
Sahyadri Infotech Pvt Ltd - Leave Policy (sample for learning)

1. Casual leave: Every employee gets 12 days of casual leave in a calendar year.

Casual leave cannot be carried forward to the next year.

2. Sick leave: Every employee gets 8 days of sick leave in a year. For sick leave

of more than 2 days in a row, a doctor's certificate is required.

3. Earned leave: Employees get 18 days of earned leave per year after completing

6 months of service. Up to 30 days of earned leave can be carried forward.



4. Applying for leave: Apply in the HR portal at least 3 working days before

the leave starts. Your reporting manager approves the request.

5. Work from home: Employees may work from home up to 2 days a week with

manager approval. Work from home is not counted as leave.

6. Public holidays: The company follows 10 public holidays a year. The list is

published in the HR portal every December.


