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CIRCULAR

All faculty members and PGTs are hereby informed that any leave—Academic
Leave (AL), or Official Duty (OD)—will be considered valid only after submission of
the required documentation.

1. Leave applications must include the name, designation, and signature of the
substitute during their absence.

2. The concerned HOD must review and endorse the adequacy of these
arrangements before forwarding the application for final approval to the
Principal’s Office.

3. A copy of the participation or attendance certificate must be submitted to
the Principal’s Office within two (2) working days of re-joining duty, with a
copy to HR.

4. Failure to comply with these requirements will result in the AL/OD leaves
being treated as unauthorized absence, as applicable.

All HODs are requested to disseminate this circular and ensure strict adherence.
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