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POLICY DOCUMENT FOR STAFF BENEFITS AND 

ENTITLEMENTS 

Purpose: The staff welfare policy document serves to identify the various staff welfare measures 

provided for the teaching and non-teaching staff of Rajarajeswari Dental College and Hospital. 

The document outlines the procedures for efficient utilization of the welfare measures provided 

for the Staff. 

Responsibility of Implementation: Principal 

POLICY FOR LEAVES 

The following are the types of leave that may be granted to the employees 

1. Casual leave 

2. Earned leave 

3. Maternity leave 

4. Special casual leave for teaching staff  

5. Leave without pay 

6. Restricted holidays 

 

1. Casual Leave (CL) 

• An employee shall be eligible for 12 days casual leave in a year calendar to attend 

personal and unforeseen work 

• ½ day leave can be applied in case of emergency 

• Un–availed casual leave at the end of the year will not be carried forward. Casual leave 

cannot be sandwiched/clubbed in between weekly offs and holidays, however it can be 

prefixed or suffixed. 

2. Earned Leave (EL) 

• An employee shall be eligible for 30 days earned leave for the calendar year. Employee 

under probation shall not be allowed to avail earned leave. 

• Earned leave can be accumulated to a maximum of 15 days. 

• EL should be availed for minimum of 3 days. 

• An employee shall always apply at least two weeks in advance for availing earned leave 

and shall obtain prior approval from the HOD. 



 

 

3. Maternity Leave 

At RRDCH Hospital, all women employees are given 26 weeks of maternity leave as per 

maternity benefit act(1961). 

 

4. Special casual leave for teaching staff 

Special casual leaves can be availed by teaching staff for attending national/international 

conferences, CDE programs and for examination purposes. 

 

5. Public Holidays & Restricted Holidays 

• Employee shall be eligible for public holidays as per the RGUHS calendar. 

• Employee shall be eligible for 3 restricted holidays for the calendar year. 

• Employee can avail RH after completion of 6 months of continuous service in the 

organization.(HOD should ensure presence of 50% staff working in the department) 

 

PROVIDENT FUND, GROUP INSURANCE AND GRATUITY 

1. Provident Fund 

 

• At RRDCH Hospital, eligible employees will be covered under EPF scheme as per 

Employees provident fund and miscellaneous provisions act 1952. 

• Monthly returns will be filled and will be submitted through accounts department 

• The periodical returns will be filled and will be submitted through accounts 

department. 

• It may be noted that if any employee resigns from his/her position in the organization 

he/she is entitled to make an application for his/her PF claim. 

2. Group Insurance 

• Management has taken group insurance for permanent employees. 

 

3. Gratuity 

• Gratuity benefits are granted to employees as per the rules on relinquishing from the 

job 

POLICY DOCUMENTS FOR HEALTH CARE BENEFITS - ESI SCHEME 



 

 

1. Employees are provided ESI facility as per norms, Now as per the flexibility given by the 

state government for the colleges having their own Super speciality   hospital ,we are 

providing Employee Health Scheme of RRGI to our employees as par with ESI scheme. 

2. All staff are provided Hepatitis B vaccination free of cost. 

3. Free Covid testing facility 

4. Special Covid ward facility for staff at RRMCH. 

 

 

POLICY DOCUMENTS FOR FACULTY ATTENDING 

CONFERENCE/WORKSHOPS AND SEMINARS 
1. Special casual leaves can be availed by teaching staff for attending national/international 

conferences, CDE programs and for examination purposes. 

2. Staff who are presenting papers at national specialty conferences/international 

conferences will be paid Rs 5000/-(Rupees five thousand only) as additional 

remunerations.  

3. Charges limiting to one such conference. 

 

POLICY DOCUMENTS FOR ADDITIONAL EMPLOYEE 

BENEFITS 

1.All teaching staff are provided aprons and scrubs and PPE kit. 

2.All non teaching staff are provided uniforms. 

3.Anual gifts will be provided to all staffs. 

 

List of welfare measures provided for teaching and non- teaching staff 

The health and wellbeing of both teaching and non teaching staff will have a significant impact 

on their dedication, commitment and ability to undertake their duties. The institution ensures that 

staff welfare and morale is maintained by providing physical, financial security and safety, 

respect their opinions and role a teacher provide opportunities for professional and personal 

development. 

1. Free COVID testing facility at the campus. 

2. Paid Sick leave. Special COVID ward facility for staff at RRMCH 

3. Free COVID Vaccination for staff 



 

 

4. The institution provided free health check-up for all the employees regularly. The 

institution provides free medical and dental treatment for family members of all 

employees. 

5. Group insurance scheme, like mediclaim policy, EHS scheme are applicable for all the 

teaching and nonteaching staff and students in case of mortality. 

6. Accommodation is provided to the non-teaching staff at very reasonable charges with 

free water and electricity within campus and reasonable mess facilities. 

7. The management provides Staff quarters to staff members. It provides two BHK, three 

BHK accommodation with the basic amenities at nominal rates. 

8. Technicians and nurses are given general holiday salary for working on holiday. 

9. Employees provident fund for all the staff members with equal contribution from the 

management. 

10. Various leaves are available for both teaching and non-teaching staff i.e 12 days of casual 

leaves , earned leaves ,sick leaves, special casual leaves for teaching faculty for attending 

seminars,  conferences and workshops. The teaching and non-teaching female faculty can 

avail medical leaves and maternity leave for 26 weeks. Earn leave benefits are also 

provided. 

11. OOD’S and Special casual leaves are sanctioned to the teaching faculty for attending 

seminars, national and international conferences and workshops to encourage them in 

research. 

12. Staffs are encouraged to join PhD programme run by the institution and PhD fee 

concession. Faculty pursuing PhD are provided with research facilities and also grants are 

given. 

13. Faculty are encouraged to publish their research work in various indexed journals with 

high impact factor. 

14. The teaching staff are invited as guest speakers by various renowned institutions globally. 

15. The management offers fee concession to the children and the staff studying in the 

institution. 

16. The institution felicitates the faculty achieving state, national, international awards. 

17. The faculty are encouraged for self-development and higher education to excel in their 

career. 

18. The head of the departments and senior faculty members are provided with laptops. 

19. Staff are provided with adequate and suitable office accomodation at workplace. 

attenders have been appointed to attend to their needs. 

20. All staff and sudents are allotted designated parking lots. vehicle pass has issued for the 

same. 

21. The institution has free wifi enabled campus for faculty and students. 

22. Bank and ATM facility has been provided within the campus. 

23. Aprons for teaching faculty, Lab coats and uniform for nurses, technicians and house-

keeping staff  is provided. 



 

 

24. Subsidized Transportation for faculty members. 

25. Refreshment for administrative staff is being provided during working hours. 

26. Diwali festival advance and gifts are given to all the nonteaching staff. New year gifts are 

provided to both teaching and non-teaching staff members. 

27. The management gives considerable increment yearly to all the teaching and nonteaching 

faculty members, technicians, house-keeping staff, and drivers.  

28. The senior faculty doctors are felicitated on occasions like doctors’ day and founder’s 

day. 

29. Teacher’s day is celebrated to acknowledge the services of the teaching faculty.  

30. Sports, curricular and extracurricular competitions are held for staff members during 

annual day and founder’s day.  Trophy and cash prizes are awarded to them by the 

chairman. 

31. The women staff are empowered by celebrating the Women’s day. 

32. The institution has ecofriendly environment with least air pollution. 

33. Employment Welfare schemes provided for Teaching and Non-Teaching Staff 

34. Medi-claim policy and ESI as applicable is provided for every Staff in the college with 

their family coverage. 

35. OOD is provided for attending examination, Workshop, Orientation course, refreshers 

course, Conferences. 

36. For faculties attending National and International conferences partial reimbursement is 

provided by the institution. 

37. Staff achieving State and International award are felicitated by the institution. 

38. Separate reading room facility was provided for staff in library. 

39. Faculties are members of MITRAH – the Staff Club. The club organizes recreational 

tours every year. The club conducts fun activities for teachers and students. All national 

and religious festivals are celebrated within the campus which helps in developing 

positive relationships among the staff and students. 

40. Hepatitis B vaccine was provided free of cost to all teaching and non-teaching staff. 

41. Free medical and dental treatment and investigations including blood tests, X-rays etc. 

are given to staff and their dependents. 

42. Flexible timings provided for medical reasons. 

43. Gym and indoor sports facility available. 

 


