
Leave & Holidays Program – India 

Introduction 

This program document may be modified, revised, discontinued or amended at any time, in whole or in part, 
for any reason and without prior notice, consent or approval within the sole discretion of Adobe-India. This 
program document contains proprietary and confidential information. It is solely for use by and distribution to 
the individuals who are subject to this program. 

The information provided in this publication is for information purposes only and does not constitute a 
contract of employment. 

Eligibility 
To apply for a leave of absence, you must be a salaried employee. Interns, temporary and seasonal employees, 
individuals who perform services as a contractor to Adobe-India are not eligible to participate. 

1. National / Festival holidays
In keeping with the National and Festival Holidays Act, India employees will be paid 10 days per calendar 
year as holidays. This will be as-per a pre-published holiday calendar. For further information, employees 
can access the Global Holiday Calendar via this link: https://benefits.adobe.com/in/time-off/vacation-
and-national-holidays 

2. Paid Time Off (PTO)

The Company provides the following leave for all regular employees. 

Vacation Leave 
Casual Leave 
Sick Leave 
Company Break Period 

3. Vacation Leave
India employees will be provided with 1.25 Vacation Leaves every month (15 days of annual leave per calendar 
year). Any unused vacation leaves will carry over to the next calendar year up to a maximum of 45 days. Once it 
reaches this number, there will be no further accrual of leaves. The approval and scheduling of such time off will 
be subject to prior Manager Approval and business needs. Employees can have a vacation leave balance of up to 
-10, in which case, the balance will be set off with the future leaves credited to the employee.

Upon termination of employment, any remaining balance of vacation leave shall be encashed to the exiting 
employee. All vacation leave/annual leave will be paid out to the exiting employee at the employee’s fixed salary 
rate at the time of exit. 

For all international transfers, the unused leaves will be paid to the employees. No leaves are carried forward to 
the new country.  Employees can apply for leaves through Workday 

4. Casual Leave
Adobe will provide India employees with 8 days of paid casual time off, per calendar year. Any unused casual 
leave will lapse at the end of the calendar year. Employees can apply for leaves through Work Day Workday 

5. Sick Leave

Adobe will provide India employees up to 10 days of paid sick time per calendar year. Employees availing sick 
leave must inform their manager no later than the time they are scheduled to start work that day. Any sick time-
off taken in excess of an employee’s paid sick time can be availed from casual/ vacation leave on prior approval. 
Employees can apply for leaves through Work Day Workday 

Company Break Period/ Winter Break 



There would be a Winter Break for India employee, and 5 days of casual time-off will be deducted to provide 
payment of regular wages during the break. If an India employee does not have any casual time-off available to 
them at the time of the Winter Break, then the 5 days would be deducted from their vacation leave/annual leave 
balance. These deductions will be automatic, and the employee does not need to file leaves for the same. 

LEAVE WITHOUT PAY (LWP) 

All India employees are eligible for leave without pay described below at the discretion of the employee’s ground 
business leader after taking into account client service needs, office operations and any other such factor that 
impacts the business. Adobe- India will make every effort consistent with good business practice to grant 
requests for such unpaid personal leave. 

However, there may be situations where it cannot be granted due to client service or business needs. 

In order to participate in any of the leaves below you must first exhaust any accrued PTO. 

During the period of LWP, the employee will not receive any compensation but will continue to be eligible for 
all other benefits. Also, employees on LWP will not earn any PTO credit for the unpaid personal leave period. 

In case the LWP extends beyond 30 calendar days, it will be considered as Leave of Absence, wherein 
employees will not be eligible for any benefits except insurance. At the end of 30 calendar days of LWP, if the 
employee does not return to work upon completion of the leave, he/she shall be considered to have voluntarily 
resigned as of the last day of work unless the employee has obtained approval for availing Leave of Absence. 
Employee will not be paid for National Festivals/Holidays that occur during his/her LWP period. Employees 
must seek approval from their Manager before availing LWP. Once the approval is obtained, employees can 
apply for leaves through Work Day Workday 

BEREAVEMENT LEAVE 

The Company recognizes that employees may need time off following the death of a family member. The 
Company will provide for 20 days of bereavement leave with pay in the event of the death: 

Spouse/common law partner, parents, siblings and children, Spouse/common law partner’s parents, siblings 
and children, Grandparents, Grandchildren 

Employee needs to notify his/her Manager immediately if he/she takes a bereavement leave. The employee 
also would need to give his/her contact details to the Manager so that Manager can contact the employee 
during the absence in case of an emergency. Employees can apply for leaves through Work Day Workday 

SABBATICAL PLAN 

Please read details on the Sabbatical Plan through this link: 
https://benefits.adobe.com/in/time-off/sabbatical 

LEAVE OF ABSENCE (Medical LOA, Personal LOA) 

All regular employees are eligible for this program 

For availing the Leave of Absence Program, the employee should request written approval of the manager. 
Once approved, Employees can apply for leaves through Work Day Workday The Manager will need to discuss 
with the Group Head and People Resources Business Partner and approve the Leave of Absence as 
appropriate. 

• During the period of unpaid LOA, the employee will not receive any compensation.



• Employee shall only be eligible for all insurance during LOA. When the employee returns to work on the first
working day after his / her leave has expired, he / she shall not service credit for the entire leave period over
and above the first 30 days. If the employee does not return to work upon completion of the leave, he/she
shall be considered to have voluntarily resigned as of last day of work unless under justifiable circumstances.

• Upon the return to work, Adobe shall make every effort to reinstate the employee in his / her present
position or in an equivalent or comparable position in the Company and at a salary that is not less than his/
her last drawn salary prior to the employee’s leave. However, Adobe cannot guarantee employee’s job while
he/she is on a Leave of Absence.

• Business conditions may necessitate Adobe filling employee’s position. This will depend upon the business
requirements of the Company. During the period of the employee’s absence, his/her obligations under the
“confidential information and intellectual property agreement” with Adobe will continue to be in effect.
Employee should not be involved in employment that would constitute a conflict of interest.

MEDICAL LEAVE OF ABSENCE 
• Employee will need to request Medical Leave of Absence if an illness, surgery or other medical event keeps 

the employee away from work longer than 10 consecutive business days. The first ten days off from 
work shall be deducted from the employee’s Personal Time Off/Sick leave.

• When the employee requests for the leave on medical grounds (eg: to recoup after major illness or for th 
e postnatal care), Manager will need to approve leave post consultation with the Group Head and 
Business Partner.

• The effective date of the employee’s Medical Leave would be the date when the doctor advises him/her not to 
work. Medical Leave would be granted for period that is medically necessary, as documented 
by the physician for the employee to be away from work.

• This period would be a maximum of 12 months from the onset of the illness, surgery, disability 
or other medical event.

• If the employee is not returning to work after a total of 12 months of disability, his/her employment 
with Adobe shall terminate at the end of the 12-month period.

• Any extension of leave so granted is subject to approval from the Managing Director/Sr Director.

• To apply for Medical Leave, the employee will need Manager’s approval on email and once 
approval is obtained, Employees can apply for leaves through Work Day Workday

• The manager will need to ensure that a certification of disability (signed by his/her doctor, certifying illness 
and the expected duration of disability) is submitted by the employee.

• Recurrent Disability - Successive periods of Medical Leave shall be considered one period of Medical Leave, 
as long as it results from related causes and is separated by a return to work of less than six months. In such a 
case, the employee will not have to use his/her PTO, again for the first week of a recurrent disability. For 
example, if the employee is on disability leave for a total of ten months and returns to 
work after four months, again goes out on a Medical Leave for the same or a related cause, then the 
employee shal l have two months available for his/her Medical Leave of Absence.

• If the employee’s disability continues beyond twelve months, his/her employment with Adobe will end.

• Extension of Medical Leave of Absence- While the employee is on Medical Leave, it is suggested to 
be in touch with his/her Manager and the ERC regarding the status of his/her return. If employee’s 
doctor does not permit to return to work on the expected return date, the employee must provide ERC via the 
New Support Center with a statement certifying his/her inability to return to work. The statement will 
indicate the new expected date of return  to work. Also, this statement must be provided on /before 
the original anticipated date of return. Failure to return to work within three days of the expected dat e 
of return shall normally be deemed as a resignation from the employment by the employee and Adobe 
shall terminate the employee.
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• Returning to work from medical leave of absence- When the employee returns to work, he/she will need
to provide his/her Manager and ERC via the New Support Center with the doctor’s release statement
before he/she is allowed to return to work. This note will need to include any limitations or restrictions
on the employee’s ability to execute his/her job and the estimated duration of those limitations. If
necessary, the employee and his/her doctor are encouraged to provide recommendations regarding the
steps Adobe can take to reasonably accommodate any medical limitations the employee may have. The
ERC team shall work with the employee and his/her doctor on whether the accommodation can be
made and shall make the determination of what is appropriate and reasonable. Upon the employee’s
return from leave, he/she shall be reinstated to his/her original or a substantially comparable position and
shall receive pay and benefits equivalent to those received prior to the Medical Leave. If his/her former
or comparable position is not available due to business reasons, he/she may be eligible to receive
compensation and benefits in lieu of and depending upon the business circumstances that necessitated
his/her job elimination.

• While on Leave, the employee needs to be in contact with his/her Manager to know if the former position
or a comparably similar position is available.

• If the employee’s doctor suggests that he/she should work on part-time basis return to work, then the
doctor must certify the number of hours the employee must work each day. The certification should also
include any such restriction that shall affect the employee’s job and the estimated duration of these
restrictions.

PERSONAL LEAVE OF ABSENCE 

Leave without Pay for more than 30 calendar days is considered as Personal Leave of Absence. Group 
Head (Dir/Dir+) level approval is required for LOA. LOA impacts: 
• If any full time regular employee wishes to take time away from Adobe for educational pursuits, extended 

vacations or other personal reasons, he/she is eligible to request an unpaid Personal Leave of Absence.
• If granted,you may take between 1 to 3 months of unpaid leave. The amount of time approved is subject to 

your manager’s discretion and the needs of the business. A onetime extension of up to 3 months may also 
be granted upon approval. With the approved extension, this means the total unpaid personal leave 
cannot exceed 6 months.  

• During the period of unpaid personal leave, the employee will not receive any compensation.
• Personal Leave of Absence will be granted subject to completion of 365 days of continuous service with the 

Company He/she may be granted Personal Leave of Absence, if he/she is an employee in good standing, as 
determined by Adobe, and the business conditions can accommodate his/her request. Any deviation from 
this clause will be subject to approval from the Managing Director/Senior Director

• The employee will need approval from manager and once approved, Employees can apply for leaves through 
Work Day Workday before the leave is to begin.

Returning from a personal leave- Upon return to work, Adobe shall make every effort to reinstate the 
employee in his/her present position or in an equivalent or comparable position in the Company and at a 
salary that is not less than the employee’s last drawn salary prior to the leave. However, Adobe cannot 
guarantee job while is on a Personal Leave of Absence. The employee will need to stay in touch with his/her 
Manager and the ERC team via the New Support Center. 

If the employee’s position is filled during the period he/she is on leave, the employee can apply for another 
position within the Company, however will need to compete with other equally qualified active employees. If 
at the end of the employee’s scheduled Personal Leave of Absence his/her position is filled, then the 
employee’s employment at Adobe will be terminated. 

If the employee is on an approved Personal Leave of Absence, and accepts a position in another Company, 
he/she shall be deemed to have voluntarily resigned from his/her employment with Adobe. 

Request for Personal Leave of Absence is reviewed on a case-to-case basis and is dependent on the discretion 
of the management team and HRBP. 

Employee shall not be paid for any for National /Festival holidays that fall during the personal leave of 
absence. 
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PTO accrual shall be suspended for the length of employee’s unpaid leave in excess of 30 calendar days. 

LOA impacts, AIP, service date and sabbatical eligibility date. During Unpaid Personal LOA , insurance 
benefits are extended to employees upto a maximum period of 6 months, while during unpaid Medical 
LOA, insurance benefits are extended to employees for a maximum period of 12 months.

The benefits within the retirement schemes - PF and gratuity will continue during the Leave Without 
Pay. However, there shall be no contributions made to these schemes during the period. 

Sabbatical eligibility date shall be adjusted by the length of the leave over 30 calendar days. 

Employee Stock Purchase Plan- Any accumulated funds an employee has contributed through regular 
payroll deductions will go towards the purchase of shares at the next purchase date provided his/her 
employment has not terminated. When employee returns to work at Adobe, his/her participation shall 
resume in the offering they would be participating in if the participation has been continuous, unless 
withdraw from the plan. 

Note  
“ As per our standard protocols we shall be sharing medical documents with our team of internal medical practitioners (or 
concerned third party) for further consultation & advice.” 

“Company reserves the right to ask for supporting medical documents for any of the following leaves types (Sick 
leave/Medical LOA, Illness arising out of pregnancy, Miscarriage.)” 

"You must apply all your leaves on Workday as soon as you have availed them. You will not be able to apply leaves on 
Workday which are older than 3 months or if the calendar year changes. Not marking time off on the system within the 
prescribed timelines is a policy violation as it leads to incorrect leave balance & related payroll implications. Failure to 
act in accordance with the policy guidelines and protocols may lead to disciplinary actions as appropriate, hence we 
expect you to adhere to the said guidelines.”




