Loss of Pay (LOP)
 � LOP can be applied by an employee only for authorised absence when no other leave is available.

 � LOP needs to be applied within 3 days from the date of leave.

 � During the period of LOP, the employee is not entitled to any pay or allowance.

 � A maximum of 15 calendar days of LOP can be availed on approval by the management (Exceptional cases like 
  SL, emergency leave, etc.).

 � If the employee fails to report to duty on a specified date after the sanctioned LOP, it is deemed that the 
  employee has abandoned his/her service with the company on his/her own accord.

 � If your week o� falls in between your absent days (absent days due to non-applied leaves, not logging in 
  through the biometric system, unapproved leaves) then that particular week o� will be considered as a loss of pay.

 � LOP can be implicated on disciplinary grounds with regards to attendance by the management irrespective of 
  the availability of other types of leave.

 � LOP days will not be taken for EL eligibility.

 

Extension Of Leave
All leaves (including emergency leaves) are required to be applied and approved on the employee portal. The same 
process needs to be followed in the event of an extension of leaves.

 

Unauthorised Absence From Duty
When an employee takes o� from duty without prior leave approval or proper intimation under certain unavoidable 
circumstances, then those day(s) will be treated as an unauthorised absence from duty.

  � Unauthorised absence will be treated as a loss of pay.

 � If an employee does not report to work without notifying the manager or the unit HR for 3 consecutive working 
  days, the HR department will initiate absconding formalities as per the applicable laws.

 � In case the employee reports back to work, they have to provide valid explanations for the unauthorised 
  absence in writing to the department head before resuming work.

 � In the event of unauthorised absence due to a medical emergency, an employee must provide su�cient medical 
  documents within 15 working days either through his relatives or friends and a fitness certificate from the 
  treating doctor before resuming work.

 � The management reserves all the right to take any action deemed fit and suitable against the employee based 
  on the explanation provided for the unauthorised absence as per the company policy.

 

Exceptions/Amendments/Interpretations
The company may, notwithstanding the eligibility and terms mentioned above, at its discretion amend, modify or 
withdraw this policy. Any deviation from the provisions made in the clauses mentioned in the policy will require the 
prior approval of the HR Head. Employees should contact the HR department in case of any clarifications.

 

Summary Keynotes
 � Casual leaves and earned leaves are credited on a monthly basis. ML can be clubbed with EL and CL.

 � Intervening weekly holidays, public holidays and company-declared holidays will not be counted as leave for BL, 
  CL/SL, PEL, EL and CCL.

 � Intervening weekly holidays and national holidays will be counted for AL, ML and PL. All the leaves should be 
  applied and approved before the 25th of every month.

 � Maternity, paternity, adoption, and bereavement leaves have to be applied through the HR department by 
  writing to attendance@byjus.com.

 � All employees are expected to apply for leaves and mark their attendance daily on the Success Factor portal.

Annexure 1 Holiday List - 2021 

Public Holidays

Company Declared Holiday

Optional Holidays
Eligibility

Optional holidays can only be availed by regular, trainees, fixed-term employees and retainers.

Entitlement

 � Employees in Karnataka are entitled to 4 optional holidays and outstation employees are entitled to 5 optional 
  holidays during a calendar year.

 � Employees who are appointed during the course of the year will be entitled to these optional holidays on a 
  pro-rata basis.

 � Fixed Term employees are entitled to 1 optional holiday during their entire fixed term period.

 � The application for leave should be applied and approved on or before the optional holiday date.

Optional Holidays

* Kannada Rajyotsava: Only applicable for employees working in Karnataka.

** Guru Nanak Jayanti: Not applicable for employees working in Karnataka, Kerala, and Tamil Nadu.

Note: The o�ce will be closed on all the public holidays and company-declared holidays. The approval of an optional holiday is based on the 
discretion of management.
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Scope and Terms

 � The leave and absenteeism policy is applicable to all employees of BYJU’S (Think & Learn Pvt. Ltd).

 � Employees appointed during the course of the year shall be entitled to Casual/Sick Leave, Earned Leave and 
  Optional Holidays on a pro-rata basis.

 � Employees whose date of joining service falls between the 1st to the 15th of a month are entitled to get the leave 
  credit for that month. Employees whose date of joining service falls between the 16th to the end of the month 
  are not entitled to leave credit for that month. This is applicable to the Casual/Sick Leave, Earned Leave and 
  Optional Holidays.

 � If an employee is relieved on any day between the 1st to the 15th of a month, then they are not entitled to 
  Earned Leaves due for that month. If an employee leaves on any day between the 16th to the end of the month 
  then they are entitled to Earned Leaves due for that month.

 � Backdated leave applications are not allowed unless it's availed for emergency/medical reasons.

 � All leaves (except emergency/medical reasons) should be applied by an employee prior to the leave date and 
  approved by the reporting manager.

 � Casual Leaves and Sick leaves are clubbed together as Casual Leave with e�ect from 1st January 2017.

 � Casual/Sick Leaves and Earned Leaves accrued for the current month cannot be used to apply for leaves for 
  previous months.

 � Holiday list of Think and Learn Pvt. Ltd. (BYJU’S) is listed in Annexure 1.

Purpose
To enable the employees to take time o� from work for reasons such as relaxation, illness, maternity and other/or 
personal reasons.

This Leave and Absenteeism Policy is approved and e�ective as of 01-Jan-2021 and has been developed as a 
fundamental part of the company’s strategy to safeguard the health, safety and welfare of all its employees.

 

Leave year and applicability
 � Sanctioning of the leave is at the discretion of the management, based on the exigencies of business or serious
  ness of the case.

 � The leave year is from January 1st to December 31st.

 � Eligible leaves are credited to the employees from the 1st of January every year.

 

The di�erent types of leaves given under the policy are:

Casual Leave/Sick Leave (CL): Employees will receive 1 CL every month (for a total of 12 CLs in a calendar year), 
which can be availed in case of medical or emergency requirements.

Earned Leave (EL): Employees will receive 1/1.25 earned leaves every month. After successful completion of their 
probation period, all employees are eligible to avail these leaves.

Period Leaves (PEL): Female employees are eligible to avail up to 12 days of paid menstrual leave in a calendar year.

Maternity Leave (ML/ML-ESIC): A period of approved absence for a female employee granted for the purpose of 
giving birth and taking care of infant children. This includes 26 weeks of paid leaves and an option to extend up to 13 
weeks of unpaid leaves.

Paternity Leave (PL): A period of approved absence for a male employee when his spouse is expecting to deliver/has 
delivered a child. A total of 15 PLs can be availed within 1 year of childbirth.

Child Care Leave (CCL): Employees who have children (within the age group of 0 - 12 years) can avail up to 7 days of 
leave to take care of their children, in case they fall sick.

Adoption Leave (AL): Employees who legally adopt a child can avail Adoption Leave; a total of 12 weeks of paid leave 
for female employees and 6 days of paid leave for male employees. The leaves need to be taken at a stretch and 
cannot be divided.

Bereavement Leave (BL): All employees are entitled to a maximum of 3 working days of leave in case of a death in 
the immediate family.

Compensatory-O� (CO): Compensatory o� can be availed when an employee is required to work on a public
holiday/company-declared holiday/week-o� due to project exigencies.

Casual Leave/Sick Leave (CL)
Eligibility

All employees are eligible for 12 days CL per year. These leaves can neither be carried over to the next year nor can 
they be reimbursed. Casual and Sick Leaves are clubbed together. In the foregoing paragraphs, the term casual and 
sick leaves are used interchangeably.

Entitlement

 � The maximum casual/sick leave is 12 days in a calendar year. The date of joining will be taken into consideration 
  for the computation of casual leave. The leaves are credited at 1 leave per month from January to December. 
  A minimum of half CL can be availed and a maximum of 3 days in a row can be taken.

 � If CL extends beyond 3 days, then the excess days taken will be treated under LOP.

 � If the leaves are taken due to health issues, which extend beyond 3 days, it has to be accompanied with a 
  medical certificate. In case an adequate number of CL is not available with an employee, then it can be clubbed 
  with EL. If EL is not available, then it will be treated as LOP.

 � Public holidays/optional/company-declared holidays/weekly-o� days can be prefixed and/or su�xed to CL. 
  Intervening public/optional/company declared holidays/week o� days will not be counted as part of the leave. 
  Unused CL will lapse on December 31st.

 � Casual leave needs to be applied within 3 days from the date of leave.

 � When leave is taken without prior sanction (under certain unavoidable circumstances), the absence should be 
  notified to the reporting manager or the department head on the same day through a phone call or message.

 

Earned Leave (EL)
Eligibility

EL can be availed by regular and trainee employees. 

Entitlement

 � The maximum Earned Leaves for the 2021 calendar year is 15 days for the employees who have a 6-day work 
  week, and 12 days for employees who have a 5-day work week.

 � Earned leave needs to be applied within 3 days from the date of the leave.

 � EL will be credited to regular and trainee employees at the end of the month and can be availed after the
  completion of their probation period in the company.

 � The days served under probation will be taken into account for EL eligibility. Public/company-declared/optional 
  holidays/weekly o� days can be prefixed and/or su�xed to EL.

 � Intervening public/company-declared/optional holidays/weekly o� days will not be counted as part of the leave.

 � A minimum of half-day EL can be taken and a maximum of 60 days EL can be availed continuously.

 � Unused ELs as of December 31st will be carried forward to the next calendar year.

 � EL can be accumulated for a maximum of 60 days.

 � Employees who have completed 5 years in the company can encash EL once in a year by maintaining a 30-day 
  EL balance after encashment.

 � Employees will get all their balance ELs encashed at the time of separation from the organisation at the basic 
  pay rate along with the full and final settlement.

 � Any absence of more than the number of EL sanctioned will be treated as leave without pay unless a valid 
  reason is given to the management.

 

Period Leave (PEL)
Eligibility

PEL can be availed by regular and trainee female employees. 

Entitlement

 � Female employees are eligible for a total of 12 PELs in a calendar year, and will be credited on a pro-rata basis.

 � 1 PEL will be credited at the beginning of the month.

 � A maximum of 1 PEL can be availed in a month and if required, can be availed as two half-day leaves.

 � PEL needs to be applied within 3 days from the date of leave.

 � PELs cannot be applied for future dates.

 � Period leaves will be auto approved and a confirmation will be sent to the reporting manager via email.

 

Maternity Leave (ML/ML-ESIC)
Eligibility

ML can be availed by all regular and trainee female employees. ML-ESIC can be availed by all female employees 
under the Retainer employment type.

The provisions of the Maternity Benefit Act, 1961, would govern the maternity leave benefits. The woman employee 
has to be on the rolls of Think and Learn Pvt Ltd, for a period of not less than 80 days (this will be 70 days for
employees who are covered under ESIC. Employees with a monthly salary less than Rs 21,000 are covered under 
ESIC) in the 12 months immediately preceding the date of expected delivery.

 

Entitlement

 � The maximum paid leave benefit under normal circumstances will be 26 weeks including week o�s and public 
  holidays as per the terms of the Maternity Benefit Act, 1961 and provisions of the Maternity Benefit Amendment 
  Act, 2017. The applicant can avail maternity leave starting from 8 weeks before the expected date of delivery.

 � Employees will also have the option to avail up to 13 weeks of additional unpaid ML. This can be availed within 1 
  year of childbirth.

 � The leave application for availing of “Leave without Pay” shall be submitted at least one month before the comple
  tion of the paid ML. The application should be supported by a reason for the extension of unpaid maternity leave.

 � The applicant must intimate the reporting manager about her ML at least 90 days in advance for availing ML 
  benefits. Supporting documentation such as an anomaly scan report should be submitted to the HR department 
  to avail the benefit.

 � If an employee who is availing ML resigns from employment, without resuming duty, the benefit shall be
  extended only up to the last day of employment with the organisation.

 � In case of illness arising out of pregnancy, Sick Leave or Earned Leave can be combined with maternity leave if 
  required.

 � In case of miscarriage or medical termination of pregnancy, a woman shall, on the production of such proof as 
  may be prescribed, be entitled to avail leave with pay for a period of 6 weeks immediately following the day of 
  her miscarriage or, as the case may be, her medical termination of pregnancy.

 � In case of discrepancy in any of the above provisions, ML can be availed as per the applicable law from time to time.

 � ML for the first two children will be 26 weeks and children beyond the first two will be 12 weeks.

 � In the case of more than two children, the period of availing maternity leave prior to the expected date of
  delivery is 6 weeks.

 � Un-availed ML cannot be encashed. For more info please refer to the Maternity Benefit Act, 1961.

 

Child Care Leave (CCL)
Eligibility

CCL can be availed by regular and trainee employees.

 

Entitlement

 � Employees who have children within the age group of 0 - 12 years are eligible for a maximum of 7 CCLs in a 
  calendar year. These leaves need not be taken consecutively and can be availed in multiple instances.

 � Employees are required to add their children as dependents on the Success Factor portal to avail CCL.

 � If CCLs are availed for more than 3 consecutive days, then furnishing a medical certificate will be mandatory.

 � If both the employee and the spouse/partner are working at BYJU'S, then only one of them can avail the leave.

 � CCLs for the current year will lapse on 31st December and cannot be carried forward to the next year.

 � Half-day CCLs can be availed.

 � CCL needs to be applied within 3 days from the date of leave.

 

Adoption Leave (AL)
Eligibility

AL can be availed by regular and trainee employees.

Entitlement

 � Female employees are eligible for AL with pay for a maximum of 12 weeks (inclusive of week o�s and public/
  company-declared holidays) when she legally adopts a child below the age of 3 months as well as to 
  “commissioning mothers''. A commissioning mother has been defined as a biological mother who uses her egg 
  to create an embryo planted in any other woman.

 � Male employees are eligible for adoption leave for 6 consecutive calendar days with pay.

 � This leave must be taken within 3 months from the date of adoption.

 

Paternity Leave (PL)
Eligibility

PL can be availed by regular and trainee employees.

 

Entitlement

 � A male employee is entitled to 15 calendar days for the birth of the first and second child. Intervening public 
  holidays/weekly o�s/company declared holidays shall be included in the leave.

 � The leave can be taken within 1 year of childbirth.

 � Prior application and approval are required to avail PL. Approval email by manager along with supporting
  documents such as discharge summary/hospital bill has to be sent to attendance@byjus.com to avail this leave 
  and will be applied from the HR department.

 � The leaves need to be taken at a stretch and cannot be divided.

 

Bereavement Leave (BL)
Eligibility

BL can be availed by regular and trainee employees.

 

Entitlement

 � All employees at Think & Learn Pvt. Ltd. are entitled to a maximum of 3 working days of leave in the case of 
  death in the immediate family (defined as parents, spouse, children, siblings, parents-in-law, brothers-in-law, 
  sisters-in-law and grandparents only).

 � The intervening company-declared holidays/weekly o�s/public holidays shall not be included in the leave.

 � BL need not be taken consecutively and can be availed as per the employee’s needs.

 

Compensatory O� (CO) 
Eligibility

CO can be availed by regular, trainee, intern and retainer employees

Entitlement

 � Compensatory o� can be availed when an employee works on a public holiday/company-declared holiday/week 
  o� due to project exigencies. Such holidays/week o�s should be recorded by marking attendance and approved 
  by the reporting manager, who will use this attendance data while approving COs.

 � The CO has to be applied and availed within (and including) 30 calendar days of the day on which the employee 
  has worked, and against which they avail the benefit.

 � The CO should be applied on or before the leave date.
 � CO not availed within the stipulated time shall lapse.
 � CO availed cannot exceed 4 consecutive days at a time.
 � CO can be clubbed with any other leave type.

 

Loss of Pay (LOP)
 � LOP can be applied by an employee only for authorised absence when no other leave is available.

 � LOP needs to be applied within 3 days from the date of leave.

 � During the period of LOP, the employee is not entitled to any pay or allowance.

 � A maximum of 15 calendar days of LOP can be availed on approval by the management (Exceptional cases like 
  SL, emergency leave, etc.).

 � If the employee fails to report to duty on a specified date after the sanctioned LOP, it is deemed that the 
  employee has abandoned his/her service with the company on his/her own accord.

 � If your week o� falls in between your absent days (absent days due to non-applied leaves, not logging in 
  through the biometric system, unapproved leaves) then that particular week o� will be considered as a loss of pay.

 � LOP can be implicated on disciplinary grounds with regards to attendance by the management irrespective of 
  the availability of other types of leave.

 � LOP days will not be taken for EL eligibility.

 

Extension Of Leave
All leaves (including emergency leaves) are required to be applied and approved on the employee portal. The same 
process needs to be followed in the event of an extension of leaves.

 

Unauthorised Absence From Duty
When an employee takes o� from duty without prior leave approval or proper intimation under certain unavoidable 
circumstances, then those day(s) will be treated as an unauthorised absence from duty.

  � Unauthorised absence will be treated as a loss of pay.

 � If an employee does not report to work without notifying the manager or the unit HR for 3 consecutive working 
  days, the HR department will initiate absconding formalities as per the applicable laws.

 � In case the employee reports back to work, they have to provide valid explanations for the unauthorised 
  absence in writing to the department head before resuming work.

 � In the event of unauthorised absence due to a medical emergency, an employee must provide su�cient medical 
  documents within 15 working days either through his relatives or friends and a fitness certificate from the 
  treating doctor before resuming work.

 � The management reserves all the right to take any action deemed fit and suitable against the employee based 
  on the explanation provided for the unauthorised absence as per the company policy.

 

Exceptions/Amendments/Interpretations
The company may, notwithstanding the eligibility and terms mentioned above, at its discretion amend, modify or 
withdraw this policy. Any deviation from the provisions made in the clauses mentioned in the policy will require the 
prior approval of the HR Head. Employees should contact the HR department in case of any clarifications.

 

Summary Keynotes
 � Casual leaves and earned leaves are credited on a monthly basis. ML can be clubbed with EL and CL.

 � Intervening weekly holidays, public holidays and company-declared holidays will not be counted as leave for BL, 
  CL/SL, PEL, EL and CCL.

 � Intervening weekly holidays and national holidays will be counted for AL, ML and PL. All the leaves should be 
  applied and approved before the 25th of every month.

 � Maternity, paternity, adoption, and bereavement leaves have to be applied through the HR department by 
  writing to attendance@byjus.com.

 � All employees are expected to apply for leaves and mark their attendance daily on the Success Factor portal.

Annexure 1 Holiday List - 2021 

Public Holidays

Company Declared Holiday

Optional Holidays
Eligibility

Optional holidays can only be availed by regular, trainees, fixed-term employees and retainers.

Entitlement

 � Employees in Karnataka are entitled to 4 optional holidays and outstation employees are entitled to 5 optional 
  holidays during a calendar year.

 � Employees who are appointed during the course of the year will be entitled to these optional holidays on a 
  pro-rata basis.

 � Fixed Term employees are entitled to 1 optional holiday during their entire fixed term period.

 � The application for leave should be applied and approved on or before the optional holiday date.

Optional Holidays

* Kannada Rajyotsava: Only applicable for employees working in Karnataka.

** Guru Nanak Jayanti: Not applicable for employees working in Karnataka, Kerala, and Tamil Nadu.

Note: The o�ce will be closed on all the public holidays and company-declared holidays. The approval of an optional holiday is based on the 
discretion of management.
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Scope and Terms

 � The leave and absenteeism policy is applicable to all employees of BYJU’S (Think & Learn Pvt. Ltd).

 � Employees appointed during the course of the year shall be entitled to Casual/Sick Leave, Earned Leave and 
  Optional Holidays on a pro-rata basis.

 � Employees whose date of joining service falls between the 1st to the 15th of a month are entitled to get the leave 
  credit for that month. Employees whose date of joining service falls between the 16th to the end of the month 
  are not entitled to leave credit for that month. This is applicable to the Casual/Sick Leave, Earned Leave and 
  Optional Holidays.

 � If an employee is relieved on any day between the 1st to the 15th of a month, then they are not entitled to 
  Earned Leaves due for that month. If an employee leaves on any day between the 16th to the end of the month 
  then they are entitled to Earned Leaves due for that month.

 � Backdated leave applications are not allowed unless it's availed for emergency/medical reasons.

 � All leaves (except emergency/medical reasons) should be applied by an employee prior to the leave date and 
  approved by the reporting manager.

 � Casual Leaves and Sick leaves are clubbed together as Casual Leave with e�ect from 1st January 2017.

 � Casual/Sick Leaves and Earned Leaves accrued for the current month cannot be used to apply for leaves for 
  previous months.

 � Holiday list of Think and Learn Pvt. Ltd. (BYJU’S) is listed in Annexure 1.

Purpose
To enable the employees to take time o� from work for reasons such as relaxation, illness, maternity and other/or 
personal reasons.

This Leave and Absenteeism Policy is approved and e�ective as of 01-Jan-2021 and has been developed as a 
fundamental part of the company’s strategy to safeguard the health, safety and welfare of all its employees.

 

Leave year and applicability
 � Sanctioning of the leave is at the discretion of the management, based on the exigencies of business or serious
  ness of the case.

 � The leave year is from January 1st to December 31st.

 � Eligible leaves are credited to the employees from the 1st of January every year.

 

The di�erent types of leaves given under the policy are:

Casual Leave/Sick Leave (CL): Employees will receive 1 CL every month (for a total of 12 CLs in a calendar year), 
which can be availed in case of medical or emergency requirements.

Earned Leave (EL): Employees will receive 1/1.25 earned leaves every month. After successful completion of their 
probation period, all employees are eligible to avail these leaves.

Period Leaves (PEL): Female employees are eligible to avail up to 12 days of paid menstrual leave in a calendar year.

Maternity Leave (ML/ML-ESIC): A period of approved absence for a female employee granted for the purpose of 
giving birth and taking care of infant children. This includes 26 weeks of paid leaves and an option to extend up to 13 
weeks of unpaid leaves.

Paternity Leave (PL): A period of approved absence for a male employee when his spouse is expecting to deliver/has 
delivered a child. A total of 15 PLs can be availed within 1 year of childbirth.

Child Care Leave (CCL): Employees who have children (within the age group of 0 - 12 years) can avail up to 7 days of 
leave to take care of their children, in case they fall sick.

Adoption Leave (AL): Employees who legally adopt a child can avail Adoption Leave; a total of 12 weeks of paid leave 
for female employees and 6 days of paid leave for male employees. The leaves need to be taken at a stretch and 
cannot be divided.

Bereavement Leave (BL): All employees are entitled to a maximum of 3 working days of leave in case of a death in 
the immediate family.

Compensatory-O� (CO): Compensatory o� can be availed when an employee is required to work on a public
holiday/company-declared holiday/week-o� due to project exigencies.

Casual Leave/Sick Leave (CL)
Eligibility

All employees are eligible for 12 days CL per year. These leaves can neither be carried over to the next year nor can 
they be reimbursed. Casual and Sick Leaves are clubbed together. In the foregoing paragraphs, the term casual and 
sick leaves are used interchangeably.

Entitlement

 � The maximum casual/sick leave is 12 days in a calendar year. The date of joining will be taken into consideration 
  for the computation of casual leave. The leaves are credited at 1 leave per month from January to December. 
  A minimum of half CL can be availed and a maximum of 3 days in a row can be taken.

 � If CL extends beyond 3 days, then the excess days taken will be treated under LOP.

 � If the leaves are taken due to health issues, which extend beyond 3 days, it has to be accompanied with a 
  medical certificate. In case an adequate number of CL is not available with an employee, then it can be clubbed 
  with EL. If EL is not available, then it will be treated as LOP.

 � Public holidays/optional/company-declared holidays/weekly-o� days can be prefixed and/or su�xed to CL. 
  Intervening public/optional/company declared holidays/week o� days will not be counted as part of the leave. 
  Unused CL will lapse on December 31st.

 � Casual leave needs to be applied within 3 days from the date of leave.

 � When leave is taken without prior sanction (under certain unavoidable circumstances), the absence should be 
  notified to the reporting manager or the department head on the same day through a phone call or message.

 

Earned Leave (EL)
Eligibility

EL can be availed by regular and trainee employees. 

Entitlement

 � The maximum Earned Leaves for the 2021 calendar year is 15 days for the employees who have a 6-day work 
  week, and 12 days for employees who have a 5-day work week.

 � Earned leave needs to be applied within 3 days from the date of the leave.

 � EL will be credited to regular and trainee employees at the end of the month and can be availed after the
  completion of their probation period in the company.

 � The days served under probation will be taken into account for EL eligibility. Public/company-declared/optional 
  holidays/weekly o� days can be prefixed and/or su�xed to EL.

 � Intervening public/company-declared/optional holidays/weekly o� days will not be counted as part of the leave.

 � A minimum of half-day EL can be taken and a maximum of 60 days EL can be availed continuously.

 � Unused ELs as of December 31st will be carried forward to the next calendar year.

 � EL can be accumulated for a maximum of 60 days.

 � Employees who have completed 5 years in the company can encash EL once in a year by maintaining a 30-day 
  EL balance after encashment.

 � Employees will get all their balance ELs encashed at the time of separation from the organisation at the basic 
  pay rate along with the full and final settlement.

 � Any absence of more than the number of EL sanctioned will be treated as leave without pay unless a valid 
  reason is given to the management.

 

Period Leave (PEL)
Eligibility

PEL can be availed by regular and trainee female employees. 

Entitlement

 � Female employees are eligible for a total of 12 PELs in a calendar year, and will be credited on a pro-rata basis.

 � 1 PEL will be credited at the beginning of the month.

 � A maximum of 1 PEL can be availed in a month and if required, can be availed as two half-day leaves.

 � PEL needs to be applied within 3 days from the date of leave.

 � PELs cannot be applied for future dates.

 � Period leaves will be auto approved and a confirmation will be sent to the reporting manager via email.

 

Maternity Leave (ML/ML-ESIC)
Eligibility

ML can be availed by all regular and trainee female employees. ML-ESIC can be availed by all female employees 
under the Retainer employment type.

The provisions of the Maternity Benefit Act, 1961, would govern the maternity leave benefits. The woman employee 
has to be on the rolls of Think and Learn Pvt Ltd, for a period of not less than 80 days (this will be 70 days for
employees who are covered under ESIC. Employees with a monthly salary less than Rs 21,000 are covered under 
ESIC) in the 12 months immediately preceding the date of expected delivery.

 

Entitlement

 � The maximum paid leave benefit under normal circumstances will be 26 weeks including week o�s and public 
  holidays as per the terms of the Maternity Benefit Act, 1961 and provisions of the Maternity Benefit Amendment 
  Act, 2017. The applicant can avail maternity leave starting from 8 weeks before the expected date of delivery.

 � Employees will also have the option to avail up to 13 weeks of additional unpaid ML. This can be availed within 1 
  year of childbirth.

 � The leave application for availing of “Leave without Pay” shall be submitted at least one month before the comple
  tion of the paid ML. The application should be supported by a reason for the extension of unpaid maternity leave.

 � The applicant must intimate the reporting manager about her ML at least 90 days in advance for availing ML 
  benefits. Supporting documentation such as an anomaly scan report should be submitted to the HR department 
  to avail the benefit.

 � If an employee who is availing ML resigns from employment, without resuming duty, the benefit shall be
  extended only up to the last day of employment with the organisation.

 � In case of illness arising out of pregnancy, Sick Leave or Earned Leave can be combined with maternity leave if 
  required.

 � In case of miscarriage or medical termination of pregnancy, a woman shall, on the production of such proof as 
  may be prescribed, be entitled to avail leave with pay for a period of 6 weeks immediately following the day of 
  her miscarriage or, as the case may be, her medical termination of pregnancy.

 � In case of discrepancy in any of the above provisions, ML can be availed as per the applicable law from time to time.

 � ML for the first two children will be 26 weeks and children beyond the first two will be 12 weeks.

 � In the case of more than two children, the period of availing maternity leave prior to the expected date of
  delivery is 6 weeks.

 � Un-availed ML cannot be encashed. For more info please refer to the Maternity Benefit Act, 1961.

 

Child Care Leave (CCL)
Eligibility

CCL can be availed by regular and trainee employees.

 

Entitlement

 � Employees who have children within the age group of 0 - 12 years are eligible for a maximum of 7 CCLs in a 
  calendar year. These leaves need not be taken consecutively and can be availed in multiple instances.

 � Employees are required to add their children as dependents on the Success Factor portal to avail CCL.

 � If CCLs are availed for more than 3 consecutive days, then furnishing a medical certificate will be mandatory.

 � If both the employee and the spouse/partner are working at BYJU'S, then only one of them can avail the leave.

 � CCLs for the current year will lapse on 31st December and cannot be carried forward to the next year.

 � Half-day CCLs can be availed.

 � CCL needs to be applied within 3 days from the date of leave.

 

Adoption Leave (AL)
Eligibility

AL can be availed by regular and trainee employees.

Entitlement

 � Female employees are eligible for AL with pay for a maximum of 12 weeks (inclusive of week o�s and public/
  company-declared holidays) when she legally adopts a child below the age of 3 months as well as to 
  “commissioning mothers''. A commissioning mother has been defined as a biological mother who uses her egg 
  to create an embryo planted in any other woman.

 � Male employees are eligible for adoption leave for 6 consecutive calendar days with pay.

 � This leave must be taken within 3 months from the date of adoption.

 

Paternity Leave (PL)
Eligibility

PL can be availed by regular and trainee employees.

 

Entitlement

 � A male employee is entitled to 15 calendar days for the birth of the first and second child. Intervening public 
  holidays/weekly o�s/company declared holidays shall be included in the leave.

 � The leave can be taken within 1 year of childbirth.

 � Prior application and approval are required to avail PL. Approval email by manager along with supporting
  documents such as discharge summary/hospital bill has to be sent to attendance@byjus.com to avail this leave 
  and will be applied from the HR department.

 � The leaves need to be taken at a stretch and cannot be divided.

 

Bereavement Leave (BL)
Eligibility

BL can be availed by regular and trainee employees.

 

Entitlement

 � All employees at Think & Learn Pvt. Ltd. are entitled to a maximum of 3 working days of leave in the case of 
  death in the immediate family (defined as parents, spouse, children, siblings, parents-in-law, brothers-in-law, 
  sisters-in-law and grandparents only).

 � The intervening company-declared holidays/weekly o�s/public holidays shall not be included in the leave.

 � BL need not be taken consecutively and can be availed as per the employee’s needs.

 

Compensatory O� (CO) 
Eligibility

CO can be availed by regular, trainee, intern and retainer employees

Entitlement

 � Compensatory o� can be availed when an employee works on a public holiday/company-declared holiday/week 
  o� due to project exigencies. Such holidays/week o�s should be recorded by marking attendance and approved 
  by the reporting manager, who will use this attendance data while approving COs.

 � The CO has to be applied and availed within (and including) 30 calendar days of the day on which the employee 
  has worked, and against which they avail the benefit.

 � The CO should be applied on or before the leave date.
 � CO not availed within the stipulated time shall lapse.
 � CO availed cannot exceed 4 consecutive days at a time.
 � CO can be clubbed with any other leave type.

 

Loss of Pay (LOP)
 � LOP can be applied by an employee only for authorised absence when no other leave is available.

 � LOP needs to be applied within 3 days from the date of leave.

 � During the period of LOP, the employee is not entitled to any pay or allowance.

 � A maximum of 15 calendar days of LOP can be availed on approval by the management (Exceptional cases like 
  SL, emergency leave, etc.).

 � If the employee fails to report to duty on a specified date after the sanctioned LOP, it is deemed that the 
  employee has abandoned his/her service with the company on his/her own accord.

 � If your week o� falls in between your absent days (absent days due to non-applied leaves, not logging in 
  through the biometric system, unapproved leaves) then that particular week o� will be considered as a loss of pay.

 � LOP can be implicated on disciplinary grounds with regards to attendance by the management irrespective of 
  the availability of other types of leave.

 � LOP days will not be taken for EL eligibility.

 

Extension Of Leave
All leaves (including emergency leaves) are required to be applied and approved on the employee portal. The same 
process needs to be followed in the event of an extension of leaves.

 

Unauthorised Absence From Duty
When an employee takes o� from duty without prior leave approval or proper intimation under certain unavoidable 
circumstances, then those day(s) will be treated as an unauthorised absence from duty.

  � Unauthorised absence will be treated as a loss of pay.

 � If an employee does not report to work without notifying the manager or the unit HR for 3 consecutive working 
  days, the HR department will initiate absconding formalities as per the applicable laws.

 � In case the employee reports back to work, they have to provide valid explanations for the unauthorised 
  absence in writing to the department head before resuming work.

 � In the event of unauthorised absence due to a medical emergency, an employee must provide su�cient medical 
  documents within 15 working days either through his relatives or friends and a fitness certificate from the 
  treating doctor before resuming work.

 � The management reserves all the right to take any action deemed fit and suitable against the employee based 
  on the explanation provided for the unauthorised absence as per the company policy.

 

Exceptions/Amendments/Interpretations
The company may, notwithstanding the eligibility and terms mentioned above, at its discretion amend, modify or 
withdraw this policy. Any deviation from the provisions made in the clauses mentioned in the policy will require the 
prior approval of the HR Head. Employees should contact the HR department in case of any clarifications.

 

Summary Keynotes
 � Casual leaves and earned leaves are credited on a monthly basis. ML can be clubbed with EL and CL.

 � Intervening weekly holidays, public holidays and company-declared holidays will not be counted as leave for BL, 
  CL/SL, PEL, EL and CCL.

 � Intervening weekly holidays and national holidays will be counted for AL, ML and PL. All the leaves should be 
  applied and approved before the 25th of every month.

 � Maternity, paternity, adoption, and bereavement leaves have to be applied through the HR department by 
  writing to attendance@byjus.com.

 � All employees are expected to apply for leaves and mark their attendance daily on the Success Factor portal.

Annexure 1 Holiday List - 2021 

Public Holidays

Company Declared Holiday

Optional Holidays
Eligibility

Optional holidays can only be availed by regular, trainees, fixed-term employees and retainers.

Entitlement

 � Employees in Karnataka are entitled to 4 optional holidays and outstation employees are entitled to 5 optional 
  holidays during a calendar year.

 � Employees who are appointed during the course of the year will be entitled to these optional holidays on a 
  pro-rata basis.

 � Fixed Term employees are entitled to 1 optional holiday during their entire fixed term period.

 � The application for leave should be applied and approved on or before the optional holiday date.

Optional Holidays

* Kannada Rajyotsava: Only applicable for employees working in Karnataka.

** Guru Nanak Jayanti: Not applicable for employees working in Karnataka, Kerala, and Tamil Nadu.

Note: The o�ce will be closed on all the public holidays and company-declared holidays. The approval of an optional holiday is based on the 
discretion of management.
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Scope and Terms

 � The leave and absenteeism policy is applicable to all employees of BYJU’S (Think & Learn Pvt. Ltd).

 � Employees appointed during the course of the year shall be entitled to Casual/Sick Leave, Earned Leave and 
  Optional Holidays on a pro-rata basis.

 � Employees whose date of joining service falls between the 1st to the 15th of a month are entitled to get the leave 
  credit for that month. Employees whose date of joining service falls between the 16th to the end of the month 
  are not entitled to leave credit for that month. This is applicable to the Casual/Sick Leave, Earned Leave and 
  Optional Holidays.

 � If an employee is relieved on any day between the 1st to the 15th of a month, then they are not entitled to 
  Earned Leaves due for that month. If an employee leaves on any day between the 16th to the end of the month 
  then they are entitled to Earned Leaves due for that month.

 � Backdated leave applications are not allowed unless it's availed for emergency/medical reasons.

 � All leaves (except emergency/medical reasons) should be applied by an employee prior to the leave date and 
  approved by the reporting manager.

 � Casual Leaves and Sick leaves are clubbed together as Casual Leave with e�ect from 1st January 2017.

 � Casual/Sick Leaves and Earned Leaves accrued for the current month cannot be used to apply for leaves for 
  previous months.

 � Holiday list of Think and Learn Pvt. Ltd. (BYJU’S) is listed in Annexure 1.

Purpose
To enable the employees to take time o� from work for reasons such as relaxation, illness, maternity and other/or 
personal reasons.

This Leave and Absenteeism Policy is approved and e�ective as of 01-Jan-2021 and has been developed as a 
fundamental part of the company’s strategy to safeguard the health, safety and welfare of all its employees.

 

Leave year and applicability
 � Sanctioning of the leave is at the discretion of the management, based on the exigencies of business or serious
  ness of the case.

 � The leave year is from January 1st to December 31st.

 � Eligible leaves are credited to the employees from the 1st of January every year.

 

The di�erent types of leaves given under the policy are:

Casual Leave/Sick Leave (CL): Employees will receive 1 CL every month (for a total of 12 CLs in a calendar year), 
which can be availed in case of medical or emergency requirements.

Earned Leave (EL): Employees will receive 1/1.25 earned leaves every month. After successful completion of their 
probation period, all employees are eligible to avail these leaves.

Period Leaves (PEL): Female employees are eligible to avail up to 12 days of paid menstrual leave in a calendar year.

Maternity Leave (ML/ML-ESIC): A period of approved absence for a female employee granted for the purpose of 
giving birth and taking care of infant children. This includes 26 weeks of paid leaves and an option to extend up to 13 
weeks of unpaid leaves.

Paternity Leave (PL): A period of approved absence for a male employee when his spouse is expecting to deliver/has 
delivered a child. A total of 15 PLs can be availed within 1 year of childbirth.

Child Care Leave (CCL): Employees who have children (within the age group of 0 - 12 years) can avail up to 7 days of 
leave to take care of their children, in case they fall sick.

Adoption Leave (AL): Employees who legally adopt a child can avail Adoption Leave; a total of 12 weeks of paid leave 
for female employees and 6 days of paid leave for male employees. The leaves need to be taken at a stretch and 
cannot be divided.

Bereavement Leave (BL): All employees are entitled to a maximum of 3 working days of leave in case of a death in 
the immediate family.

Compensatory-O� (CO): Compensatory o� can be availed when an employee is required to work on a public
holiday/company-declared holiday/week-o� due to project exigencies.

Casual Leave/Sick Leave (CL)
Eligibility

All employees are eligible for 12 days CL per year. These leaves can neither be carried over to the next year nor can 
they be reimbursed. Casual and Sick Leaves are clubbed together. In the foregoing paragraphs, the term casual and 
sick leaves are used interchangeably.

Entitlement

 � The maximum casual/sick leave is 12 days in a calendar year. The date of joining will be taken into consideration 
  for the computation of casual leave. The leaves are credited at 1 leave per month from January to December. 
  A minimum of half CL can be availed and a maximum of 3 days in a row can be taken.

 � If CL extends beyond 3 days, then the excess days taken will be treated under LOP.

 � If the leaves are taken due to health issues, which extend beyond 3 days, it has to be accompanied with a 
  medical certificate. In case an adequate number of CL is not available with an employee, then it can be clubbed 
  with EL. If EL is not available, then it will be treated as LOP.

 � Public holidays/optional/company-declared holidays/weekly-o� days can be prefixed and/or su�xed to CL. 
  Intervening public/optional/company declared holidays/week o� days will not be counted as part of the leave. 
  Unused CL will lapse on December 31st.

 � Casual leave needs to be applied within 3 days from the date of leave.

 � When leave is taken without prior sanction (under certain unavoidable circumstances), the absence should be 
  notified to the reporting manager or the department head on the same day through a phone call or message.

 

Earned Leave (EL)
Eligibility

EL can be availed by regular and trainee employees. 

Entitlement

 � The maximum Earned Leaves for the 2021 calendar year is 15 days for the employees who have a 6-day work 
  week, and 12 days for employees who have a 5-day work week.

 � Earned leave needs to be applied within 3 days from the date of the leave.

 � EL will be credited to regular and trainee employees at the end of the month and can be availed after the
  completion of their probation period in the company.

 � The days served under probation will be taken into account for EL eligibility. Public/company-declared/optional 
  holidays/weekly o� days can be prefixed and/or su�xed to EL.

 � Intervening public/company-declared/optional holidays/weekly o� days will not be counted as part of the leave.

 � A minimum of half-day EL can be taken and a maximum of 60 days EL can be availed continuously.

 � Unused ELs as of December 31st will be carried forward to the next calendar year.

 � EL can be accumulated for a maximum of 60 days.

 � Employees who have completed 5 years in the company can encash EL once in a year by maintaining a 30-day 
  EL balance after encashment.

 � Employees will get all their balance ELs encashed at the time of separation from the organisation at the basic 
  pay rate along with the full and final settlement.

 � Any absence of more than the number of EL sanctioned will be treated as leave without pay unless a valid 
  reason is given to the management.

 

Period Leave (PEL)
Eligibility

PEL can be availed by regular and trainee female employees. 

Entitlement

 � Female employees are eligible for a total of 12 PELs in a calendar year, and will be credited on a pro-rata basis.

 � 1 PEL will be credited at the beginning of the month.

 � A maximum of 1 PEL can be availed in a month and if required, can be availed as two half-day leaves.

 � PEL needs to be applied within 3 days from the date of leave.

 � PELs cannot be applied for future dates.

 � Period leaves will be auto approved and a confirmation will be sent to the reporting manager via email.

 

Maternity Leave (ML/ML-ESIC)
Eligibility

ML can be availed by all regular and trainee female employees. ML-ESIC can be availed by all female employees 
under the Retainer employment type.

The provisions of the Maternity Benefit Act, 1961, would govern the maternity leave benefits. The woman employee 
has to be on the rolls of Think and Learn Pvt Ltd, for a period of not less than 80 days (this will be 70 days for
employees who are covered under ESIC. Employees with a monthly salary less than Rs 21,000 are covered under 
ESIC) in the 12 months immediately preceding the date of expected delivery.

 

Entitlement

 � The maximum paid leave benefit under normal circumstances will be 26 weeks including week o�s and public 
  holidays as per the terms of the Maternity Benefit Act, 1961 and provisions of the Maternity Benefit Amendment 
  Act, 2017. The applicant can avail maternity leave starting from 8 weeks before the expected date of delivery.

 � Employees will also have the option to avail up to 13 weeks of additional unpaid ML. This can be availed within 1 
  year of childbirth.

 � The leave application for availing of “Leave without Pay” shall be submitted at least one month before the comple
  tion of the paid ML. The application should be supported by a reason for the extension of unpaid maternity leave.

 � The applicant must intimate the reporting manager about her ML at least 90 days in advance for availing ML 
  benefits. Supporting documentation such as an anomaly scan report should be submitted to the HR department 
  to avail the benefit.

 � If an employee who is availing ML resigns from employment, without resuming duty, the benefit shall be
  extended only up to the last day of employment with the organisation.

 � In case of illness arising out of pregnancy, Sick Leave or Earned Leave can be combined with maternity leave if 
  required.

 � In case of miscarriage or medical termination of pregnancy, a woman shall, on the production of such proof as 
  may be prescribed, be entitled to avail leave with pay for a period of 6 weeks immediately following the day of 
  her miscarriage or, as the case may be, her medical termination of pregnancy.

 � In case of discrepancy in any of the above provisions, ML can be availed as per the applicable law from time to time.

 � ML for the first two children will be 26 weeks and children beyond the first two will be 12 weeks.

 � In the case of more than two children, the period of availing maternity leave prior to the expected date of
  delivery is 6 weeks.

 � Un-availed ML cannot be encashed. For more info please refer to the Maternity Benefit Act, 1961.

 

Child Care Leave (CCL)
Eligibility

CCL can be availed by regular and trainee employees.

 

Entitlement

 � Employees who have children within the age group of 0 - 12 years are eligible for a maximum of 7 CCLs in a 
  calendar year. These leaves need not be taken consecutively and can be availed in multiple instances.

 � Employees are required to add their children as dependents on the Success Factor portal to avail CCL.

 � If CCLs are availed for more than 3 consecutive days, then furnishing a medical certificate will be mandatory.

 � If both the employee and the spouse/partner are working at BYJU'S, then only one of them can avail the leave.

 � CCLs for the current year will lapse on 31st December and cannot be carried forward to the next year.

 � Half-day CCLs can be availed.

 � CCL needs to be applied within 3 days from the date of leave.

 

Adoption Leave (AL)
Eligibility

AL can be availed by regular and trainee employees.

Entitlement

 � Female employees are eligible for AL with pay for a maximum of 12 weeks (inclusive of week o�s and public/
  company-declared holidays) when she legally adopts a child below the age of 3 months as well as to 
  “commissioning mothers''. A commissioning mother has been defined as a biological mother who uses her egg 
  to create an embryo planted in any other woman.

 � Male employees are eligible for adoption leave for 6 consecutive calendar days with pay.

 � This leave must be taken within 3 months from the date of adoption.

 

Paternity Leave (PL)
Eligibility

PL can be availed by regular and trainee employees.

 

Entitlement

 � A male employee is entitled to 15 calendar days for the birth of the first and second child. Intervening public 
  holidays/weekly o�s/company declared holidays shall be included in the leave.

 � The leave can be taken within 1 year of childbirth.

 � Prior application and approval are required to avail PL. Approval email by manager along with supporting
  documents such as discharge summary/hospital bill has to be sent to attendance@byjus.com to avail this leave 
  and will be applied from the HR department.

 � The leaves need to be taken at a stretch and cannot be divided.

 

Bereavement Leave (BL)
Eligibility

BL can be availed by regular and trainee employees.

 

Entitlement

 � All employees at Think & Learn Pvt. Ltd. are entitled to a maximum of 3 working days of leave in the case of 
  death in the immediate family (defined as parents, spouse, children, siblings, parents-in-law, brothers-in-law, 
  sisters-in-law and grandparents only).

 � The intervening company-declared holidays/weekly o�s/public holidays shall not be included in the leave.

 � BL need not be taken consecutively and can be availed as per the employee’s needs.

 

Compensatory O� (CO) 
Eligibility

CO can be availed by regular, trainee, intern and retainer employees

Entitlement

 � Compensatory o� can be availed when an employee works on a public holiday/company-declared holiday/week 
  o� due to project exigencies. Such holidays/week o�s should be recorded by marking attendance and approved 
  by the reporting manager, who will use this attendance data while approving COs.

 � The CO has to be applied and availed within (and including) 30 calendar days of the day on which the employee 
  has worked, and against which they avail the benefit.

 � The CO should be applied on or before the leave date.
 � CO not availed within the stipulated time shall lapse.
 � CO availed cannot exceed 4 consecutive days at a time.
 � CO can be clubbed with any other leave type.

 

Loss of Pay (LOP)
 � LOP can be applied by an employee only for authorised absence when no other leave is available.

 � LOP needs to be applied within 3 days from the date of leave.

 � During the period of LOP, the employee is not entitled to any pay or allowance.

 � A maximum of 15 calendar days of LOP can be availed on approval by the management (Exceptional cases like 
  SL, emergency leave, etc.).

 � If the employee fails to report to duty on a specified date after the sanctioned LOP, it is deemed that the 
  employee has abandoned his/her service with the company on his/her own accord.

 � If your week o� falls in between your absent days (absent days due to non-applied leaves, not logging in 
  through the biometric system, unapproved leaves) then that particular week o� will be considered as a loss of pay.

 � LOP can be implicated on disciplinary grounds with regards to attendance by the management irrespective of 
  the availability of other types of leave.

 � LOP days will not be taken for EL eligibility.

 

Extension Of Leave
All leaves (including emergency leaves) are required to be applied and approved on the employee portal. The same 
process needs to be followed in the event of an extension of leaves.

 

Unauthorised Absence From Duty
When an employee takes o� from duty without prior leave approval or proper intimation under certain unavoidable 
circumstances, then those day(s) will be treated as an unauthorised absence from duty.

  � Unauthorised absence will be treated as a loss of pay.

 � If an employee does not report to work without notifying the manager or the unit HR for 3 consecutive working 
  days, the HR department will initiate absconding formalities as per the applicable laws.

 � In case the employee reports back to work, they have to provide valid explanations for the unauthorised 
  absence in writing to the department head before resuming work.

 � In the event of unauthorised absence due to a medical emergency, an employee must provide su�cient medical 
  documents within 15 working days either through his relatives or friends and a fitness certificate from the 
  treating doctor before resuming work.

 � The management reserves all the right to take any action deemed fit and suitable against the employee based 
  on the explanation provided for the unauthorised absence as per the company policy.

 

Exceptions/Amendments/Interpretations
The company may, notwithstanding the eligibility and terms mentioned above, at its discretion amend, modify or 
withdraw this policy. Any deviation from the provisions made in the clauses mentioned in the policy will require the 
prior approval of the HR Head. Employees should contact the HR department in case of any clarifications.

 

Summary Keynotes
 � Casual leaves and earned leaves are credited on a monthly basis. ML can be clubbed with EL and CL.

 � Intervening weekly holidays, public holidays and company-declared holidays will not be counted as leave for BL, 
  CL/SL, PEL, EL and CCL.

 � Intervening weekly holidays and national holidays will be counted for AL, ML and PL. All the leaves should be 
  applied and approved before the 25th of every month.

 � Maternity, paternity, adoption, and bereavement leaves have to be applied through the HR department by 
  writing to attendance@byjus.com.

 � All employees are expected to apply for leaves and mark their attendance daily on the Success Factor portal.

Annexure 1 Holiday List - 2021 

Public Holidays

Company Declared Holiday

Optional Holidays
Eligibility

Optional holidays can only be availed by regular, trainees, fixed-term employees and retainers.

Entitlement

 � Employees in Karnataka are entitled to 4 optional holidays and outstation employees are entitled to 5 optional 
  holidays during a calendar year.

 � Employees who are appointed during the course of the year will be entitled to these optional holidays on a 
  pro-rata basis.

 � Fixed Term employees are entitled to 1 optional holiday during their entire fixed term period.

 � The application for leave should be applied and approved on or before the optional holiday date.

Optional Holidays

* Kannada Rajyotsava: Only applicable for employees working in Karnataka.

** Guru Nanak Jayanti: Not applicable for employees working in Karnataka, Kerala, and Tamil Nadu.

Note: The o�ce will be closed on all the public holidays and company-declared holidays. The approval of an optional holiday is based on the 
discretion of management.

05



Scope and Terms

 � The leave and absenteeism policy is applicable to all employees of BYJU’S (Think & Learn Pvt. Ltd).

 � Employees appointed during the course of the year shall be entitled to Casual/Sick Leave, Earned Leave and 
  Optional Holidays on a pro-rata basis.

 � Employees whose date of joining service falls between the 1st to the 15th of a month are entitled to get the leave 
  credit for that month. Employees whose date of joining service falls between the 16th to the end of the month 
  are not entitled to leave credit for that month. This is applicable to the Casual/Sick Leave, Earned Leave and 
  Optional Holidays.

 � If an employee is relieved on any day between the 1st to the 15th of a month, then they are not entitled to 
  Earned Leaves due for that month. If an employee leaves on any day between the 16th to the end of the month 
  then they are entitled to Earned Leaves due for that month.

 � Backdated leave applications are not allowed unless it's availed for emergency/medical reasons.

 � All leaves (except emergency/medical reasons) should be applied by an employee prior to the leave date and 
  approved by the reporting manager.

 � Casual Leaves and Sick leaves are clubbed together as Casual Leave with e�ect from 1st January 2017.

 � Casual/Sick Leaves and Earned Leaves accrued for the current month cannot be used to apply for leaves for 
  previous months.

 � Holiday list of Think and Learn Pvt. Ltd. (BYJU’S) is listed in Annexure 1.

Purpose
To enable the employees to take time o� from work for reasons such as relaxation, illness, maternity and other/or 
personal reasons.

This Leave and Absenteeism Policy is approved and e�ective as of 01-Jan-2021 and has been developed as a 
fundamental part of the company’s strategy to safeguard the health, safety and welfare of all its employees.

 

Leave year and applicability
 � Sanctioning of the leave is at the discretion of the management, based on the exigencies of business or serious
  ness of the case.

 � The leave year is from January 1st to December 31st.

 � Eligible leaves are credited to the employees from the 1st of January every year.

 

The di�erent types of leaves given under the policy are:

Casual Leave/Sick Leave (CL): Employees will receive 1 CL every month (for a total of 12 CLs in a calendar year), 
which can be availed in case of medical or emergency requirements.

Earned Leave (EL): Employees will receive 1/1.25 earned leaves every month. After successful completion of their 
probation period, all employees are eligible to avail these leaves.

Period Leaves (PEL): Female employees are eligible to avail up to 12 days of paid menstrual leave in a calendar year.

Maternity Leave (ML/ML-ESIC): A period of approved absence for a female employee granted for the purpose of 
giving birth and taking care of infant children. This includes 26 weeks of paid leaves and an option to extend up to 13 
weeks of unpaid leaves.

Paternity Leave (PL): A period of approved absence for a male employee when his spouse is expecting to deliver/has 
delivered a child. A total of 15 PLs can be availed within 1 year of childbirth.

Child Care Leave (CCL): Employees who have children (within the age group of 0 - 12 years) can avail up to 7 days of 
leave to take care of their children, in case they fall sick.

Adoption Leave (AL): Employees who legally adopt a child can avail Adoption Leave; a total of 12 weeks of paid leave 
for female employees and 6 days of paid leave for male employees. The leaves need to be taken at a stretch and 
cannot be divided.

Bereavement Leave (BL): All employees are entitled to a maximum of 3 working days of leave in case of a death in 
the immediate family.

Compensatory-O� (CO): Compensatory o� can be availed when an employee is required to work on a public
holiday/company-declared holiday/week-o� due to project exigencies.

Casual Leave/Sick Leave (CL)
Eligibility

All employees are eligible for 12 days CL per year. These leaves can neither be carried over to the next year nor can 
they be reimbursed. Casual and Sick Leaves are clubbed together. In the foregoing paragraphs, the term casual and 
sick leaves are used interchangeably.

Entitlement

 � The maximum casual/sick leave is 12 days in a calendar year. The date of joining will be taken into consideration 
  for the computation of casual leave. The leaves are credited at 1 leave per month from January to December. 
  A minimum of half CL can be availed and a maximum of 3 days in a row can be taken.

 � If CL extends beyond 3 days, then the excess days taken will be treated under LOP.

 � If the leaves are taken due to health issues, which extend beyond 3 days, it has to be accompanied with a 
  medical certificate. In case an adequate number of CL is not available with an employee, then it can be clubbed 
  with EL. If EL is not available, then it will be treated as LOP.

 � Public holidays/optional/company-declared holidays/weekly-o� days can be prefixed and/or su�xed to CL. 
  Intervening public/optional/company declared holidays/week o� days will not be counted as part of the leave. 
  Unused CL will lapse on December 31st.

 � Casual leave needs to be applied within 3 days from the date of leave.

 � When leave is taken without prior sanction (under certain unavoidable circumstances), the absence should be 
  notified to the reporting manager or the department head on the same day through a phone call or message.

 

Earned Leave (EL)
Eligibility

EL can be availed by regular and trainee employees. 

Entitlement

 � The maximum Earned Leaves for the 2021 calendar year is 15 days for the employees who have a 6-day work 
  week, and 12 days for employees who have a 5-day work week.

 � Earned leave needs to be applied within 3 days from the date of the leave.

 � EL will be credited to regular and trainee employees at the end of the month and can be availed after the
  completion of their probation period in the company.

 � The days served under probation will be taken into account for EL eligibility. Public/company-declared/optional 
  holidays/weekly o� days can be prefixed and/or su�xed to EL.

 � Intervening public/company-declared/optional holidays/weekly o� days will not be counted as part of the leave.

 � A minimum of half-day EL can be taken and a maximum of 60 days EL can be availed continuously.

 � Unused ELs as of December 31st will be carried forward to the next calendar year.

 � EL can be accumulated for a maximum of 60 days.

 � Employees who have completed 5 years in the company can encash EL once in a year by maintaining a 30-day 
  EL balance after encashment.

 � Employees will get all their balance ELs encashed at the time of separation from the organisation at the basic 
  pay rate along with the full and final settlement.

 � Any absence of more than the number of EL sanctioned will be treated as leave without pay unless a valid 
  reason is given to the management.

 

Period Leave (PEL)
Eligibility

PEL can be availed by regular and trainee female employees. 

Entitlement

 � Female employees are eligible for a total of 12 PELs in a calendar year, and will be credited on a pro-rata basis.

 � 1 PEL will be credited at the beginning of the month.

 � A maximum of 1 PEL can be availed in a month and if required, can be availed as two half-day leaves.

 � PEL needs to be applied within 3 days from the date of leave.

 � PELs cannot be applied for future dates.

 � Period leaves will be auto approved and a confirmation will be sent to the reporting manager via email.

 

Maternity Leave (ML/ML-ESIC)
Eligibility

ML can be availed by all regular and trainee female employees. ML-ESIC can be availed by all female employees 
under the Retainer employment type.

The provisions of the Maternity Benefit Act, 1961, would govern the maternity leave benefits. The woman employee 
has to be on the rolls of Think and Learn Pvt Ltd, for a period of not less than 80 days (this will be 70 days for
employees who are covered under ESIC. Employees with a monthly salary less than Rs 21,000 are covered under 
ESIC) in the 12 months immediately preceding the date of expected delivery.

 

Entitlement

 � The maximum paid leave benefit under normal circumstances will be 26 weeks including week o�s and public 
  holidays as per the terms of the Maternity Benefit Act, 1961 and provisions of the Maternity Benefit Amendment 
  Act, 2017. The applicant can avail maternity leave starting from 8 weeks before the expected date of delivery.

 � Employees will also have the option to avail up to 13 weeks of additional unpaid ML. This can be availed within 1 
  year of childbirth.

 � The leave application for availing of “Leave without Pay” shall be submitted at least one month before the comple
  tion of the paid ML. The application should be supported by a reason for the extension of unpaid maternity leave.

 � The applicant must intimate the reporting manager about her ML at least 90 days in advance for availing ML 
  benefits. Supporting documentation such as an anomaly scan report should be submitted to the HR department 
  to avail the benefit.

 � If an employee who is availing ML resigns from employment, without resuming duty, the benefit shall be
  extended only up to the last day of employment with the organisation.

 � In case of illness arising out of pregnancy, Sick Leave or Earned Leave can be combined with maternity leave if 
  required.

 � In case of miscarriage or medical termination of pregnancy, a woman shall, on the production of such proof as 
  may be prescribed, be entitled to avail leave with pay for a period of 6 weeks immediately following the day of 
  her miscarriage or, as the case may be, her medical termination of pregnancy.

 � In case of discrepancy in any of the above provisions, ML can be availed as per the applicable law from time to time.

 � ML for the first two children will be 26 weeks and children beyond the first two will be 12 weeks.

 � In the case of more than two children, the period of availing maternity leave prior to the expected date of
  delivery is 6 weeks.

 � Un-availed ML cannot be encashed. For more info please refer to the Maternity Benefit Act, 1961.

 

Child Care Leave (CCL)
Eligibility

CCL can be availed by regular and trainee employees.

 

Entitlement

 � Employees who have children within the age group of 0 - 12 years are eligible for a maximum of 7 CCLs in a 
  calendar year. These leaves need not be taken consecutively and can be availed in multiple instances.

 � Employees are required to add their children as dependents on the Success Factor portal to avail CCL.

 � If CCLs are availed for more than 3 consecutive days, then furnishing a medical certificate will be mandatory.

 � If both the employee and the spouse/partner are working at BYJU'S, then only one of them can avail the leave.

 � CCLs for the current year will lapse on 31st December and cannot be carried forward to the next year.

 � Half-day CCLs can be availed.

 � CCL needs to be applied within 3 days from the date of leave.

 

Adoption Leave (AL)
Eligibility

AL can be availed by regular and trainee employees.

Entitlement

 � Female employees are eligible for AL with pay for a maximum of 12 weeks (inclusive of week o�s and public/
  company-declared holidays) when she legally adopts a child below the age of 3 months as well as to 
  “commissioning mothers''. A commissioning mother has been defined as a biological mother who uses her egg 
  to create an embryo planted in any other woman.

 � Male employees are eligible for adoption leave for 6 consecutive calendar days with pay.

 � This leave must be taken within 3 months from the date of adoption.

 

Paternity Leave (PL)
Eligibility

PL can be availed by regular and trainee employees.

 

Entitlement

 � A male employee is entitled to 15 calendar days for the birth of the first and second child. Intervening public 
  holidays/weekly o�s/company declared holidays shall be included in the leave.

 � The leave can be taken within 1 year of childbirth.

 � Prior application and approval are required to avail PL. Approval email by manager along with supporting
  documents such as discharge summary/hospital bill has to be sent to attendance@byjus.com to avail this leave 
  and will be applied from the HR department.

 � The leaves need to be taken at a stretch and cannot be divided.

 

Bereavement Leave (BL)
Eligibility

BL can be availed by regular and trainee employees.

 

Entitlement

 � All employees at Think & Learn Pvt. Ltd. are entitled to a maximum of 3 working days of leave in the case of 
  death in the immediate family (defined as parents, spouse, children, siblings, parents-in-law, brothers-in-law, 
  sisters-in-law and grandparents only).

 � The intervening company-declared holidays/weekly o�s/public holidays shall not be included in the leave.

 � BL need not be taken consecutively and can be availed as per the employee’s needs.

 

Compensatory O� (CO) 
Eligibility

CO can be availed by regular, trainee, intern and retainer employees

Entitlement

 � Compensatory o� can be availed when an employee works on a public holiday/company-declared holiday/week 
  o� due to project exigencies. Such holidays/week o�s should be recorded by marking attendance and approved 
  by the reporting manager, who will use this attendance data while approving COs.

 � The CO has to be applied and availed within (and including) 30 calendar days of the day on which the employee 
  has worked, and against which they avail the benefit.

 � The CO should be applied on or before the leave date.
 � CO not availed within the stipulated time shall lapse.
 � CO availed cannot exceed 4 consecutive days at a time.
 � CO can be clubbed with any other leave type.

 

Loss of Pay (LOP)
 � LOP can be applied by an employee only for authorised absence when no other leave is available.

 � LOP needs to be applied within 3 days from the date of leave.

 � During the period of LOP, the employee is not entitled to any pay or allowance.

 � A maximum of 15 calendar days of LOP can be availed on approval by the management (Exceptional cases like 
  SL, emergency leave, etc.).

 � If the employee fails to report to duty on a specified date after the sanctioned LOP, it is deemed that the 
  employee has abandoned his/her service with the company on his/her own accord.

 � If your week o� falls in between your absent days (absent days due to non-applied leaves, not logging in 
  through the biometric system, unapproved leaves) then that particular week o� will be considered as a loss of pay.

 � LOP can be implicated on disciplinary grounds with regards to attendance by the management irrespective of 
  the availability of other types of leave.

 � LOP days will not be taken for EL eligibility.

 

Extension Of Leave
All leaves (including emergency leaves) are required to be applied and approved on the employee portal. The same 
process needs to be followed in the event of an extension of leaves.

 

Unauthorised Absence From Duty
When an employee takes o� from duty without prior leave approval or proper intimation under certain unavoidable 
circumstances, then those day(s) will be treated as an unauthorised absence from duty.

  � Unauthorised absence will be treated as a loss of pay.

 � If an employee does not report to work without notifying the manager or the unit HR for 3 consecutive working 
  days, the HR department will initiate absconding formalities as per the applicable laws.

 � In case the employee reports back to work, they have to provide valid explanations for the unauthorised 
  absence in writing to the department head before resuming work.

 � In the event of unauthorised absence due to a medical emergency, an employee must provide su�cient medical 
  documents within 15 working days either through his relatives or friends and a fitness certificate from the 
  treating doctor before resuming work.

 � The management reserves all the right to take any action deemed fit and suitable against the employee based 
  on the explanation provided for the unauthorised absence as per the company policy.

 

Exceptions/Amendments/Interpretations
The company may, notwithstanding the eligibility and terms mentioned above, at its discretion amend, modify or 
withdraw this policy. Any deviation from the provisions made in the clauses mentioned in the policy will require the 
prior approval of the HR Head. Employees should contact the HR department in case of any clarifications.

 

Summary Keynotes
 � Casual leaves and earned leaves are credited on a monthly basis. ML can be clubbed with EL and CL.

 � Intervening weekly holidays, public holidays and company-declared holidays will not be counted as leave for BL, 
  CL/SL, PEL, EL and CCL.

 � Intervening weekly holidays and national holidays will be counted for AL, ML and PL. All the leaves should be 
  applied and approved before the 25th of every month.

 � Maternity, paternity, adoption, and bereavement leaves have to be applied through the HR department by 
  writing to attendance@byjus.com.

 � All employees are expected to apply for leaves and mark their attendance daily on the Success Factor portal.

Annexure 1 Holiday List - 2021 

Public Holidays

Company Declared Holiday

Optional Holidays
Eligibility

Optional holidays can only be availed by regular, trainees, fixed-term employees and retainers.

Entitlement

 � Employees in Karnataka are entitled to 4 optional holidays and outstation employees are entitled to 5 optional 
  holidays during a calendar year.

 � Employees who are appointed during the course of the year will be entitled to these optional holidays on a 
  pro-rata basis.

 � Fixed Term employees are entitled to 1 optional holiday during their entire fixed term period.

 � The application for leave should be applied and approved on or before the optional holiday date.

Optional Holidays

* Kannada Rajyotsava: Only applicable for employees working in Karnataka.

** Guru Nanak Jayanti: Not applicable for employees working in Karnataka, Kerala, and Tamil Nadu.

Note: The o�ce will be closed on all the public holidays and company-declared holidays. The approval of an optional holiday is based on the 
discretion of management.
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Scope and Terms

 � The leave and absenteeism policy is applicable to all employees of BYJU’S (Think & Learn Pvt. Ltd).

 � Employees appointed during the course of the year shall be entitled to Casual/Sick Leave, Earned Leave and 
  Optional Holidays on a pro-rata basis.

 � Employees whose date of joining service falls between the 1st to the 15th of a month are entitled to get the leave 
  credit for that month. Employees whose date of joining service falls between the 16th to the end of the month 
  are not entitled to leave credit for that month. This is applicable to the Casual/Sick Leave, Earned Leave and 
  Optional Holidays.

 � If an employee is relieved on any day between the 1st to the 15th of a month, then they are not entitled to 
  Earned Leaves due for that month. If an employee leaves on any day between the 16th to the end of the month 
  then they are entitled to Earned Leaves due for that month.

 � Backdated leave applications are not allowed unless it's availed for emergency/medical reasons.

 � All leaves (except emergency/medical reasons) should be applied by an employee prior to the leave date and 
  approved by the reporting manager.

 � Casual Leaves and Sick leaves are clubbed together as Casual Leave with e�ect from 1st January 2017.

 � Casual/Sick Leaves and Earned Leaves accrued for the current month cannot be used to apply for leaves for 
  previous months.

 � Holiday list of Think and Learn Pvt. Ltd. (BYJU’S) is listed in Annexure 1.

Purpose
To enable the employees to take time o� from work for reasons such as relaxation, illness, maternity and other/or 
personal reasons.

This Leave and Absenteeism Policy is approved and e�ective as of 01-Jan-2021 and has been developed as a 
fundamental part of the company’s strategy to safeguard the health, safety and welfare of all its employees.

 

Leave year and applicability
 � Sanctioning of the leave is at the discretion of the management, based on the exigencies of business or serious
  ness of the case.

 � The leave year is from January 1st to December 31st.

 � Eligible leaves are credited to the employees from the 1st of January every year.

 

The di�erent types of leaves given under the policy are:

Casual Leave/Sick Leave (CL): Employees will receive 1 CL every month (for a total of 12 CLs in a calendar year), 
which can be availed in case of medical or emergency requirements.

Earned Leave (EL): Employees will receive 1/1.25 earned leaves every month. After successful completion of their 
probation period, all employees are eligible to avail these leaves.

Period Leaves (PEL): Female employees are eligible to avail up to 12 days of paid menstrual leave in a calendar year.

Maternity Leave (ML/ML-ESIC): A period of approved absence for a female employee granted for the purpose of 
giving birth and taking care of infant children. This includes 26 weeks of paid leaves and an option to extend up to 13 
weeks of unpaid leaves.

Paternity Leave (PL): A period of approved absence for a male employee when his spouse is expecting to deliver/has 
delivered a child. A total of 15 PLs can be availed within 1 year of childbirth.

Child Care Leave (CCL): Employees who have children (within the age group of 0 - 12 years) can avail up to 7 days of 
leave to take care of their children, in case they fall sick.

Adoption Leave (AL): Employees who legally adopt a child can avail Adoption Leave; a total of 12 weeks of paid leave 
for female employees and 6 days of paid leave for male employees. The leaves need to be taken at a stretch and 
cannot be divided.

Bereavement Leave (BL): All employees are entitled to a maximum of 3 working days of leave in case of a death in 
the immediate family.

Compensatory-O� (CO): Compensatory o� can be availed when an employee is required to work on a public
holiday/company-declared holiday/week-o� due to project exigencies.

Casual Leave/Sick Leave (CL)
Eligibility

All employees are eligible for 12 days CL per year. These leaves can neither be carried over to the next year nor can 
they be reimbursed. Casual and Sick Leaves are clubbed together. In the foregoing paragraphs, the term casual and 
sick leaves are used interchangeably.

Entitlement

 � The maximum casual/sick leave is 12 days in a calendar year. The date of joining will be taken into consideration 
  for the computation of casual leave. The leaves are credited at 1 leave per month from January to December. 
  A minimum of half CL can be availed and a maximum of 3 days in a row can be taken.

 � If CL extends beyond 3 days, then the excess days taken will be treated under LOP.

 � If the leaves are taken due to health issues, which extend beyond 3 days, it has to be accompanied with a 
  medical certificate. In case an adequate number of CL is not available with an employee, then it can be clubbed 
  with EL. If EL is not available, then it will be treated as LOP.

 � Public holidays/optional/company-declared holidays/weekly-o� days can be prefixed and/or su�xed to CL. 
  Intervening public/optional/company declared holidays/week o� days will not be counted as part of the leave. 
  Unused CL will lapse on December 31st.

 � Casual leave needs to be applied within 3 days from the date of leave.

 � When leave is taken without prior sanction (under certain unavoidable circumstances), the absence should be 
  notified to the reporting manager or the department head on the same day through a phone call or message.

 

Earned Leave (EL)
Eligibility

EL can be availed by regular and trainee employees. 

Entitlement

 � The maximum Earned Leaves for the 2021 calendar year is 15 days for the employees who have a 6-day work 
  week, and 12 days for employees who have a 5-day work week.

 � Earned leave needs to be applied within 3 days from the date of the leave.

 � EL will be credited to regular and trainee employees at the end of the month and can be availed after the
  completion of their probation period in the company.

 � The days served under probation will be taken into account for EL eligibility. Public/company-declared/optional 
  holidays/weekly o� days can be prefixed and/or su�xed to EL.

 � Intervening public/company-declared/optional holidays/weekly o� days will not be counted as part of the leave.

 � A minimum of half-day EL can be taken and a maximum of 60 days EL can be availed continuously.

 � Unused ELs as of December 31st will be carried forward to the next calendar year.

 � EL can be accumulated for a maximum of 60 days.

 � Employees who have completed 5 years in the company can encash EL once in a year by maintaining a 30-day 
  EL balance after encashment.

 � Employees will get all their balance ELs encashed at the time of separation from the organisation at the basic 
  pay rate along with the full and final settlement.

 � Any absence of more than the number of EL sanctioned will be treated as leave without pay unless a valid 
  reason is given to the management.

 

Period Leave (PEL)
Eligibility

PEL can be availed by regular and trainee female employees. 

Entitlement

 � Female employees are eligible for a total of 12 PELs in a calendar year, and will be credited on a pro-rata basis.

 � 1 PEL will be credited at the beginning of the month.

 � A maximum of 1 PEL can be availed in a month and if required, can be availed as two half-day leaves.

 � PEL needs to be applied within 3 days from the date of leave.

 � PELs cannot be applied for future dates.

 � Period leaves will be auto approved and a confirmation will be sent to the reporting manager via email.

 

Maternity Leave (ML/ML-ESIC)
Eligibility

ML can be availed by all regular and trainee female employees. ML-ESIC can be availed by all female employees 
under the Retainer employment type.

The provisions of the Maternity Benefit Act, 1961, would govern the maternity leave benefits. The woman employee 
has to be on the rolls of Think and Learn Pvt Ltd, for a period of not less than 80 days (this will be 70 days for
employees who are covered under ESIC. Employees with a monthly salary less than Rs 21,000 are covered under 
ESIC) in the 12 months immediately preceding the date of expected delivery.

 

Entitlement

 � The maximum paid leave benefit under normal circumstances will be 26 weeks including week o�s and public 
  holidays as per the terms of the Maternity Benefit Act, 1961 and provisions of the Maternity Benefit Amendment 
  Act, 2017. The applicant can avail maternity leave starting from 8 weeks before the expected date of delivery.

 � Employees will also have the option to avail up to 13 weeks of additional unpaid ML. This can be availed within 1 
  year of childbirth.

 � The leave application for availing of “Leave without Pay” shall be submitted at least one month before the comple
  tion of the paid ML. The application should be supported by a reason for the extension of unpaid maternity leave.

 � The applicant must intimate the reporting manager about her ML at least 90 days in advance for availing ML 
  benefits. Supporting documentation such as an anomaly scan report should be submitted to the HR department 
  to avail the benefit.

 � If an employee who is availing ML resigns from employment, without resuming duty, the benefit shall be
  extended only up to the last day of employment with the organisation.

 � In case of illness arising out of pregnancy, Sick Leave or Earned Leave can be combined with maternity leave if 
  required.

 � In case of miscarriage or medical termination of pregnancy, a woman shall, on the production of such proof as 
  may be prescribed, be entitled to avail leave with pay for a period of 6 weeks immediately following the day of 
  her miscarriage or, as the case may be, her medical termination of pregnancy.

 � In case of discrepancy in any of the above provisions, ML can be availed as per the applicable law from time to time.

 � ML for the first two children will be 26 weeks and children beyond the first two will be 12 weeks.

 � In the case of more than two children, the period of availing maternity leave prior to the expected date of
  delivery is 6 weeks.

 � Un-availed ML cannot be encashed. For more info please refer to the Maternity Benefit Act, 1961.

 

Child Care Leave (CCL)
Eligibility

CCL can be availed by regular and trainee employees.

 

Entitlement

 � Employees who have children within the age group of 0 - 12 years are eligible for a maximum of 7 CCLs in a 
  calendar year. These leaves need not be taken consecutively and can be availed in multiple instances.

 � Employees are required to add their children as dependents on the Success Factor portal to avail CCL.

 � If CCLs are availed for more than 3 consecutive days, then furnishing a medical certificate will be mandatory.

 � If both the employee and the spouse/partner are working at BYJU'S, then only one of them can avail the leave.

 � CCLs for the current year will lapse on 31st December and cannot be carried forward to the next year.

 � Half-day CCLs can be availed.

 � CCL needs to be applied within 3 days from the date of leave.

 

Adoption Leave (AL)
Eligibility

AL can be availed by regular and trainee employees.

Entitlement

 � Female employees are eligible for AL with pay for a maximum of 12 weeks (inclusive of week o�s and public/
  company-declared holidays) when she legally adopts a child below the age of 3 months as well as to 
  “commissioning mothers''. A commissioning mother has been defined as a biological mother who uses her egg 
  to create an embryo planted in any other woman.

 � Male employees are eligible for adoption leave for 6 consecutive calendar days with pay.

 � This leave must be taken within 3 months from the date of adoption.

 

Paternity Leave (PL)
Eligibility

PL can be availed by regular and trainee employees.

 

Entitlement

 � A male employee is entitled to 15 calendar days for the birth of the first and second child. Intervening public 
  holidays/weekly o�s/company declared holidays shall be included in the leave.

 � The leave can be taken within 1 year of childbirth.

 � Prior application and approval are required to avail PL. Approval email by manager along with supporting
  documents such as discharge summary/hospital bill has to be sent to attendance@byjus.com to avail this leave 
  and will be applied from the HR department.

 � The leaves need to be taken at a stretch and cannot be divided.

 

Bereavement Leave (BL)
Eligibility

BL can be availed by regular and trainee employees.

 

Entitlement

 � All employees at Think & Learn Pvt. Ltd. are entitled to a maximum of 3 working days of leave in the case of 
  death in the immediate family (defined as parents, spouse, children, siblings, parents-in-law, brothers-in-law, 
  sisters-in-law and grandparents only).

 � The intervening company-declared holidays/weekly o�s/public holidays shall not be included in the leave.

 � BL need not be taken consecutively and can be availed as per the employee’s needs.

 

Compensatory O� (CO) 
Eligibility

CO can be availed by regular, trainee, intern and retainer employees

Entitlement

 � Compensatory o� can be availed when an employee works on a public holiday/company-declared holiday/week 
  o� due to project exigencies. Such holidays/week o�s should be recorded by marking attendance and approved 
  by the reporting manager, who will use this attendance data while approving COs.

 � The CO has to be applied and availed within (and including) 30 calendar days of the day on which the employee 
  has worked, and against which they avail the benefit.

 � The CO should be applied on or before the leave date.
 � CO not availed within the stipulated time shall lapse.
 � CO availed cannot exceed 4 consecutive days at a time.
 � CO can be clubbed with any other leave type.

 

Loss of Pay (LOP)
 � LOP can be applied by an employee only for authorised absence when no other leave is available.

 � LOP needs to be applied within 3 days from the date of leave.

 � During the period of LOP, the employee is not entitled to any pay or allowance.

 � A maximum of 15 calendar days of LOP can be availed on approval by the management (Exceptional cases like 
  SL, emergency leave, etc.).

 � If the employee fails to report to duty on a specified date after the sanctioned LOP, it is deemed that the 
  employee has abandoned his/her service with the company on his/her own accord.

 � If your week o� falls in between your absent days (absent days due to non-applied leaves, not logging in 
  through the biometric system, unapproved leaves) then that particular week o� will be considered as a loss of pay.

 � LOP can be implicated on disciplinary grounds with regards to attendance by the management irrespective of 
  the availability of other types of leave.

 � LOP days will not be taken for EL eligibility.

 

Extension Of Leave
All leaves (including emergency leaves) are required to be applied and approved on the employee portal. The same 
process needs to be followed in the event of an extension of leaves.

 

Unauthorised Absence From Duty
When an employee takes o� from duty without prior leave approval or proper intimation under certain unavoidable 
circumstances, then those day(s) will be treated as an unauthorised absence from duty.

  � Unauthorised absence will be treated as a loss of pay.

 � If an employee does not report to work without notifying the manager or the unit HR for 3 consecutive working 
  days, the HR department will initiate absconding formalities as per the applicable laws.

 � In case the employee reports back to work, they have to provide valid explanations for the unauthorised 
  absence in writing to the department head before resuming work.

 � In the event of unauthorised absence due to a medical emergency, an employee must provide su�cient medical 
  documents within 15 working days either through his relatives or friends and a fitness certificate from the 
  treating doctor before resuming work.

 � The management reserves all the right to take any action deemed fit and suitable against the employee based 
  on the explanation provided for the unauthorised absence as per the company policy.

 

Exceptions/Amendments/Interpretations
The company may, notwithstanding the eligibility and terms mentioned above, at its discretion amend, modify or 
withdraw this policy. Any deviation from the provisions made in the clauses mentioned in the policy will require the 
prior approval of the HR Head. Employees should contact the HR department in case of any clarifications.

 

Summary Keynotes
 � Casual leaves and earned leaves are credited on a monthly basis. ML can be clubbed with EL and CL.

 � Intervening weekly holidays, public holidays and company-declared holidays will not be counted as leave for BL, 
  CL/SL, PEL, EL and CCL.

 � Intervening weekly holidays and national holidays will be counted for AL, ML and PL. All the leaves should be 
  applied and approved before the 25th of every month.

 � Maternity, paternity, adoption, and bereavement leaves have to be applied through the HR department by 
  writing to attendance@byjus.com.

 � All employees are expected to apply for leaves and mark their attendance daily on the Success Factor portal.

Annexure 1 Holiday List - 2021 

Public Holidays

Company Declared Holiday

Optional Holidays
Eligibility

Optional holidays can only be availed by regular, trainees, fixed-term employees and retainers.

Entitlement

 � Employees in Karnataka are entitled to 4 optional holidays and outstation employees are entitled to 5 optional 
  holidays during a calendar year.

 � Employees who are appointed during the course of the year will be entitled to these optional holidays on a 
  pro-rata basis.

 � Fixed Term employees are entitled to 1 optional holiday during their entire fixed term period.

 � The application for leave should be applied and approved on or before the optional holiday date.

Optional Holidays

* Kannada Rajyotsava: Only applicable for employees working in Karnataka.

** Guru Nanak Jayanti: Not applicable for employees working in Karnataka, Kerala, and Tamil Nadu.

Note: The o�ce will be closed on all the public holidays and company-declared holidays. The approval of an optional holiday is based on the 
discretion of management.
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Scope and Terms

 � The leave and absenteeism policy is applicable to all employees of BYJU’S (Think & Learn Pvt. Ltd).

 � Employees appointed during the course of the year shall be entitled to Casual/Sick Leave, Earned Leave and 
  Optional Holidays on a pro-rata basis.

 � Employees whose date of joining service falls between the 1st to the 15th of a month are entitled to get the leave 
  credit for that month. Employees whose date of joining service falls between the 16th to the end of the month 
  are not entitled to leave credit for that month. This is applicable to the Casual/Sick Leave, Earned Leave and 
  Optional Holidays.

 � If an employee is relieved on any day between the 1st to the 15th of a month, then they are not entitled to 
  Earned Leaves due for that month. If an employee leaves on any day between the 16th to the end of the month 
  then they are entitled to Earned Leaves due for that month.

 � Backdated leave applications are not allowed unless it's availed for emergency/medical reasons.

 � All leaves (except emergency/medical reasons) should be applied by an employee prior to the leave date and 
  approved by the reporting manager.

 � Casual Leaves and Sick leaves are clubbed together as Casual Leave with e�ect from 1st January 2017.

 � Casual/Sick Leaves and Earned Leaves accrued for the current month cannot be used to apply for leaves for 
  previous months.

 � Holiday list of Think and Learn Pvt. Ltd. (BYJU’S) is listed in Annexure 1.

Purpose
To enable the employees to take time o� from work for reasons such as relaxation, illness, maternity and other/or 
personal reasons.

This Leave and Absenteeism Policy is approved and e�ective as of 01-Jan-2021 and has been developed as a 
fundamental part of the company’s strategy to safeguard the health, safety and welfare of all its employees.

 

Leave year and applicability
 � Sanctioning of the leave is at the discretion of the management, based on the exigencies of business or serious
  ness of the case.

 � The leave year is from January 1st to December 31st.

 � Eligible leaves are credited to the employees from the 1st of January every year.

 

The di�erent types of leaves given under the policy are:

Casual Leave/Sick Leave (CL): Employees will receive 1 CL every month (for a total of 12 CLs in a calendar year), 
which can be availed in case of medical or emergency requirements.

Earned Leave (EL): Employees will receive 1/1.25 earned leaves every month. After successful completion of their 
probation period, all employees are eligible to avail these leaves.

Period Leaves (PEL): Female employees are eligible to avail up to 12 days of paid menstrual leave in a calendar year.

Maternity Leave (ML/ML-ESIC): A period of approved absence for a female employee granted for the purpose of 
giving birth and taking care of infant children. This includes 26 weeks of paid leaves and an option to extend up to 13 
weeks of unpaid leaves.

Paternity Leave (PL): A period of approved absence for a male employee when his spouse is expecting to deliver/has 
delivered a child. A total of 15 PLs can be availed within 1 year of childbirth.

Child Care Leave (CCL): Employees who have children (within the age group of 0 - 12 years) can avail up to 7 days of 
leave to take care of their children, in case they fall sick.

Adoption Leave (AL): Employees who legally adopt a child can avail Adoption Leave; a total of 12 weeks of paid leave 
for female employees and 6 days of paid leave for male employees. The leaves need to be taken at a stretch and 
cannot be divided.

Bereavement Leave (BL): All employees are entitled to a maximum of 3 working days of leave in case of a death in 
the immediate family.

Compensatory-O� (CO): Compensatory o� can be availed when an employee is required to work on a public
holiday/company-declared holiday/week-o� due to project exigencies.

Casual Leave/Sick Leave (CL)
Eligibility

All employees are eligible for 12 days CL per year. These leaves can neither be carried over to the next year nor can 
they be reimbursed. Casual and Sick Leaves are clubbed together. In the foregoing paragraphs, the term casual and 
sick leaves are used interchangeably.

Entitlement

 � The maximum casual/sick leave is 12 days in a calendar year. The date of joining will be taken into consideration 
  for the computation of casual leave. The leaves are credited at 1 leave per month from January to December. 
  A minimum of half CL can be availed and a maximum of 3 days in a row can be taken.

 � If CL extends beyond 3 days, then the excess days taken will be treated under LOP.

 � If the leaves are taken due to health issues, which extend beyond 3 days, it has to be accompanied with a 
  medical certificate. In case an adequate number of CL is not available with an employee, then it can be clubbed 
  with EL. If EL is not available, then it will be treated as LOP.

 � Public holidays/optional/company-declared holidays/weekly-o� days can be prefixed and/or su�xed to CL. 
  Intervening public/optional/company declared holidays/week o� days will not be counted as part of the leave. 
  Unused CL will lapse on December 31st.

 � Casual leave needs to be applied within 3 days from the date of leave.

 � When leave is taken without prior sanction (under certain unavoidable circumstances), the absence should be 
  notified to the reporting manager or the department head on the same day through a phone call or message.

 

Earned Leave (EL)
Eligibility

EL can be availed by regular and trainee employees. 

Entitlement

 � The maximum Earned Leaves for the 2021 calendar year is 15 days for the employees who have a 6-day work 
  week, and 12 days for employees who have a 5-day work week.

 � Earned leave needs to be applied within 3 days from the date of the leave.

 � EL will be credited to regular and trainee employees at the end of the month and can be availed after the
  completion of their probation period in the company.

 � The days served under probation will be taken into account for EL eligibility. Public/company-declared/optional 
  holidays/weekly o� days can be prefixed and/or su�xed to EL.

 � Intervening public/company-declared/optional holidays/weekly o� days will not be counted as part of the leave.

 � A minimum of half-day EL can be taken and a maximum of 60 days EL can be availed continuously.

 � Unused ELs as of December 31st will be carried forward to the next calendar year.

 � EL can be accumulated for a maximum of 60 days.

 � Employees who have completed 5 years in the company can encash EL once in a year by maintaining a 30-day 
  EL balance after encashment.

 � Employees will get all their balance ELs encashed at the time of separation from the organisation at the basic 
  pay rate along with the full and final settlement.

 � Any absence of more than the number of EL sanctioned will be treated as leave without pay unless a valid 
  reason is given to the management.

 

Period Leave (PEL)
Eligibility

PEL can be availed by regular and trainee female employees. 

Entitlement

 � Female employees are eligible for a total of 12 PELs in a calendar year, and will be credited on a pro-rata basis.

 � 1 PEL will be credited at the beginning of the month.

 � A maximum of 1 PEL can be availed in a month and if required, can be availed as two half-day leaves.

 � PEL needs to be applied within 3 days from the date of leave.

 � PELs cannot be applied for future dates.

 � Period leaves will be auto approved and a confirmation will be sent to the reporting manager via email.

 

Maternity Leave (ML/ML-ESIC)
Eligibility

ML can be availed by all regular and trainee female employees. ML-ESIC can be availed by all female employees 
under the Retainer employment type.

The provisions of the Maternity Benefit Act, 1961, would govern the maternity leave benefits. The woman employee 
has to be on the rolls of Think and Learn Pvt Ltd, for a period of not less than 80 days (this will be 70 days for
employees who are covered under ESIC. Employees with a monthly salary less than Rs 21,000 are covered under 
ESIC) in the 12 months immediately preceding the date of expected delivery.

 

Entitlement

 � The maximum paid leave benefit under normal circumstances will be 26 weeks including week o�s and public 
  holidays as per the terms of the Maternity Benefit Act, 1961 and provisions of the Maternity Benefit Amendment 
  Act, 2017. The applicant can avail maternity leave starting from 8 weeks before the expected date of delivery.

 � Employees will also have the option to avail up to 13 weeks of additional unpaid ML. This can be availed within 1 
  year of childbirth.

 � The leave application for availing of “Leave without Pay” shall be submitted at least one month before the comple
  tion of the paid ML. The application should be supported by a reason for the extension of unpaid maternity leave.

 � The applicant must intimate the reporting manager about her ML at least 90 days in advance for availing ML 
  benefits. Supporting documentation such as an anomaly scan report should be submitted to the HR department 
  to avail the benefit.

 � If an employee who is availing ML resigns from employment, without resuming duty, the benefit shall be
  extended only up to the last day of employment with the organisation.

 � In case of illness arising out of pregnancy, Sick Leave or Earned Leave can be combined with maternity leave if 
  required.

 � In case of miscarriage or medical termination of pregnancy, a woman shall, on the production of such proof as 
  may be prescribed, be entitled to avail leave with pay for a period of 6 weeks immediately following the day of 
  her miscarriage or, as the case may be, her medical termination of pregnancy.

 � In case of discrepancy in any of the above provisions, ML can be availed as per the applicable law from time to time.

 � ML for the first two children will be 26 weeks and children beyond the first two will be 12 weeks.

 � In the case of more than two children, the period of availing maternity leave prior to the expected date of
  delivery is 6 weeks.

 � Un-availed ML cannot be encashed. For more info please refer to the Maternity Benefit Act, 1961.

 

Child Care Leave (CCL)
Eligibility

CCL can be availed by regular and trainee employees.

 

Entitlement

 � Employees who have children within the age group of 0 - 12 years are eligible for a maximum of 7 CCLs in a 
  calendar year. These leaves need not be taken consecutively and can be availed in multiple instances.

 � Employees are required to add their children as dependents on the Success Factor portal to avail CCL.

 � If CCLs are availed for more than 3 consecutive days, then furnishing a medical certificate will be mandatory.

 � If both the employee and the spouse/partner are working at BYJU'S, then only one of them can avail the leave.

 � CCLs for the current year will lapse on 31st December and cannot be carried forward to the next year.

 � Half-day CCLs can be availed.

 � CCL needs to be applied within 3 days from the date of leave.

 

Adoption Leave (AL)
Eligibility

AL can be availed by regular and trainee employees.

Entitlement

 � Female employees are eligible for AL with pay for a maximum of 12 weeks (inclusive of week o�s and public/
  company-declared holidays) when she legally adopts a child below the age of 3 months as well as to 
  “commissioning mothers''. A commissioning mother has been defined as a biological mother who uses her egg 
  to create an embryo planted in any other woman.

 � Male employees are eligible for adoption leave for 6 consecutive calendar days with pay.

 � This leave must be taken within 3 months from the date of adoption.

 

Paternity Leave (PL)
Eligibility

PL can be availed by regular and trainee employees.

 

Entitlement

 � A male employee is entitled to 15 calendar days for the birth of the first and second child. Intervening public 
  holidays/weekly o�s/company declared holidays shall be included in the leave.

 � The leave can be taken within 1 year of childbirth.

 � Prior application and approval are required to avail PL. Approval email by manager along with supporting
  documents such as discharge summary/hospital bill has to be sent to attendance@byjus.com to avail this leave 
  and will be applied from the HR department.

 � The leaves need to be taken at a stretch and cannot be divided.

 

Bereavement Leave (BL)
Eligibility

BL can be availed by regular and trainee employees.

 

Entitlement

 � All employees at Think & Learn Pvt. Ltd. are entitled to a maximum of 3 working days of leave in the case of 
  death in the immediate family (defined as parents, spouse, children, siblings, parents-in-law, brothers-in-law, 
  sisters-in-law and grandparents only).

 � The intervening company-declared holidays/weekly o�s/public holidays shall not be included in the leave.

 � BL need not be taken consecutively and can be availed as per the employee’s needs.

 

Compensatory O� (CO) 
Eligibility

CO can be availed by regular, trainee, intern and retainer employees

Entitlement

 � Compensatory o� can be availed when an employee works on a public holiday/company-declared holiday/week 
  o� due to project exigencies. Such holidays/week o�s should be recorded by marking attendance and approved 
  by the reporting manager, who will use this attendance data while approving COs.

 � The CO has to be applied and availed within (and including) 30 calendar days of the day on which the employee 
  has worked, and against which they avail the benefit.

 � The CO should be applied on or before the leave date.
 � CO not availed within the stipulated time shall lapse.
 � CO availed cannot exceed 4 consecutive days at a time.
 � CO can be clubbed with any other leave type.

 

Loss of Pay (LOP)
 � LOP can be applied by an employee only for authorised absence when no other leave is available.

 � LOP needs to be applied within 3 days from the date of leave.

 � During the period of LOP, the employee is not entitled to any pay or allowance.

 � A maximum of 15 calendar days of LOP can be availed on approval by the management (Exceptional cases like 
  SL, emergency leave, etc.).

 � If the employee fails to report to duty on a specified date after the sanctioned LOP, it is deemed that the 
  employee has abandoned his/her service with the company on his/her own accord.

 � If your week o� falls in between your absent days (absent days due to non-applied leaves, not logging in 
  through the biometric system, unapproved leaves) then that particular week o� will be considered as a loss of pay.

 � LOP can be implicated on disciplinary grounds with regards to attendance by the management irrespective of 
  the availability of other types of leave.

 � LOP days will not be taken for EL eligibility.

 

Extension Of Leave
All leaves (including emergency leaves) are required to be applied and approved on the employee portal. The same 
process needs to be followed in the event of an extension of leaves.

 

Unauthorised Absence From Duty
When an employee takes o� from duty without prior leave approval or proper intimation under certain unavoidable 
circumstances, then those day(s) will be treated as an unauthorised absence from duty.

  � Unauthorised absence will be treated as a loss of pay.

 � If an employee does not report to work without notifying the manager or the unit HR for 3 consecutive working 
  days, the HR department will initiate absconding formalities as per the applicable laws.

 � In case the employee reports back to work, they have to provide valid explanations for the unauthorised 
  absence in writing to the department head before resuming work.

 � In the event of unauthorised absence due to a medical emergency, an employee must provide su�cient medical 
  documents within 15 working days either through his relatives or friends and a fitness certificate from the 
  treating doctor before resuming work.

 � The management reserves all the right to take any action deemed fit and suitable against the employee based 
  on the explanation provided for the unauthorised absence as per the company policy.

 

Exceptions/Amendments/Interpretations
The company may, notwithstanding the eligibility and terms mentioned above, at its discretion amend, modify or 
withdraw this policy. Any deviation from the provisions made in the clauses mentioned in the policy will require the 
prior approval of the HR Head. Employees should contact the HR department in case of any clarifications.

 

Summary Keynotes
 � Casual leaves and earned leaves are credited on a monthly basis. ML can be clubbed with EL and CL.

 � Intervening weekly holidays, public holidays and company-declared holidays will not be counted as leave for BL, 
  CL/SL, PEL, EL and CCL.

 � Intervening weekly holidays and national holidays will be counted for AL, ML and PL. All the leaves should be 
  applied and approved before the 25th of every month.

 � Maternity, paternity, adoption, and bereavement leaves have to be applied through the HR department by 
  writing to attendance@byjus.com.

 � All employees are expected to apply for leaves and mark their attendance daily on the Success Factor portal.

Annexure 1 Holiday List - 2021 

Public Holidays

Company Declared Holiday

Optional Holidays
Eligibility

Optional holidays can only be availed by regular, trainees, fixed-term employees and retainers.

Entitlement

 � Employees in Karnataka are entitled to 4 optional holidays and outstation employees are entitled to 5 optional 
  holidays during a calendar year.

 � Employees who are appointed during the course of the year will be entitled to these optional holidays on a 
  pro-rata basis.

 � Fixed Term employees are entitled to 1 optional holiday during their entire fixed term period.

 � The application for leave should be applied and approved on or before the optional holiday date.

Optional Holidays

* Kannada Rajyotsava: Only applicable for employees working in Karnataka.

** Guru Nanak Jayanti: Not applicable for employees working in Karnataka, Kerala, and Tamil Nadu.

Note: The o�ce will be closed on all the public holidays and company-declared holidays. The approval of an optional holiday is based on the 
discretion of management.
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Scope and Terms

 � The leave and absenteeism policy is applicable to all employees of BYJU’S (Think & Learn Pvt. Ltd).

 � Employees appointed during the course of the year shall be entitled to Casual/Sick Leave, Earned Leave and 
  Optional Holidays on a pro-rata basis.

 � Employees whose date of joining service falls between the 1st to the 15th of a month are entitled to get the leave 
  credit for that month. Employees whose date of joining service falls between the 16th to the end of the month 
  are not entitled to leave credit for that month. This is applicable to the Casual/Sick Leave, Earned Leave and 
  Optional Holidays.

 � If an employee is relieved on any day between the 1st to the 15th of a month, then they are not entitled to 
  Earned Leaves due for that month. If an employee leaves on any day between the 16th to the end of the month 
  then they are entitled to Earned Leaves due for that month.

 � Backdated leave applications are not allowed unless it's availed for emergency/medical reasons.

 � All leaves (except emergency/medical reasons) should be applied by an employee prior to the leave date and 
  approved by the reporting manager.

 � Casual Leaves and Sick leaves are clubbed together as Casual Leave with e�ect from 1st January 2017.

 � Casual/Sick Leaves and Earned Leaves accrued for the current month cannot be used to apply for leaves for 
  previous months.

 � Holiday list of Think and Learn Pvt. Ltd. (BYJU’S) is listed in Annexure 1.

Purpose
To enable the employees to take time o� from work for reasons such as relaxation, illness, maternity and other/or 
personal reasons.

This Leave and Absenteeism Policy is approved and e�ective as of 01-Jan-2021 and has been developed as a 
fundamental part of the company’s strategy to safeguard the health, safety and welfare of all its employees.

 

Leave year and applicability
 � Sanctioning of the leave is at the discretion of the management, based on the exigencies of business or serious
  ness of the case.

 � The leave year is from January 1st to December 31st.

 � Eligible leaves are credited to the employees from the 1st of January every year.

 

The di�erent types of leaves given under the policy are:

Casual Leave/Sick Leave (CL): Employees will receive 1 CL every month (for a total of 12 CLs in a calendar year), 
which can be availed in case of medical or emergency requirements.

Earned Leave (EL): Employees will receive 1/1.25 earned leaves every month. After successful completion of their 
probation period, all employees are eligible to avail these leaves.

Period Leaves (PEL): Female employees are eligible to avail up to 12 days of paid menstrual leave in a calendar year.

Maternity Leave (ML/ML-ESIC): A period of approved absence for a female employee granted for the purpose of 
giving birth and taking care of infant children. This includes 26 weeks of paid leaves and an option to extend up to 13 
weeks of unpaid leaves.

Paternity Leave (PL): A period of approved absence for a male employee when his spouse is expecting to deliver/has 
delivered a child. A total of 15 PLs can be availed within 1 year of childbirth.

Child Care Leave (CCL): Employees who have children (within the age group of 0 - 12 years) can avail up to 7 days of 
leave to take care of their children, in case they fall sick.

Adoption Leave (AL): Employees who legally adopt a child can avail Adoption Leave; a total of 12 weeks of paid leave 
for female employees and 6 days of paid leave for male employees. The leaves need to be taken at a stretch and 
cannot be divided.

Bereavement Leave (BL): All employees are entitled to a maximum of 3 working days of leave in case of a death in 
the immediate family.

Compensatory-O� (CO): Compensatory o� can be availed when an employee is required to work on a public
holiday/company-declared holiday/week-o� due to project exigencies.

Casual Leave/Sick Leave (CL)
Eligibility

All employees are eligible for 12 days CL per year. These leaves can neither be carried over to the next year nor can 
they be reimbursed. Casual and Sick Leaves are clubbed together. In the foregoing paragraphs, the term casual and 
sick leaves are used interchangeably.

Entitlement

 � The maximum casual/sick leave is 12 days in a calendar year. The date of joining will be taken into consideration 
  for the computation of casual leave. The leaves are credited at 1 leave per month from January to December. 
  A minimum of half CL can be availed and a maximum of 3 days in a row can be taken.

 � If CL extends beyond 3 days, then the excess days taken will be treated under LOP.

 � If the leaves are taken due to health issues, which extend beyond 3 days, it has to be accompanied with a 
  medical certificate. In case an adequate number of CL is not available with an employee, then it can be clubbed 
  with EL. If EL is not available, then it will be treated as LOP.

 � Public holidays/optional/company-declared holidays/weekly-o� days can be prefixed and/or su�xed to CL. 
  Intervening public/optional/company declared holidays/week o� days will not be counted as part of the leave. 
  Unused CL will lapse on December 31st.

 � Casual leave needs to be applied within 3 days from the date of leave.

 � When leave is taken without prior sanction (under certain unavoidable circumstances), the absence should be 
  notified to the reporting manager or the department head on the same day through a phone call or message.

 

Earned Leave (EL)
Eligibility

EL can be availed by regular and trainee employees. 

Entitlement

 � The maximum Earned Leaves for the 2021 calendar year is 15 days for the employees who have a 6-day work 
  week, and 12 days for employees who have a 5-day work week.

 � Earned leave needs to be applied within 3 days from the date of the leave.

 � EL will be credited to regular and trainee employees at the end of the month and can be availed after the
  completion of their probation period in the company.

 � The days served under probation will be taken into account for EL eligibility. Public/company-declared/optional 
  holidays/weekly o� days can be prefixed and/or su�xed to EL.

 � Intervening public/company-declared/optional holidays/weekly o� days will not be counted as part of the leave.

 � A minimum of half-day EL can be taken and a maximum of 60 days EL can be availed continuously.

 � Unused ELs as of December 31st will be carried forward to the next calendar year.

 � EL can be accumulated for a maximum of 60 days.

 � Employees who have completed 5 years in the company can encash EL once in a year by maintaining a 30-day 
  EL balance after encashment.

 � Employees will get all their balance ELs encashed at the time of separation from the organisation at the basic 
  pay rate along with the full and final settlement.

 � Any absence of more than the number of EL sanctioned will be treated as leave without pay unless a valid 
  reason is given to the management.

 

Period Leave (PEL)
Eligibility

PEL can be availed by regular and trainee female employees. 

Entitlement

 � Female employees are eligible for a total of 12 PELs in a calendar year, and will be credited on a pro-rata basis.

 � 1 PEL will be credited at the beginning of the month.

 � A maximum of 1 PEL can be availed in a month and if required, can be availed as two half-day leaves.

 � PEL needs to be applied within 3 days from the date of leave.

 � PELs cannot be applied for future dates.

 � Period leaves will be auto approved and a confirmation will be sent to the reporting manager via email.

 

Maternity Leave (ML/ML-ESIC)
Eligibility

ML can be availed by all regular and trainee female employees. ML-ESIC can be availed by all female employees 
under the Retainer employment type.

The provisions of the Maternity Benefit Act, 1961, would govern the maternity leave benefits. The woman employee 
has to be on the rolls of Think and Learn Pvt Ltd, for a period of not less than 80 days (this will be 70 days for
employees who are covered under ESIC. Employees with a monthly salary less than Rs 21,000 are covered under 
ESIC) in the 12 months immediately preceding the date of expected delivery.

 

Entitlement

 � The maximum paid leave benefit under normal circumstances will be 26 weeks including week o�s and public 
  holidays as per the terms of the Maternity Benefit Act, 1961 and provisions of the Maternity Benefit Amendment 
  Act, 2017. The applicant can avail maternity leave starting from 8 weeks before the expected date of delivery.

 � Employees will also have the option to avail up to 13 weeks of additional unpaid ML. This can be availed within 1 
  year of childbirth.

 � The leave application for availing of “Leave without Pay” shall be submitted at least one month before the comple
  tion of the paid ML. The application should be supported by a reason for the extension of unpaid maternity leave.

 � The applicant must intimate the reporting manager about her ML at least 90 days in advance for availing ML 
  benefits. Supporting documentation such as an anomaly scan report should be submitted to the HR department 
  to avail the benefit.

 � If an employee who is availing ML resigns from employment, without resuming duty, the benefit shall be
  extended only up to the last day of employment with the organisation.

 � In case of illness arising out of pregnancy, Sick Leave or Earned Leave can be combined with maternity leave if 
  required.

 � In case of miscarriage or medical termination of pregnancy, a woman shall, on the production of such proof as 
  may be prescribed, be entitled to avail leave with pay for a period of 6 weeks immediately following the day of 
  her miscarriage or, as the case may be, her medical termination of pregnancy.

 � In case of discrepancy in any of the above provisions, ML can be availed as per the applicable law from time to time.

 � ML for the first two children will be 26 weeks and children beyond the first two will be 12 weeks.

 � In the case of more than two children, the period of availing maternity leave prior to the expected date of
  delivery is 6 weeks.

 � Un-availed ML cannot be encashed. For more info please refer to the Maternity Benefit Act, 1961.

 

Child Care Leave (CCL)
Eligibility

CCL can be availed by regular and trainee employees.

 

Entitlement

 � Employees who have children within the age group of 0 - 12 years are eligible for a maximum of 7 CCLs in a 
  calendar year. These leaves need not be taken consecutively and can be availed in multiple instances.

 � Employees are required to add their children as dependents on the Success Factor portal to avail CCL.

 � If CCLs are availed for more than 3 consecutive days, then furnishing a medical certificate will be mandatory.

 � If both the employee and the spouse/partner are working at BYJU'S, then only one of them can avail the leave.

 � CCLs for the current year will lapse on 31st December and cannot be carried forward to the next year.

 � Half-day CCLs can be availed.

 � CCL needs to be applied within 3 days from the date of leave.

 

Adoption Leave (AL)
Eligibility

AL can be availed by regular and trainee employees.

Entitlement

 � Female employees are eligible for AL with pay for a maximum of 12 weeks (inclusive of week o�s and public/
  company-declared holidays) when she legally adopts a child below the age of 3 months as well as to 
  “commissioning mothers''. A commissioning mother has been defined as a biological mother who uses her egg 
  to create an embryo planted in any other woman.

 � Male employees are eligible for adoption leave for 6 consecutive calendar days with pay.

 � This leave must be taken within 3 months from the date of adoption.

 

Paternity Leave (PL)
Eligibility

PL can be availed by regular and trainee employees.

 

Entitlement

 � A male employee is entitled to 15 calendar days for the birth of the first and second child. Intervening public 
  holidays/weekly o�s/company declared holidays shall be included in the leave.

 � The leave can be taken within 1 year of childbirth.

 � Prior application and approval are required to avail PL. Approval email by manager along with supporting
  documents such as discharge summary/hospital bill has to be sent to attendance@byjus.com to avail this leave 
  and will be applied from the HR department.

 � The leaves need to be taken at a stretch and cannot be divided.

 

Bereavement Leave (BL)
Eligibility

BL can be availed by regular and trainee employees.

 

Entitlement

 � All employees at Think & Learn Pvt. Ltd. are entitled to a maximum of 3 working days of leave in the case of 
  death in the immediate family (defined as parents, spouse, children, siblings, parents-in-law, brothers-in-law, 
  sisters-in-law and grandparents only).

 � The intervening company-declared holidays/weekly o�s/public holidays shall not be included in the leave.

 � BL need not be taken consecutively and can be availed as per the employee’s needs.

 

Compensatory O� (CO) 
Eligibility

CO can be availed by regular, trainee, intern and retainer employees

Entitlement

 � Compensatory o� can be availed when an employee works on a public holiday/company-declared holiday/week 
  o� due to project exigencies. Such holidays/week o�s should be recorded by marking attendance and approved 
  by the reporting manager, who will use this attendance data while approving COs.

 � The CO has to be applied and availed within (and including) 30 calendar days of the day on which the employee 
  has worked, and against which they avail the benefit.

 � The CO should be applied on or before the leave date.
 � CO not availed within the stipulated time shall lapse.
 � CO availed cannot exceed 4 consecutive days at a time.
 � CO can be clubbed with any other leave type.

 

Loss of Pay (LOP)
 � LOP can be applied by an employee only for authorised absence when no other leave is available.

 � LOP needs to be applied within 3 days from the date of leave.

 � During the period of LOP, the employee is not entitled to any pay or allowance.

 � A maximum of 15 calendar days of LOP can be availed on approval by the management (Exceptional cases like 
  SL, emergency leave, etc.).

 � If the employee fails to report to duty on a specified date after the sanctioned LOP, it is deemed that the 
  employee has abandoned his/her service with the company on his/her own accord.

 � If your week o� falls in between your absent days (absent days due to non-applied leaves, not logging in 
  through the biometric system, unapproved leaves) then that particular week o� will be considered as a loss of pay.

 � LOP can be implicated on disciplinary grounds with regards to attendance by the management irrespective of 
  the availability of other types of leave.

 � LOP days will not be taken for EL eligibility.

 

Extension Of Leave
All leaves (including emergency leaves) are required to be applied and approved on the employee portal. The same 
process needs to be followed in the event of an extension of leaves.

 

Unauthorised Absence From Duty
When an employee takes o� from duty without prior leave approval or proper intimation under certain unavoidable 
circumstances, then those day(s) will be treated as an unauthorised absence from duty.

  � Unauthorised absence will be treated as a loss of pay.

 � If an employee does not report to work without notifying the manager or the unit HR for 3 consecutive working 
  days, the HR department will initiate absconding formalities as per the applicable laws.

 � In case the employee reports back to work, they have to provide valid explanations for the unauthorised 
  absence in writing to the department head before resuming work.

 � In the event of unauthorised absence due to a medical emergency, an employee must provide su�cient medical 
  documents within 15 working days either through his relatives or friends and a fitness certificate from the 
  treating doctor before resuming work.

 � The management reserves all the right to take any action deemed fit and suitable against the employee based 
  on the explanation provided for the unauthorised absence as per the company policy.

 

Exceptions/Amendments/Interpretations
The company may, notwithstanding the eligibility and terms mentioned above, at its discretion amend, modify or 
withdraw this policy. Any deviation from the provisions made in the clauses mentioned in the policy will require the 
prior approval of the HR Head. Employees should contact the HR department in case of any clarifications.

 

Summary Keynotes
 � Casual leaves and earned leaves are credited on a monthly basis. ML can be clubbed with EL and CL.

 � Intervening weekly holidays, public holidays and company-declared holidays will not be counted as leave for BL, 
  CL/SL, PEL, EL and CCL.

 � Intervening weekly holidays and national holidays will be counted for AL, ML and PL. All the leaves should be 
  applied and approved before the 25th of every month.

 � Maternity, paternity, adoption, and bereavement leaves have to be applied through the HR department by 
  writing to attendance@byjus.com.

 � All employees are expected to apply for leaves and mark their attendance daily on the Success Factor portal.

Annexure 1 Holiday List - 2021 

Public Holidays

Company Declared Holiday

Optional Holidays
Eligibility

Optional holidays can only be availed by regular, trainees, fixed-term employees and retainers.

Entitlement

 � Employees in Karnataka are entitled to 4 optional holidays and outstation employees are entitled to 5 optional 
  holidays during a calendar year.

 � Employees who are appointed during the course of the year will be entitled to these optional holidays on a 
  pro-rata basis.

 � Fixed Term employees are entitled to 1 optional holiday during their entire fixed term period.

 � The application for leave should be applied and approved on or before the optional holiday date.

Optional Holidays

* Kannada Rajyotsava: Only applicable for employees working in Karnataka.

** Guru Nanak Jayanti: Not applicable for employees working in Karnataka, Kerala, and Tamil Nadu.

Note: The o�ce will be closed on all the public holidays and company-declared holidays. The approval of an optional holiday is based on the 
discretion of management.

Holiday

Republic Day

May Day

Independence Day

Gandhi Jayanti

Kannada Rajyotsava*

Sl.No

1

2

3

4

5

Date

26-01-2021

01-05-2021

15-08-2021

02-10-2021

01-11-2021

Day

Tuesday

Saturday

Sunday

Saturday

Monday

Holiday

New Years Day

Sl.No

1

Date

01-01-2021

Day

Friday
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Scope and Terms

 � The leave and absenteeism policy is applicable to all employees of BYJU’S (Think & Learn Pvt. Ltd).

 � Employees appointed during the course of the year shall be entitled to Casual/Sick Leave, Earned Leave and 
  Optional Holidays on a pro-rata basis.

 � Employees whose date of joining service falls between the 1st to the 15th of a month are entitled to get the leave 
  credit for that month. Employees whose date of joining service falls between the 16th to the end of the month 
  are not entitled to leave credit for that month. This is applicable to the Casual/Sick Leave, Earned Leave and 
  Optional Holidays.

 � If an employee is relieved on any day between the 1st to the 15th of a month, then they are not entitled to 
  Earned Leaves due for that month. If an employee leaves on any day between the 16th to the end of the month 
  then they are entitled to Earned Leaves due for that month.

 � Backdated leave applications are not allowed unless it's availed for emergency/medical reasons.

 � All leaves (except emergency/medical reasons) should be applied by an employee prior to the leave date and 
  approved by the reporting manager.

 � Casual Leaves and Sick leaves are clubbed together as Casual Leave with e�ect from 1st January 2017.

 � Casual/Sick Leaves and Earned Leaves accrued for the current month cannot be used to apply for leaves for 
  previous months.

 � Holiday list of Think and Learn Pvt. Ltd. (BYJU’S) is listed in Annexure 1.

Purpose
To enable the employees to take time o� from work for reasons such as relaxation, illness, maternity and other/or 
personal reasons.

This Leave and Absenteeism Policy is approved and e�ective as of 01-Jan-2021 and has been developed as a 
fundamental part of the company’s strategy to safeguard the health, safety and welfare of all its employees.

 

Leave year and applicability
 � Sanctioning of the leave is at the discretion of the management, based on the exigencies of business or serious
  ness of the case.

 � The leave year is from January 1st to December 31st.

 � Eligible leaves are credited to the employees from the 1st of January every year.

 

The di�erent types of leaves given under the policy are:

Casual Leave/Sick Leave (CL): Employees will receive 1 CL every month (for a total of 12 CLs in a calendar year), 
which can be availed in case of medical or emergency requirements.

Earned Leave (EL): Employees will receive 1/1.25 earned leaves every month. After successful completion of their 
probation period, all employees are eligible to avail these leaves.

Period Leaves (PEL): Female employees are eligible to avail up to 12 days of paid menstrual leave in a calendar year.

Maternity Leave (ML/ML-ESIC): A period of approved absence for a female employee granted for the purpose of 
giving birth and taking care of infant children. This includes 26 weeks of paid leaves and an option to extend up to 13 
weeks of unpaid leaves.

Paternity Leave (PL): A period of approved absence for a male employee when his spouse is expecting to deliver/has 
delivered a child. A total of 15 PLs can be availed within 1 year of childbirth.

Child Care Leave (CCL): Employees who have children (within the age group of 0 - 12 years) can avail up to 7 days of 
leave to take care of their children, in case they fall sick.

Adoption Leave (AL): Employees who legally adopt a child can avail Adoption Leave; a total of 12 weeks of paid leave 
for female employees and 6 days of paid leave for male employees. The leaves need to be taken at a stretch and 
cannot be divided.

Bereavement Leave (BL): All employees are entitled to a maximum of 3 working days of leave in case of a death in 
the immediate family.

Compensatory-O� (CO): Compensatory o� can be availed when an employee is required to work on a public
holiday/company-declared holiday/week-o� due to project exigencies.

Casual Leave/Sick Leave (CL)
Eligibility

All employees are eligible for 12 days CL per year. These leaves can neither be carried over to the next year nor can 
they be reimbursed. Casual and Sick Leaves are clubbed together. In the foregoing paragraphs, the term casual and 
sick leaves are used interchangeably.

Entitlement

 � The maximum casual/sick leave is 12 days in a calendar year. The date of joining will be taken into consideration 
  for the computation of casual leave. The leaves are credited at 1 leave per month from January to December. 
  A minimum of half CL can be availed and a maximum of 3 days in a row can be taken.

 � If CL extends beyond 3 days, then the excess days taken will be treated under LOP.

 � If the leaves are taken due to health issues, which extend beyond 3 days, it has to be accompanied with a 
  medical certificate. In case an adequate number of CL is not available with an employee, then it can be clubbed 
  with EL. If EL is not available, then it will be treated as LOP.

 � Public holidays/optional/company-declared holidays/weekly-o� days can be prefixed and/or su�xed to CL. 
  Intervening public/optional/company declared holidays/week o� days will not be counted as part of the leave. 
  Unused CL will lapse on December 31st.

 � Casual leave needs to be applied within 3 days from the date of leave.

 � When leave is taken without prior sanction (under certain unavoidable circumstances), the absence should be 
  notified to the reporting manager or the department head on the same day through a phone call or message.

 

Earned Leave (EL)
Eligibility

EL can be availed by regular and trainee employees. 

Entitlement

 � The maximum Earned Leaves for the 2021 calendar year is 15 days for the employees who have a 6-day work 
  week, and 12 days for employees who have a 5-day work week.

 � Earned leave needs to be applied within 3 days from the date of the leave.

 � EL will be credited to regular and trainee employees at the end of the month and can be availed after the
  completion of their probation period in the company.

 � The days served under probation will be taken into account for EL eligibility. Public/company-declared/optional 
  holidays/weekly o� days can be prefixed and/or su�xed to EL.

 � Intervening public/company-declared/optional holidays/weekly o� days will not be counted as part of the leave.

 � A minimum of half-day EL can be taken and a maximum of 60 days EL can be availed continuously.

 � Unused ELs as of December 31st will be carried forward to the next calendar year.

 � EL can be accumulated for a maximum of 60 days.

 � Employees who have completed 5 years in the company can encash EL once in a year by maintaining a 30-day 
  EL balance after encashment.

 � Employees will get all their balance ELs encashed at the time of separation from the organisation at the basic 
  pay rate along with the full and final settlement.

 � Any absence of more than the number of EL sanctioned will be treated as leave without pay unless a valid 
  reason is given to the management.

 

Period Leave (PEL)
Eligibility

PEL can be availed by regular and trainee female employees. 

Entitlement

 � Female employees are eligible for a total of 12 PELs in a calendar year, and will be credited on a pro-rata basis.

 � 1 PEL will be credited at the beginning of the month.

 � A maximum of 1 PEL can be availed in a month and if required, can be availed as two half-day leaves.

 � PEL needs to be applied within 3 days from the date of leave.

 � PELs cannot be applied for future dates.

 � Period leaves will be auto approved and a confirmation will be sent to the reporting manager via email.

 

Maternity Leave (ML/ML-ESIC)
Eligibility

ML can be availed by all regular and trainee female employees. ML-ESIC can be availed by all female employees 
under the Retainer employment type.

The provisions of the Maternity Benefit Act, 1961, would govern the maternity leave benefits. The woman employee 
has to be on the rolls of Think and Learn Pvt Ltd, for a period of not less than 80 days (this will be 70 days for
employees who are covered under ESIC. Employees with a monthly salary less than Rs 21,000 are covered under 
ESIC) in the 12 months immediately preceding the date of expected delivery.

 

Entitlement

 � The maximum paid leave benefit under normal circumstances will be 26 weeks including week o�s and public 
  holidays as per the terms of the Maternity Benefit Act, 1961 and provisions of the Maternity Benefit Amendment 
  Act, 2017. The applicant can avail maternity leave starting from 8 weeks before the expected date of delivery.

 � Employees will also have the option to avail up to 13 weeks of additional unpaid ML. This can be availed within 1 
  year of childbirth.

 � The leave application for availing of “Leave without Pay” shall be submitted at least one month before the comple
  tion of the paid ML. The application should be supported by a reason for the extension of unpaid maternity leave.

 � The applicant must intimate the reporting manager about her ML at least 90 days in advance for availing ML 
  benefits. Supporting documentation such as an anomaly scan report should be submitted to the HR department 
  to avail the benefit.

 � If an employee who is availing ML resigns from employment, without resuming duty, the benefit shall be
  extended only up to the last day of employment with the organisation.

 � In case of illness arising out of pregnancy, Sick Leave or Earned Leave can be combined with maternity leave if 
  required.

 � In case of miscarriage or medical termination of pregnancy, a woman shall, on the production of such proof as 
  may be prescribed, be entitled to avail leave with pay for a period of 6 weeks immediately following the day of 
  her miscarriage or, as the case may be, her medical termination of pregnancy.

 � In case of discrepancy in any of the above provisions, ML can be availed as per the applicable law from time to time.

 � ML for the first two children will be 26 weeks and children beyond the first two will be 12 weeks.

 � In the case of more than two children, the period of availing maternity leave prior to the expected date of
  delivery is 6 weeks.

 � Un-availed ML cannot be encashed. For more info please refer to the Maternity Benefit Act, 1961.

 

Child Care Leave (CCL)
Eligibility

CCL can be availed by regular and trainee employees.

 

Entitlement

 � Employees who have children within the age group of 0 - 12 years are eligible for a maximum of 7 CCLs in a 
  calendar year. These leaves need not be taken consecutively and can be availed in multiple instances.

 � Employees are required to add their children as dependents on the Success Factor portal to avail CCL.

 � If CCLs are availed for more than 3 consecutive days, then furnishing a medical certificate will be mandatory.

 � If both the employee and the spouse/partner are working at BYJU'S, then only one of them can avail the leave.

 � CCLs for the current year will lapse on 31st December and cannot be carried forward to the next year.

 � Half-day CCLs can be availed.

 � CCL needs to be applied within 3 days from the date of leave.

 

Adoption Leave (AL)
Eligibility

AL can be availed by regular and trainee employees.

Entitlement

 � Female employees are eligible for AL with pay for a maximum of 12 weeks (inclusive of week o�s and public/
  company-declared holidays) when she legally adopts a child below the age of 3 months as well as to 
  “commissioning mothers''. A commissioning mother has been defined as a biological mother who uses her egg 
  to create an embryo planted in any other woman.

 � Male employees are eligible for adoption leave for 6 consecutive calendar days with pay.

 � This leave must be taken within 3 months from the date of adoption.

 

Paternity Leave (PL)
Eligibility

PL can be availed by regular and trainee employees.

 

Entitlement

 � A male employee is entitled to 15 calendar days for the birth of the first and second child. Intervening public 
  holidays/weekly o�s/company declared holidays shall be included in the leave.

 � The leave can be taken within 1 year of childbirth.

 � Prior application and approval are required to avail PL. Approval email by manager along with supporting
  documents such as discharge summary/hospital bill has to be sent to attendance@byjus.com to avail this leave 
  and will be applied from the HR department.

 � The leaves need to be taken at a stretch and cannot be divided.

 

Bereavement Leave (BL)
Eligibility

BL can be availed by regular and trainee employees.

 

Entitlement

 � All employees at Think & Learn Pvt. Ltd. are entitled to a maximum of 3 working days of leave in the case of 
  death in the immediate family (defined as parents, spouse, children, siblings, parents-in-law, brothers-in-law, 
  sisters-in-law and grandparents only).

 � The intervening company-declared holidays/weekly o�s/public holidays shall not be included in the leave.

 � BL need not be taken consecutively and can be availed as per the employee’s needs.

 

Compensatory O� (CO) 
Eligibility

CO can be availed by regular, trainee, intern and retainer employees

Entitlement

 � Compensatory o� can be availed when an employee works on a public holiday/company-declared holiday/week 
  o� due to project exigencies. Such holidays/week o�s should be recorded by marking attendance and approved 
  by the reporting manager, who will use this attendance data while approving COs.

 � The CO has to be applied and availed within (and including) 30 calendar days of the day on which the employee 
  has worked, and against which they avail the benefit.

 � The CO should be applied on or before the leave date.
 � CO not availed within the stipulated time shall lapse.
 � CO availed cannot exceed 4 consecutive days at a time.
 � CO can be clubbed with any other leave type.

 

Loss of Pay (LOP)
 � LOP can be applied by an employee only for authorised absence when no other leave is available.

 � LOP needs to be applied within 3 days from the date of leave.

 � During the period of LOP, the employee is not entitled to any pay or allowance.

 � A maximum of 15 calendar days of LOP can be availed on approval by the management (Exceptional cases like 
  SL, emergency leave, etc.).

 � If the employee fails to report to duty on a specified date after the sanctioned LOP, it is deemed that the 
  employee has abandoned his/her service with the company on his/her own accord.

 � If your week o� falls in between your absent days (absent days due to non-applied leaves, not logging in 
  through the biometric system, unapproved leaves) then that particular week o� will be considered as a loss of pay.

 � LOP can be implicated on disciplinary grounds with regards to attendance by the management irrespective of 
  the availability of other types of leave.

 � LOP days will not be taken for EL eligibility.

 

Extension Of Leave
All leaves (including emergency leaves) are required to be applied and approved on the employee portal. The same 
process needs to be followed in the event of an extension of leaves.

 

Unauthorised Absence From Duty
When an employee takes o� from duty without prior leave approval or proper intimation under certain unavoidable 
circumstances, then those day(s) will be treated as an unauthorised absence from duty.

  � Unauthorised absence will be treated as a loss of pay.

 � If an employee does not report to work without notifying the manager or the unit HR for 3 consecutive working 
  days, the HR department will initiate absconding formalities as per the applicable laws.

 � In case the employee reports back to work, they have to provide valid explanations for the unauthorised 
  absence in writing to the department head before resuming work.

 � In the event of unauthorised absence due to a medical emergency, an employee must provide su�cient medical 
  documents within 15 working days either through his relatives or friends and a fitness certificate from the 
  treating doctor before resuming work.

 � The management reserves all the right to take any action deemed fit and suitable against the employee based 
  on the explanation provided for the unauthorised absence as per the company policy.

 

Exceptions/Amendments/Interpretations
The company may, notwithstanding the eligibility and terms mentioned above, at its discretion amend, modify or 
withdraw this policy. Any deviation from the provisions made in the clauses mentioned in the policy will require the 
prior approval of the HR Head. Employees should contact the HR department in case of any clarifications.

 

Summary Keynotes
 � Casual leaves and earned leaves are credited on a monthly basis. ML can be clubbed with EL and CL.

 � Intervening weekly holidays, public holidays and company-declared holidays will not be counted as leave for BL, 
  CL/SL, PEL, EL and CCL.

 � Intervening weekly holidays and national holidays will be counted for AL, ML and PL. All the leaves should be 
  applied and approved before the 25th of every month.

 � Maternity, paternity, adoption, and bereavement leaves have to be applied through the HR department by 
  writing to attendance@byjus.com.

 � All employees are expected to apply for leaves and mark their attendance daily on the Success Factor portal.

Annexure 1 Holiday List - 2021 

Public Holidays

Company Declared Holiday

Optional Holidays
Eligibility

Optional holidays can only be availed by regular, trainees, fixed-term employees and retainers.

Entitlement

 � Employees in Karnataka are entitled to 4 optional holidays and outstation employees are entitled to 5 optional 
  holidays during a calendar year.

 � Employees who are appointed during the course of the year will be entitled to these optional holidays on a 
  pro-rata basis.

 � Fixed Term employees are entitled to 1 optional holiday during their entire fixed term period.

 � The application for leave should be applied and approved on or before the optional holiday date.

Optional Holidays

* Kannada Rajyotsava: Only applicable for employees working in Karnataka.

** Guru Nanak Jayanti: Not applicable for employees working in Karnataka, Kerala, and Tamil Nadu.

Note: The o�ce will be closed on all the public holidays and company-declared holidays. The approval of an optional holiday is based on the 
discretion of management.

Holiday

Sankranti / Pongal

Maha Shivratri

Holi

Good Friday

Ugadi

Ramzan / Idu'l fitr

Bakrid

Onam

Shri Krishna Janmashtami

Ganesh Chathurti

Vijayadashami / Dussehra

Deepavali

Guru Nanak Jayanti **

Christmas

Sl.No

1

2

3

4

5

6

7

8

9

10

11

12

13

14

Date

14-01-2021

11-03-2021

11-03-2021

02-04-2021

14-05-2021

21-07-2021

21-07-2021

21-08-2021

30-08-2021

10-09-2021

15-10-2021

04-11-2021

19-11-2021

25-12-2021

Day

Thursday

Thursday

Monday

Friday

Tuesday

Friday

Wednesday

Saturday

Monday

Friday

Friday

Thursday

Friday

Saturday
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