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SERVICE RULES FOR EMPLOYEES
Part I: Title. Application and Commencement

1.3+ " Title: These ruiles may. be.called the "Service Rules for the Employees of the
sharanbasweshwaii vidya vardhak sangha (hereinafter referred to as.Service Rules).

ie2. 1. Application: The service rules shall be applicable to all the employees of the *

.3
sangha and its dnstitutions unless otherwise 3pec1ﬁca11y exempted by the
Governing Council (GC).

-~ Commencerient:-These rules shall come into force with Effect from such
date as officially declared by the GC.

Part II: Definitions

. 4.1 ;. Appointing authority: Appointing authority in relation to

Any employee ineans the Managing Trustee or such other authority empowered by
the Governing Council to appoint employees.

43 Employee: Employee means and includes any person

‘Serving in any capacity on full-time basis in the Trust or any of its institutions and

who has been-appoisted as-stich in accordance with the rules and regulations of the
‘sangha. ’

4.3 Institution: Institution means any institution established

And administered by the Trust and includes departments, sections,

Laboratories attached to stich institutions.

4.4  Sangha: ' Sangha means the S.V.V.S. Kalaburgi registered under the

Kamataka Society's Registration act, 1960 and the Bombay Public Trust's Act,
1950. N

4.5 General Body: General body means and includes the general body members of
the sangha.

4.6 Governing Council: Governing Council means the Goveming council of the
sangha.




1

-4.7 Managing trustee: managmg trusiee means the person appointed as such by the
.- such by, thé sanighd to ‘manage the day to day working of the sangha and its

. m g aE eelpaera s s o and

institution. |
4

4.8 'Service” Rilest Service Rules means the service rules for employees of
sharanbasweswar vidya vardhak sangha , '

2

; 4:9 1Competent Authority: Competent authority means the authority declau ed by’
. the GC-o otidict disciplinary action against the employees of the sangha under
the Service Rules. ‘ . _jf-

w10 y—iaws By-taws mean the rules and regulations framed ‘oy the Govemmg
1 ~Council foitegilate the administration-and the govemnanoce ol f the sangha and the|
nst1tut1ons operating under it. * k

T 411 Aot Act means any law applicable fo the sangha. ‘
- 412 Mlsconduc’c ‘Miscondiict fideans any act of omission amountmg to breach of
3t SBpvide Talel of any’ oﬂ1er 1aw of this land and any other act or ermssmn in the
patiire'ofbreach of Service-Rules or any | other law of this land committed by anl
employee of the sangha. : 4

e 3 Salary:Saldry “means fotal amount inclusive of all allowances pald fo an
e employee for the services rendered by him/her for the wage penod ﬁxed by the
sangha. _ ooerrd

é“

4.14 Month: Month means a period of 30 days considered for the purpose of
calculation of any beneﬁts payable to an employee of the sangha.

4,15 Day: Day means a period of 24 hours starting from 12.00 mldmght till the
period of 24 hours expires.

4.16 Working Hours Working hours means a period of duty at the mstltute or any
other spécified place of work fized by Prmclpall HOD ior employees as a whole
or in class or individually. 1 f

|
4.17 Managing trusiee:managing sirustee means the person appomted as -such by
the sangha to manage the day to d&y working of the sangha and its mstltutlons

H“

1
i




‘Pajt [ Recruitmenit, .Selection, Appointment and Confirmation in Service of

. Emplovees and Functional &0p erating System

5. Creation of Post

. .’5.1The GC:shall detérininie the strength of employees considering the exigencies

b oand  Adriinistrativertequirérdients of the Trust and its imstitutions. Before

¢ deteimining  the -stretigthy “it *shall consider the workload, duties and functions
attached to each post.

. £ 9 The-GC 'shall havé the discretion to decide the posts to be filled-up and the
balance may be kept vacant.

w153 TheiGE shall liaveithe right to revise the strength and to abolish any post in the
interest of the sangha and its institutions. 'r

| - % 4 The ‘GCywith its discretion, shall prescribe the pay including the scale with
allo_:éﬁfances of each post.

6. Recruitment

< 6.1 The GC shall determine.the policy of recruitment and selection of employees
to be appointed against the vacant posts. ‘ ) -

6.2 The GC may delegate the power to MT to complete the exercise of recruitment
and selection in pursuance of the policy framed by it.

6.3 Tn case of recruitment of employees of grade I-V, as classified in Rule 6.8.2 of
Service Rules, MT shall complete the p'rocedure of recruitment and selection and
submit a report to GC for its approval.

6.4 Tn case of recruitment of employees of grade VIto X as classified in Rule 6.8.2
of Service Rules, the MT will have full power to recruit and appoint employees
after carrying out the procedure prescribed by the GC in its policy.




%

( 65 "Appointment jetterse-The:MT shall issue appointment letter to the en;pl_oyee
. ..selected. as:per the procedure.noted above subject to___such terms and conditions as
may be fixed by MT or GC. ' , hy

:.1116:6 Joining Report: The employee appointed shall submit his/ her joining report {o
i+ «the head of thé departient and-take charge of the post assigned 1o himfheg as per
- -the instructions of the Head of the department concermned. by

6.7. Classification of Emplovees: ; |

|
!
!
| -

i
b
i
|
i.

6-7.1 Definitions:

' , : '
% .-g) ‘Permanent “Employee: “Permanent employee means at employee whose
-appoizntment” has been .confirmed in writing by the appointing authority after
satisfactory completion of probation pexiod. "

PR o A

i

; . )
.b)::Temporary. -eniplo_izee:- " Temporary employee means an employee who is
appointed for ‘a specified period to fill a Temporary vacancy which has arisen due

P I SR

other such reason. |

iy . . . <. s - |
*.x.-¢) Berson ‘of.contract: .Person on contract means a person who is appointed for a
wvnogpecific period of time to-render 2 specific service as per the terms and conditions
i !
mentioned in the contract document. ’

d) Part-timer: Part-timer means a person who is appointed to work for s;.p'eciﬁci
hours not exceeding 4 hours aday. - ,;

!
e) Full-timer: Full-timer means a person whose specified working hours is equal o

normal working hours of minimum 7 hours per day or minimum 42 hours per week
f) Probationer: Probationer means & person who is provisionally appointe}fd to fill a
likely permanent vacancy.

v )
1 ]

g) Trainee: Trainee is a learner and receives- a consolidated stipend during the
specified training pexiod as per conditions stipulated in the training letter. He/she is
not entitled to clam absorp’[ic?n as probationer/permanent emplojfée after
completion of training. |

i
L]

|
N
2

~atostemporafy dncrease in work or leave of absence of another employeé or any




- . 1) Casual. Worker: Casual worker is a worker employed for a specific period to

meet casual job requirements of the institution.

s+ 1) Daily-rated Emplovees: Daily-rated employee is an employee whose salary is

-

- _made on daily basis for actual number of days worked.

= +j) Vacation Broployeks: ' Vacation employee means an employee who is eligible o
enjoy vacations.

. b
.k) Non-vocatiohal employee means an employee who is not eligible to. enjoy the
vacations.

6.7.2 Classification

Ko s

it 1+ . The GCwithin jts-pbiwers Shall classify all the posts/positions created by it by
¢ evaluating the.jobs.and :funcions assigned to each post/position and the scales

«madé applicable to each ‘post/ position and establish gradation system for the
.- sangha 'and it$ institutions 4§ n whole or separately for each Institution. The

e, b

. mgradation of posts/positiotis as on the commencement of these rules is as follows
Gitde I Principal. -
Grade II “Professor.
Grade I Asso. Professor.
Grade TV Asst. Professor.
Grade V Lecturer.
Grade VI ,Accountant ‘
Grade VIT System administrator, Lab and Librarian.
GradeVIIL Compounder,Hostel Supdt/Warden, Supervisor, Steno,
Adcounts Clerk,

Grade IX Chief Attender, Driver-cum-Attender.

Any new/other categories and posts for each Institute of the sangha shall have
to be created by the express permission of the GC. The GC shall have overriding’




i

P

v IH AR RS T s

. power -to. iake. dny.. change alteration, modification and shuffling . in the

existing/future gradatlon of posts/positions. . . : N

4 ++6.57.3 The employees: covered bythe grade Tto V shall be deemed to be oﬁ‘ieer of
. the -society. and. sangha and they shall be responsible and accountable for the
.,execution. ofithe: pol1c1es and decisions of the GC/MT. they shall not have fixed

working hours.and they have, to respond and act in accordance with the dlrectlons
of their higher authorities as-and when required.

. 6:7.4 The employees;covered.by VI to X shall act and perform at the mstrue‘aons
» idn"eetlons and orders of the employees covered by grade Ito V.

+0.7.5:; The employees working in the same grade with different designations may be
, reshuffled and: assigned. with different-duties which shall not amount to alteration
« of service conditions-er: change in duty or transfer. In the event- of such-reshuffle,
; -the employee:shall not be entitled for any extra salary. Such reshuffle in duty in the
.same grademay be brought about on overall instructions of MT.

i 6. 7 6 The gradation formulated by MT will be ‘subject fo Tevision for the

eoméemenee ofthe admmlstratmn

n
1

6.8 Confirmation:

i
:
-

. T

6.8.1 Confirmation of'the services of the employees shall be done on the bas1s of

performance appraisal and assessment of the work performed by the employees

. 6.8.2 Based on the performance appraisal, the MT shall have the right to take

appropnate decision regarding the confirmation of the services of the employee

6.8.3 Thé employees who are on temporary basis, probation, daily wages/may be

confirmed in services with the specific order of the MT subject to the provisions .

clause 6.9.1,6.9.2 & 6.93. . - , ;?é

6.8.4 After confirmation, the employee shall be entitled to get the. 'beneﬁts
admissible to the said post. ' b

-

If the services of any employee on probation, daily wages or temporary bas1s are
not confirmed, then the. services of such employees shall stand automancally

I




serminated after the expiry of the stipulated period noted in the orders issued to
him.

7 Tunctional & Operational Syste:

7.1 QOrganization Chart:. Functional and operational system shall be defined in the
form or Organization Chart/Charts.

7.2 Powers: - The:power of -iq@roductidn, abolition, restructuring and reshuffling of

the organizational structure rests with the Managing Trustee/Governing Council. .

7.3 Depart- mentation: Ideaily, the following depariments shall exist to facilitate
smooth and well co-ordinated work of the institutions.

) _.Academics:‘,,Hea.ded. by. Principal/Co-coordinator, shall comprise of various

. teaching departments which. in tum will be headed by Heads of Departments
(HODS) reporting to Principal. Principal shall report to MT. B

b) Non-academic: Non-academic is departments shall comprise of Administration,
Account. reporting directly to MT. '

c) Others:. Any.other -department for fulfilling the aims and objectives of the
sarzzha.

7.4 Distribution of work among employees:

Heads of departments shall be the authority fo distribute appropriate
departmental work both academic, administrative and other duties among
employees of the department subject, to guidelines, if aﬂy, issued by higher
authorities which shall be accepted and executed by-the concermned employee. Any
breach of this basic rule will be considered and acted upon as gross indiscipline:

Part TV- Allotment of Duties and Determination of Function

8.1 The GC/MT shall determine and approve the duties and functions of each
grade and also qualifications ard experience required for the job subject to
statutory requirements, if any. ' :

TS ATS




8.2 AL the employees working in particular grade shall perform the duties and
i h,‘funotlons a551gned 10, that partloular grade but-the concerned HOD determines the
5 e dut1es and ﬁmotlons*of each employee within the grade for the convenience of the
I ¢department but m:no case’ ‘the employee shall have right to perform the same: duhes

ODIY ) f’l |

a8 3 Conoemed HOD. shall prepare 2 board duty chart (Job Description) of eaoh
W ’employee n each grade only for the purpose of admm1strat1ve convenience, of the
department ~ : i?
'&
L hS 4 anh employee shall, be plOVlded with such-broad duty chart (J ob Desonptlon) ,
,and He. shall ‘perforn. the same iwith utmost integrity and to the satisfaction if his -
suPerlors . : ‘

e

vt
T A .
et TR R T _.—rr.::.z:arm:.uw*.n:zcm-‘::ﬁj
1 ]
s 3

- 8.5: The *conoemed ‘HOD _shall have the power to reshuffle or to reallooate the -
C B e dut1es and functlons of the employees within. grade or grade wise. L

H

I

9, Job Descnptlon

o 9, 1 Bvery employeéwill be. 1ssued W1th g copy of approved job desonptlon and the
f;}. s regmployee, oeneemedu will; sign for havmg read and accepted the said job
3

&ﬁ desor bptlon : ! ) | g
,..{;.:} i
i ¢ 92]ob desonptlon once approved may be revised as per procedure on the’ 1sub}ec*t
o and the employes will be 1ssued with a copy of revised job, desenphon
o v .- . ST
& 9.3 Job description gives broad guidelines about the duties and responsibilities of
{; - an emiployee. Duties and responsibilities may also be enumerated in procedures,
o5
# work instruction, orders issued by PrmmanHOD etc., the employees are reqmred
b3 to adhere to such procedures/work instructions, orders issued by Principal /HOD
etc., from time to time. , “
i{' Part V: Training and Career Planning of Employees P
& |

10. Trainin ning

PRI

ITPTN

: 10.1 In the month of February every year each employee and his/her HOD must
E jointly identify training meeds of the employee concerned and suggest isuitable |

. ‘j
.

it




a0

training programmers-as per the procedure on the subject. This must be correlated
with career goals,vision/mission statement of the institute and departmental needs,

©10.2 Wheneyer: a-trainihg programme is organised for an employee, he/she must

i : . attend.the fraining pregramme -as per the time-table and give feedback in the

H prescribed sform.::Hefshe “amust derive maximum benefit for self and
department/organisation from such training programunes.

10.3 Krowledge, skills, attitudes gained during the training programme are to be

~effectively. transferred:fo the day-to-day work of the employee concemed HOD

7+ .. .acts:asa. facilitatorin the satires Jprocess of training and it’s utility and also must
. give feedback on training effectiveness to Principal.

11. Career l?lann_ing

“so ee 11.1 ‘HODs must prepare a career plan for each employee working under them »
Fuiiia -based’on the.abilities, attributes, skills, potentlal etc., of the employee and suggest
5o Jdevelopmental programmes. for.the employee. The career plan must identify the Vo

* “goals and aspirations, of the employee both short term (2-5 years) and long-term (5-

8 years).in spemﬁc manner and the concerned HOD has the responsibility to

vava fncogrelate the lgrime ‘to the vision/ mission statements; quality policy of the

T o Orgamisation.cand..department. needs. The approved career plan must be
implemented within a fixed time frame.

21t

Part VI: Performanf_:e‘ Appraisals ‘of Emplovees

12.1 Career development, promotion, anfiisl increments, incentive payments,
confirmation of probationers, absorption of trainees or any other change in the

status or remuneration package of an employee shall always depend primarily on
appraisals made by his/her HOD periodically.

12.2 Performance appraisal will be carried out on the following occasions.

a) Monthly appraisals of trainees/probationers
b} Annual appraisal of all employets (including personnel on contract)

c) Special appraisal whenever ordered by the appointing authority (eg. before -
promotion/transfer etc.,)
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... 1. per system which can be lajd dewn by it from timeé to time.

G

. .12.3+Performance. -appraisal proceedings will: be recorded n a format and the
. jmportant decisions faken during appraisal meetings are forwarded to the employee
and other concerned people for implementation. o

i

.- "

. ;:i'ﬁ:-ﬁk—K@y-: Besult;algreasg}goals':.and standards for each employee are jointly worked

:. . out-byhe employee and his/her. HOD at the beginning of the appraisal ijeﬁod. At

...the: end -of the ;aﬁapraisal period.and during appraisal meeting, resulis ao;;h';eved n

- Key Tesultareas’ shall ibe reviewed thoroughly and feedback will be'giﬁep to the
employee concerned. ‘ =

i -i_»12-:5r=Emp10yees%Whol-are:performing exemplarily every ‘year can be issued -with

-%% .. appreciationetter duly signied by the HOD, Principal.

{_;.,.;-.m;.&seniot staffmembers:will be assessed by Governing Council memﬁefs also as

! !
’ !

Part VIL: Fixation of Pav & ‘Allowanees

S (134 Under theminstruction from the Goyerning Cotncil, the MT in consuitation
1z it Principal-shall-propese the pay-scales and allowances/other benefits payable
S e to.all Gmpl;oysesand,ie;aaeh;guide and submiit the same to GC for bonsiﬁe;aﬁon.

vt miol 3.2 Fhe GC.shall-have the.power to approve and enforce such approvled scales of

pay, allowances and other benefits. R P
. . i .
13.3 After taking into consideration such objettions, the new pay-scales or the

revised pay-scales shall be brought into force underthe authority of MT.
i

13.4 It shall be seéh that while doing the fitment in no case the employeé junior i
service shall get more salary than his senior in the same grade. In such event, the
salary-of the senior employee shall be adjusted by giving exira increment to protect
his seniority with a specific order of MT. ‘ R

13.5 The fixation and revision, of pay-scales shall be done by the ménagement
subject to the budgetary provisions and also a ratio fixed on a permanent basis
between the total budget and budgetary provision for pay and allowances of the

e ‘
mployees. ;

et
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r

. 13.6 The fixation.and revision of pay and allowances shall not 4smoss the ratio

fixed by the GC.

.. 13.7 In case,of -demand for revision of pay-scalel or any demand increasing
i:. finangial .liability,;on, the institution shall be viewed and circumscribed with

.- reference to long-teml paying capacity and sustainable growth of the institution

,»..

. ;dlSCT.lSSlOIl Wlthoﬂ_le.e;jnpl_oyees may reduce the salanes to the extent of financial |

constraints. : ' . 4

’:-.-:, -13.9 The employees in grade I to V can be appointed-on confract basis for a
... stipulated: . period .subject fo the renewal of such contracts on such terms and

« conditions as.may. be fixed by MT and approved by GC. By way of such contract,
.persons of exfra-ordinary professional knowledge and experience can be awarded

. L,_galary more _ﬁhan_\yhat i prescribed for the post held by such employee. Such extra
% . u-., Salary may be paid to him in the form of allowances.

14. Fitment on Enfrv:

14 1 Pe.rsons appointed as trainees‘ shall be paid a consolidated stipend as per terms

........

" v ,shall not be apphoable to nalnees Consohdated st1pend means an all~1nolus1ve

<

. Tump sum amount as mentioned in the training leiter.

14.2 Persons appointed as probationers shall be']aaid eittiér consolidated salary or
fitted into a scale applicable to the post. Consolidated salary means an all-inclusive
lump sum amount as mentioned in the appointment letter.

.

14.3 Persons appointed on confract shall be paid monthly contractual consideration
as mentioned in the contract document.

15. Annual Increment: The basis for granting annual increments to an employee
shall be the performance of that employee during the preceding year as assessed by
his/her HOD. The release of annual increment shall not be automatic. When an
employee has reached efficiency bar (EB) in his/her scale, the concerned HOD will
give a comprehensive report on the performance of the employee before clearing




[l

3

§ .

"%’

“E the efficiency bar. In cases of continuity below average performance -annual
w5 e . ; !

;% increment in the scale may- be withheld.

b

&

= . 16. Fixed. & Variable Components of Pay: The pay of employees shall be as per

”%E ..pay -scales. approved by GC-for, vanous grades of employees which shall contam
'%% fixed and varlable components of pay. ,

?j;: .17. Date-of Annual Increment: Generally, effectlve date of annual mcrement of all
;% .employees:: shall be 1st April-of the year subject to the completion of mmnnum 12 -
% . wmonths service.; Employees with service of above 6 months will ho g1ven full

.increment while employees with service of less than 6 months will not be eligible
for any increment durmg that year.

y o
| r

TINS5 Spectal Merit. Awards The Managing Trustee may grant spec1a1 Merit Rewald
E'. t,..‘;to an. employee 4n.recognition of a special contribution made by the” employee
~mewconcerned fo the orgamsatlon during the preceding year/years

i

'_ ; 19,  Contributory Prowdent Find Benefit: All employees shall be ehcrlble 1o
W contrtbutory provident fund benefit as per provisions of the Employees Provident
:; Fund and Misc. Provisions Act, 1952. : L t

et 20 Gratuity:- All.theemployees shall be e11g1b1e as per the prowsmns of the
Payment of Gratuity Act, 1972. & 1{ f
:% .21, -Accommodation: Aceommodatlon within the campus shall be allotted fo an
IE’;? employee -as per the guidelines approved by GC/MT from time to t1me on the
?" subject. Such employees W111 he treated as.a Llcensee

vord
ELOPER
£

22. Loans and Advances to EmploveeS' Temporary loans and advanoes to
& employees shall be granted by the MT/GC for specified purposes and at specified

whad

cepls

g:';-i rate of interest as per the rules approved by GC from time to time on the subject..

:”E 23. Recoveries and Deductions: ' : {

:f,‘ 23.1 Income Tax: Deductions towards Income Tax will be made from the :salary of]
" employees as per Income Tax ruleg in force. |

: 23.2 Profession Tax: Deduction towards Profession Tax will be made ;L'fr;om the

salary of employees as per Profession Tax rules in force.

Pacalt & Sl e e



. 23.3.Seeurity Deposit: -Deductions towards security deposit will be made during

the, first 20 months affer Jommg as per Security Deposit rules approved by GC
from time to tnne

. 23.4 Rent.: The salary of the.employee availing housing facility from management
will be subject. to, eertam deduction from their salaries as per the guidelines issued

by MT/GC fr om time to time on the subject.

_..23.5 Recovery.:of. loans/advances: Recovery towards loans/ advances taken by -

employees shall be made as per the rules in for»e‘e“. e ¥

..23.6 Fine; Fme levied by competent authority for any act/ omission of misconduct
..shall be deducted_from the. salary of the concerned: employee as per the Wwritten
- orders issued by such authority

. . 23.7 Recovery. towards Ioss/dama,qe to Properiy: Recovery towards loss/damage
caused to. propel“ty of the ;mstztute shall be made from the salary of the concemed

cq,mpetem authorlty

23.8 Any other statutory/Voluntary deductions.

5 :
soedds Fitment on Re-employment: If an ex-employee. of the institute is reemployed,
‘his/her salary ‘shall be fixed afresh OS per new terms and conditions of service

mentioned In his contract/, appointment letter which may not bear any telation to
the salary drawn by himv/her before such re—employment

Part VII Promotion, Transfer, Deputation:

25. Promotion/Demotion:

25.1 The Principal/HOD shall maintain the seniority list of all employees of each

grade and the total semou‘ry as per guidelines issued by GC/MT on the subject
from time to time.

25.2 To prepare the seniority Principal/HOD shall take into consideration the
qualification, date of appointment, experience and performance appraisal report
and prepare the seniority list and revise it every year. Such revision of the seniority
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11st shalt :be.«done, by. glvmg due publicity and seeking objections if any gwmg a
penod of 15 clays for recewmg such objections.

i
{
o
1

iy

25.3. Aﬁer followmg the - procedure laid down as above the semorlty Iist prepared

bt o
S i Rt

t

the vacant pqsts shall be ﬁlled by way of promotion based on the semonty l1st and

. University ,S@g‘—llaﬁozls.,@.r.l: promotlons wherever apphcable and the su1tab111ty of
the candidate. . !
¥ f
2253 HODS/PImCIPal haye 1o pr_epare their comprehensive proposals with Iegard o T
.. ;promotion., Of an employeemrorkmg under them-and forward the same to'MT for

bis eonszderahon ' i

r

1256, Fmal »dBCISIOH-Wlth zegard to the promo‘uon of the employee eoncemed will vt

: *= s ;be faken i f,:_Jomt meetmg of the MT, Principal /HOD. Wherever needed GC and
[ e S UD- comml’ctee member s views will be taken and considered.

f ;
s

;ﬁi i 257 Qeglog1on meaps {eglcp\cmg the rank of employee from the post presently held B

=L by him/her to-the pest-lower in rank or fo the earlier post held by him/her: If an He
% . employee 8 performance as assessed by his/her HOD and other higher authonnes 18 "
‘fﬁl foﬁd Jot satxsfaetory -consecutively for a whit' of 03 years, the concemecl HOD
%_’3‘, --shall prepare’e comprehensive report about the suifability of the said employge to o
2% ..the. existing post/posmon Prmc1pal shall consider the report of the HOD ﬁl)m all S
”:f%l .+ angles and put their recommendations. MT/GC. will take decision about demot1on o

_ é;l of the employee after cons1dermg the recommendations of the Prin¢ipal. |
Fo

i
o

s 25.8 A suitable fitment proeedure to ﬁx the pay-scale of an employee
i demoted/promoted shall be followed.

It L

25.9 The entry regarding demotlon/pmmotlon shall be made in the service: book of

such employee. : ]

e .
Sk
LA b,
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26. Deputation: »

" 26.1 Deputation means sending an,employee from one post fo another post, from
one department to another department, from one college to ancther college, from
..one institution to another institution and seekmg the services of an employee from
Other nstitution to this institution.
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26.2 In ease of deputation from one institation to other institution the period of

deputation, terms of deputation, pay & allowances shall be fixed by such
eputati ] ;

institution by entering into a contract.

263 The.MT. by-issuing «a.specific order shall effect deputation of an employee

which shall be binding on such employee.

27. Transfer:

. 27} Transfer. of service of an employee means changing the services of an

”L._;‘:gniploy_f;fg»‘,ﬁqm. .one ; idepartment/institute to another department/institute by 2

specific order Or Principal/MT.

- .27.2 Transfer.can, be,affected on the ground of administrative convenience or the

‘s
JAo REo

LR |

,willingness of the gmployee-or as a matier of practice pending disciplinary action

against the employee.

«-+27.3 The management shall have the right to transfer the services of an employee

subject to the above provision.

w2274 The employee after transfer shall gat himself relieved by handing over charge

Nass

o ,m%rﬁmg ‘of his ,qaglfl_g;l; post.and shall relieve the employee from the post on Which
.he is transferred by taking over chiarge of it in writing. . '

+:27.5 The HOD of the. department wherein such employee is transferred, shall

report in prescribed form to the Principal/MT giving the details of reporting of
such transferred employee.

27.6 Non-compliance of transfer order by an employee shall be misconduct on the
part of such employee.

L]

28. Additional Charge:

28.1 Additional charge means holding a charge of a post in addition to the charge
of the original post held by the employee.

-, 1

28.2 The MT/Principal shall issué an order to an employee on the ground -of
administrative convenience to hold the charge of a particular post in addition to his
original post. No period shall be fixed for such holding of additional charge.

T
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3“ . 28.3.1f the additional-charge held by an employee extends beyond 3 months, he
shall. be el1g1ble to get an allowance of 5% of the salary admissible to the post of
which he is holdmg additional charge. t

Part IX - Weeklv Off / Hohdavs/WmIong Howl and Leave ’ }

29 2 The weekly offfshall generally be Sunday and the other holidays shall be ﬁxed
_.and. published . every year by MT in accordance with holidays publlshed by
University or any other statutory authority.

o
¥

30 1- The working, hours for the employees in grade V to X shall be § hours and
totgl spread over may extend to 11 hours.

i

Seine30.2 HOD Wlﬂl the jproper- approval of Prmc1pa]] Co-ordinator/MT shall ﬁx the
i‘?’ i ¢aworking hours Convement to:the requn*ement of the department in such manner
sihat the working of.an. employee at a stretch shall not exceed hours and durmg

- effective working of 8 hours, the employee shell got rest’ mterval minimum, Of 30
minutes.

”

303 The employees in grade V to X may be called on duty on any 'Weekly
.{ﬁ off/holiday and for such cancellation of his weekly off/Holiday, he shall be given®
3z one compensatory off to be availed by him within 3 days from such cancelled
2 weekly offfholiday. Such employee shall also be eligible to get one day's extra
wages. -
30.4 The HOD shall have the powers to rearrange, cancel, reschedule the lworl{mg
hours and weekly offs of an employee/ employees, which shall be binding on all
such employees.

.....



30.5 The working hours of the employee may be fixed in shift working which shall
be fixed by the concerned HOD, Such shift working may be rearranged or
cancelled or re-started at, the stance of concerned HOD.

31. Overtime:

. 31.1 Only,in, .exceptional circumstances, the HODs shall have the power to call the
L semployees to work overtime, But in such event, the HOD shall normally take prior
. .approval in writing- of Pr1nc1pa1/Co ~ordinator/MT. In case of emergency, the
% permission miust be taken at least on telephone. '

3L 2..The. work .on, OT. ba31s may be given to an employee only on the basis of
F xSpeCIﬂC order in writing issued by the concerned HOD.

1o

. 31 3 The payment for overtime work shall be paid to the employee at the rate of
o ,doublethewages drawn by the-employeg, one day prior to overtime work.

‘i .1:31.4 The payment'shall' be made along with regular payment o such employee.

32.4eave Rules:

ciets w2l J.eave,is a privilege and cannot be claimed as a matter of right.
=
reave 32.2. Employees; desirous-of proceeding on leave must obtain prior sanction of the
. sanctioning authority as per Procedure on the subject.

32.3 Leave, when applied for, may be granted by competent authorities subject to
exigencies of work of the institution. The sancticning authorities shall have the
discretion to refusefrevoke leave, who shall record the reasons for
refusal/revocation on the leave application.

324 Records of leave availed by an employee shall be maintained in the form of
Leave Card year-wise and/or in a service bookwhich shall ‘be ratified by
computing authority.

32.5 For the purpose of leave accounting, the accounting period shall be the
calendar year from January to December.

32.6 Employees will not be allowed to avail of both prefix and suffix of
holidays/Sundays. They will be allowed to avail either prefix or suffix only. If the
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' ff leave period falls between prefix and a suffix either of them will be treaied us leave
3% and debited to the leave account of the employee. . |
g ..32.7- Generally,: extension:. of leave shall not be granted by I—IOD’s excepi n
eﬁ emergencles LDuring such emergene1es the employee on leave shall centaet his
Li‘zg HOD on telephone/telegram and seek extension of leave. If the extension is not
*,: . ..granted/ communicated the.employee shall report for duty after the completion of
=€1 . ... [he initial-leave period;; I—Ie/she shall not avail extension in anticipation of 'sanction
H from his/her HOD. : _ 8|
i ; B
E‘% *32.8 Leave,may. not be granted to an employee at the time of examinations,
3%%‘ ,mpoﬁant functions, or, other .occasions wherein the presence of the employee
&2, v concerned is considered essential by his/her HOD. s f
éﬁj“ .32.9.-The sanchomng -authority. may refuse leave to employees belongmg to
%& o sessential services such.as Ayes, Attenders etc., if altematwe arrangements cannot
:%g be made due to some exigencies. } |

: |

s wi32,20, Personnel on contract and part-timers are not entitled to avall any leave

- unless ctherwise expressly ‘mentioned in their appointment orders/contract
¢glocument.

lrave o 32.11 Sundays/holidays falling in between leave period will be counted, as%leave.

33 Casual L_eave:.

33.1-Casual leave is intended to meet special or unforeseen circumstances, Casual
leave may be granted to an employee up to a maximum of 12 days in a year but not
more than 3 days at a time. New employees may be granted casual leave at the rate
of one day per month of completed service in the first-year of service. !

33.2 Application for casual leave is to be made at least one day prior to the leave
period and got sanctioned from the sanctioning authority except In émergencies in
which case the employee will obtain sanction from the sanctioning authority on
telephone and submit his leave ,application immediately after reporting for duties
for regularisation of leave avalled ; |

33.3 Casual leave-caniiot be combined in any manner with any othér type of leave.
Furthel it cannot be prefixed or suffixed to any type of duty-off glven o an

|

|

l

|
|
’l
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employee. Casual leave of one calendar year cannot be carried forward to the next

year.

34, Bamned Leave:

34,1 Earned Leave. (EL).means leave eamed in respect of actual days worked by

an employees during a month.

342EListo be planned and availed by employees as per procedure on the subject.
HODs must ensuré proper handing/ taking over of duties before commencetnent of

earned leave of an employee.

34.3 EL .will ‘pe_grqditgd at the rate of 24 days for a calendar year of service

provided, the, employee. has actually worked for a minimum of 240 days in that

year, If the actual _Work;ng days of the employees are less than 240 days, EL

¢ . entitlement will be reduced @ 1 day for every 10 days of shortfall.

34.4 Bmployees of academic department who are entitled to avail vacation are not
L. ..entitled to EL credit if the actual vacation availed by them during a calendar year

exceeds 24 ﬁay.é. However, if the actual vacation availed by them falls short of 24
(1. cl_ay@.::.i‘r}v.)a_yg@r._w__EiLi-pggiyg.lgm.j;gi the shortfall (L.e. 24 days - vacation availed) ‘will i

A

.., Jhecredited4o their account at the beginning of the next calendar year.

. 34.5 EL may be accumulated up to a maximum of 120 days.

-

34.6 New employees shall not be -eligible 16 avail EL during their first year of
service. However, they earn EL as per Rule 34.3 which can be availed by them

only after completing 365 days of service.

34.7 Barned leave can be granted to an employee maximum twice in a year, except
in emergencies when an employee can be granted EL for the third time in a year as
one time exception. The said emergency 10 be recorded on the leave application.
34.8 BL can be taken for a maximum period of 30 days at a time and-50 days ina

year except in emergencies involving prolonged sickness.

34.9 Encaslmment of Earned Leave up to a maximum of 60 days may be permitted

to regular full-time employees at the time of retirement on’ superannuation.

Encashimerit is not allowed on resignation, termination, and dismissal etc.,

e

i
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35, Maternity Leave

+:35.1-Maternity..leave with. pay-may be granted to a married woman employee as

(; ¢ ~.covered: under: Matermty Ast: Married woman employee who has put in more than Iy
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4 more’ tha 6 wegks:shall precede the expected date of delivery. In case a woman

:,.: -of delivery. she can avarl of that, ba]anoe following the date of delivery provrded the

" mofaprolonged nrllness;nacademre interest or any other special - clrcumstanoes Such
e leaver shall be without DAy .; and, without any other beneﬁt admissible to the post on

e T

P et b 1 et i an

Y
4
;

1011¢, Year's: service may-be. > granted ML for a period not exceeding 12 weeks Not

.employee does not avail 6-weeks full maternity leavé preceding the expected date

+ .total leave’ perrod ot e precedmg and following the day of delivery does not exceed
;the meximum, limit. of: 12 weeks. A woman employee expecting dehvery shall

. nsubmrt in wr;rtmg her plan of maternity leave to her HOD at least 2 weeks pr101 to

.the. commerrcement of. herleaye period. Apphcatlon for maternity leave rnust be
supported by a medroal oert1ﬁcate

332 Leave of any other kmd may be granted in continuation of matemity leave in
excepnonal cases_ ] _frhe request for it is supported by a medical certrﬁcate

[P IR

i “f‘he6‘ Speo1a1 Leave (W ithout Pay) & Outstation "On Duty" _ il

36.1 Speoral leave may be granted to an employee on an applicdtion on the ground

which thg employee is working,. :
l

36.2. An: employee will-be treated as-'on duty"™ if he/she-is- perml’ff:ed- by the
Prmolpal/ MT to attend outside office work as per guidelines issued. The nature of
work may include examination duties, University meefings, official purohases
training programmes efc., The concerned employee has to take prior! ' written
permission of the Principal/MT through his/her HOD. No deduction from the leave
balance will be made towards "on duty”.

37 Leave without Pay: :.~

i

37.1 Leave without pay may be granted to an employee by The HOD under extra-
ordinary. c;rrcumstanoes such as; = F

A ath e ew ehme b at -

(a) A_n employee has no leave balance and he/she requests for leave.’

(b) An employee remains absent without prior sanction of leave.




s

(c) An employee Ofx authorised leave overstays hig/her leave period without

+

obtaining proper extension of leave. .

v (d) An employee availls of ledve after if has been refused by competent authority.
-y - (8) An employemon::leave-fails to yeport for duty when the leave sanctioned is
_ revoked and he/she is recalled to join duties by the competent authority.

Mo e e
7 -

o

372 The LWE instances mentioned above may also attract dig,ciplinary action in
w .« additiondo forfeiture of Pay and allowances for the period of such LWP.

#

Part X: Employee Records

Lof s 38 .List iof Employees: The institutions of the Trust shall maintain a list of
4 . .. employees indicating the number of person in its employment, their code numbers,
. qualiﬁcatipns, date of birth; Nis.)date of joining, scale of pay, date of retirement
: metc., Bvery erployee shall werify histher personal particulars mentioned in the list

.- of-employees and motify,-dn- writing, changes, if any, required to be made to

PR S
T

- wPrincipal through is/her FIOD within fhe stipulated period.

[

¥ .. 39.Idea cards: All employees of the Trust and its institutions shall be issued with
‘e eidentity cards.gwhich: must ‘be. worn by the employees during working hours.
20 il ossidamage of idenitity-card;must be reported within 24 hours and a fresh identity
R card is fo be Obtained:-as per procedure on the ‘subject. On retirement/

oo resignation/termination, identity card is to be returned to the issuing authority.
) Such identity card shall be-used only for the-official purpose of the instifution.

40. Attendance Registers: The institutions of the sangha shall maintain attendance
registers to record reporting/leaving timings and present/absent records of

. employees on daily basis. All the employees are 10 sign in the register whenever
i they are on duty and put reporting/leaving timings legibly. Failure to sign in the
register may be treated as absent without aunthorised leave.

41. Personal Files: The snstitutions of the sangha shall open and maintain personal
files in respect of all employees to keep the following records systematically.

A1.1 Joining records : Application for the post, photograph, appointment letter,
terms and conditions of appointment, joining letter, certificates of educational
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quahﬁcatlon "e'ertiﬁeatew'“'offr past" expenence date of birth certificate,

.r“‘_

Py
1Se eave cards specral leave apphcatlon's,fspecia]
h |

,"..

salary record,

Cumulatlve

spec1al orders giving

'.’.*r.'

erformance \appralsal forms any commumcatlon glven on

Trarmng records ~Arrnua1 tra.mmg needs forms special training needs, training

T

ended and feedback glven on tralnmg effectiveness. |

T omb e il
4-;," i

., ."‘.‘ ~ s
f.' - I ‘v
B "

romotron”re'cords Orders relatmg to promotion from lower post to higher

= Pos care‘er planmng and growth plans commumca’uon r&lating to career: plalmmg
*&2‘ vl Y

i.' 2 ,:.

etc-.-_,

41, 9 Mlscellaneous reoords Job descrrptron copy, conﬁrmatron letter bio-data
form, changes reported by employee, workload analysis, etc., |

41.10 Retirement records: Notice of resignation, acceptance letter, handing-taking
“over of charge, relieving letter, experience certificate, orders relating to feﬁrement
benefits, exit interview notes, etc.

42. Verification of personal files: The employees must compulsorily verify their
personal files once in a year as per a time-table made by Principal. Disdrepancies
are to be notified to principal through concemed HOD. The employee must sign
for having verified his personal file.

43. Changes in personal particulars: Changes happening in personal particulars like
qualification, change of name, marriage, birth of children, change of address,

|
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change ~of .telephon_e/fax,-.-etc._,. are to be intimated to the Principal through

” concermned HOD. - . .

Wt

g A4, Submission.of De1 sopal documents When requested by the HOD, an employee *
% . .Joust subm;lt thc requlred documents in original or copies thereof as requested by

¢ the concemed HOD for office Tecord. _ .

Part XI Retlrement Superannuatlon Resionation. Termination. etc.,

T,

be = =z
o~

»

@ 45, Refirement on Superannuatlon . b

,r  45.1 The agc of«.retlrement on- superannuatlon of an employee shall be 58 years.
‘\ . .Retirement will take effect only after landing over the charge and the employee is
# relieved of his re3p0n31b111t1es

o nd5.2A0 employee retmng from service must handover his/her duties and

respons1b111t1es fo another employee of the department/ institution as per the orders
received from HOD/Pl mmpal/MT Handing/taking over process is to be completed
eansibefore. the .retirement date ahd copies of handing/taking over certificates duly
" counter51gned by HOD ‘are to be forwarded to Principal/MT.

e

‘e 1
soephr ST -
gt wpmitae o

s

4C 3, The retiring, employee will be paid final salary and rctuement benefits only

s 1y ATEET completlon of clearance and handmg/ta.kmg OVer Process as per procedure on
' the subject. .

B

46. Compulsory Retirement: An employee may be ordered to retire compulsonly

from service any time before attaining the age of 58 years under the following
circumstances.

sttt IR L i 4 N,

() - Misconduct
(b) Insolvency

(c) Inefficiency

I » i
Before ordering compulsory retirement, the employee concemned will be given
opportunity to defend himself as per disciplinary procedure.




*

: emutl;e(l '_(‘n spec1al request made by the employee
eoonunendhnolls/Justlﬁoatlon given by his/her HOD.

SRM

e ployee gomg on voluntary retlrement must be

oancellatlo an hls/hex res1§nat10n oar; be’ ‘accepted effective from the date of

SLRE AL

ndanee 111 the mstltut{on at the discretion of the appomtmg authonty

i."‘“' 1gnald

;. ovef ;of hls/her dutles and respon51b111t1es to 'a designated employee of the
1nst1tut1on as dn'eoted by his/her. SUpEriors durmg the notice period of resignation;
The procedure for handing/taking of dutiés and responsibilities is to be followed
stnctly

e Try
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48, 4 'In case of dlsolplmaly proceedmg pending against the employee the
resignation .shall not take ‘effect and only after the conclusion of the d1solpl1nary
proceedings further decision shall be taken by the management.

ITT T A AT SR AL

Lgrnen

49Termination of service:

o,

The services of employees other than confirmed emploffeeé may be terminated
- ; by the appointing authority on any justified reason in compliance with the
provisions of prevalent laws/rules/ guidelines appheable to the institution.

[




50. Retrenchiment:

Lo I casé it is considered riecessary to retrench the staff, the services of an

. . -employee’ can "be-fetrenched by the appointing authority, by giving one months’

- . rmotice oF one menths’ salaly in Lieu of notice. it shall be in the discretion of the

- fgppointing authority to decide as o which particular employee’s services should be

teprminated first after taking iito consideration al] relevant acts and circumstances ,

of the case, though as-far-as possible, the junior most member of the concerned
staff category will be retrenched first.

(F e s 43
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ot -anPart XIT Disciplinary Procedure and Punishments.

T T T

51 .Disciplinary Procedure:

TR 51,1 The a,compete‘ﬁt authority shall, have {he right to initiate disciplinary action
AN r:'ag'_'aﬁ-nst-'aﬁ e‘rflpl'ojree who'commits misconduct 'in course of his employment. The
f.:f.:-.‘mi'a::-o@iﬁpetent‘buﬂ'i‘ority sKaltfollow such procedure given in the Service Rules and
prevalent laws of the land.

ey T

e v d 1512 The Governing Council shall consider all the docgments and the nature of
e fie 10 misconduct of i éi-’employeedand may decide o hold or not to hold disciplinary
AT '%"npfbc‘éejidi-rigs*ag"é{iﬁ‘s‘t ‘anemployee and by appropriate resolution shall handover the
- sz nemsenitive matter tO competent authority with due delegation of power.

51.3, The compeient authority shall issue show-cause notice and seek explanation
from the employee who has committed misconduct by giving 72 hours’ time limit
for submitting the explanation.

51.4 If the explanation fo the show-cause notice given by the employee is not
satisfactory, the competent'authori’cy shall serve a memo of articles of charges upon
the employee. He shall appoint dn independent Enquiry Officer who may be an
advocate or aym officer of the management. Ho shall appoint also @ management
representative t0 represent the management case during enquiry.

51.5 The enquiry officer shall hold the enquiry by strictly adhering to the
principles of natural quticef" He shall not generally allow either of the parties ta
represent the case”through an advocate. But after hearing justification and
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) REGIEYR Monetary penalty to the extent of Rs. 50000/-. .
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.-considering the legal requirement within his discretion, the enquiry officer may
allow appearance of advocate only in exceptional cases.

s et 5106 The enquiry officer shall .submit his findings 4o the management. within a
o T ;~nperiod stipulated by the. Management and the management shall serve ﬂ'ﬁéipopy of
it 1o the delinquent employee. 4

T TR,

.+ tne+51.7 The- management after receiving the findings of the enquiry officer shall place,
it it befpré the GC for its consideration and it will decide to accept or not'to accept
b ::ihe;ﬁndings;aﬁer-seekiﬁg.explanatic}n from the delinquent employee over ﬂ?e issue.
¢ e 1:51.8 ‘Looking to.the~circumstances of the misconduct and the explanation
+ o menisubmitted by the delinquent employee, the management shall impose dny of the

punishments mentioned below:

Major }?}analtiés : | P
1. - Dismissal from service
. ™
3. Withholding of increment in any nusmber.
amariar 4. Barring the employee for further promotion.

i

ot .. 5. LReverting the employee from the present post to the lower post.

"

T
B el L

6. Transfer of service from one department to another.

a
7. Suspension from service without pay up to 10 days and treating it as break in
) service. '
=. g. Compulsory retirement . T L
Minor Penalties 1

A The competent authority shall impose any minor penalty as mentioiled below
after giving a reasonable opportunity to them, linquent employee }to submit

explanation in respect of the misconduct committed by him. b

1. Suspension from service without pay for two days.

9. Tmposition of fine up to Rs. 500/-

e
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3. Wi’ghhold?ng of increment up to two years.

o Trandfetring the employes from one department toanother.

5.-Censuring.

6, Adverse entry in the 'service book.

At '*;f:-ﬁﬁ'.-*:‘D‘i_scigiiﬁag-. authorities:-Disciplinary anthorities competent to initiate and

dus cfondlict‘dpﬂheéﬁc:cnquiries and to Impose major or sminor penalties on, delinquent
. employees shall be as follows: |

a) Major Penaliies - MT & above

e b) Minor Penalties - respective HODs & above

Acts/omissions amounting to misconduct:

53.

oi awThe ;following:zare.'-ﬂléivilluStrétiVG examples of acts and omissions coming within
ot enthepurview sEmisconductintaddition o any of the acts or omission coring within
fhe purview of the definition of misconduct given in Rule 4.12.

v.r'h%(a)ﬁwmful insuberdination orsdisobedience whether or not in combination with

o' «another of.any lawful or reasonable order of a siperior.

cosr #ia(b) G.oing_-_nns',ofv‘epaﬁicipating:in an illegal strike the organisation or abeiting,

inciting, instigating br.acting in furtherance thereof.

(c) Theft, frand or dishonesty in copnection with the institution's working or
property or theft of property of another employee within the premises of the
institution.

(d) Taking or giving bribes of any illegal gratification.

(e) Absence from duty without permission ©F overstaying the sanctioned leaved
without sufficient grounds and without proper intimation and approval.

(f) Late attendance on not less thdn three occasions in month,

(g) Habitual breach of -any service rule or any statutory law applicable to the »
institution or any rules made thereunder.




s (h) D‘runkenness or riotoussdisorderly or indecent behaviour, use of abusive

hage threatenmg, ;intirfiidating, coercing other employees or wrongfully
U fering =\ 1th the Work of:other employees; assault or threat of assault, either
s oy provoked or otherwrse w1thm the premises or on the precincts of the mstmltron or
.-13:.;‘-_« . outsrde the premlses of the mstrtutlon i,

=

W

. r\ u:-c-'-(l) Commrssron ef any act subverswe of discipline or good behavior on the -
f premrses of the mstrtutron : : |

m,( g (]) Gross neglect of work or gross/habrtual negligence. ' '
i (k) Habitual breach:of any. rules or instructions for the maintenance and runmng of

1‘7::?,-;;-,: LiaTy; department or..the- ‘maintenance of the cleanliness of any portron of the

mstrtutron

1. TS (I) Damages whether willful or due to irresponsible action Sis damage due to
J: o G mmeghgence or’ carelessness to" any property of the institution or any mstrgatron or

‘ . abetment thereof.

?,i AR (J:n) Disclosing or causing fo -be disclosed or otherwise mi'susing,{ directly or
ﬂn ,meundrreeﬂy any s Jnformation.- in. regard to the process of the institution which may
’om wﬁrcemelmte ¢he possession of the:employee during the course of his/her employment.
Fher ro (n)-Refusal:to-accept a charge sheet, order or other eomrnumcatron served in
‘ accordance with these Service Ruiles. -

(o) Engagmc in other employment or business or monetary:ectivitf for ga'nr while
gtill in the service of the institution without the prior written permission of the
competent authority.

(p) Sleeping during ‘working hours.
(q) Loitering or wasting time durin'g working hours.

(r) Knowingly or wrongfully interfering with the record of attendance or other
means of recording attendance of himself/herself or any other employee.

i

(s) Conviction by any coutt of law for any criminal offence involving moral
" Aurpitude.




SRREE H{t) Doing iprivate’:ore personal work within the institution with or without
B qu1pment/materlal :F the.institution without obtaining prior written permission of
. +the competent, authority.

e .::,i'zz'i'i.(u):aeDelibérately-.::makMg‘s-fa-lse,- vicious or malicious statements in public or

o vt e s vpoon T
.+ Yo siotherwide dgainst the institution or any member of the institution.

cetruri(v). Willfl falsification; defacement or destruction of personal records or any

records of the mstiftition. "
e g :-.:.'(w)‘:]_)eliber'z{fe‘cabiise of atty leave privileges or concessions or benefits for the time

being in force.

. .of [a(x)In casetof :t}cclaréd’-insqlvent by a court of law, not declaring such fact to the
management.

54, Suspension

- iciazos e The competent authority.shall keep the relationship of employee and employer
under suspension in the following way. ‘

conieif 4l Ifa p;frima'-.faciélcase' efimisconduct comes to the observation of the competent
fusnand ﬁufh@ﬁit)f;ﬁthe&competeﬁtlauthi)r-ity shall suspend an employee by a specific order.
sraminyE4 D 'Dgring-'_suspension,-.the delinquent employee shall get subsistence allowance
e it @ 50%:of his total salary for the first 6 months of his suspension.

30 Service Rules for Employees

543 After 6 months of suspension, fill 9 months, the employee shall get
subsistence allowance @ 75% of his total salary but the 50% of Subsistence
allowance shiall be continued to be paid if the enquiry is-delayed at the fault of the
employee.

54 .4 During the criminal proceedings In any criminal court against the employee
for the misconducts committed in course of employment, the subsistence
allowance shall be paid only™at the rate of 50% of the salary paid to the employee )
prior to suspension.




-‘&”H _ nomous Relatlons

evane”' w1th1n 48 ].’lOU.lS of reeelpt of

wﬂl forward'the gneven ce apphea’oon 0 h1s/her mmedlate supenor

ents and mform ik inployee B0 f1dmgly Altematwely, if no action

~the gnevence submltted by the employee, the employee

1.

Y ey

i _thengnevanee apphoatlon 'i6 the immediate supenor of

A gnevance eommfctee shall be. oonstmlted by the GC. comp115111g equal )
resentatwn of the management a;nd the employees to discuss and sort out the

: e'w'ianees of the employees Sueh gnevanoe eomnnttee shall be reconstituted at
Sdon
_1nterva1 of every 5 years: 5

ir;'f@:‘57-. The management and the employees shall make efforts to maintain harmomous

Ty

ations between themselves.

8 The management shall operate schemes and trammg programuies t0 ‘motivate
5 _nd boost-up the efficiency and effectiveness of its employees and the employees
:" Shall reciprocally respond to it. It will be compulsory upon each ermployee to
t,s.,parnolpate actively and wholeheartedly in any such programmes arranged by‘the

i anagement

art XIV Code of Conduct for Emplovees
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i1+ 59 Code of conduct for all employees (General)

cin 2RS0T Every employee thall af all-time maintain absolute 1ntegnty, devotion to duty,
%;1 -~ adhete fo wision statement & quality policy of the institution in letter and sp1r1t and
invee cdonothing which-istuhbecoming of an employee of an education institution.

" ncc59.2: Every employee holding“a supervisory post shall take all possible steps to
Fail evensute theinfegrity-and: devotibn to duty of all employees for the time being tinder

= _his control and authority. .

. 60. Professional Duties:

: 60.1 a) Every Employee shall:

ta e ) Be punctual in-attendarice in Tespect of his work and any other work comnected
« withithe duties a351gned to him by the head of the mstlmﬂon/department

ne mepmimn
pt ]
]
s

( ingii) iAbide by the rules and regulations if the institution and show -due respect and
wen pvfollow ordcrs and instruction of the constitutéd authority.

.n-o--__-gvp pqv -_1—"!‘?«-

b) No emplo‘yee shall

P Il skl

vui) Knowngly or.willfully neglect his duties/his duty Hours/other obhgatlons

e
[
174
l..

w5t inif). While 'on duty” in the institution absent ‘himself (except with the previous
- .. permission’ of the head of the institution/departmént) from the institution;

-

iii) Remam absent from the institution without leave or without previous
permission of the head of the institution/ department

iv) Indulge in or encourage any form of malpractice/unethical activities connected

with examinations or any other institutional agtivity.

61. Communal Activity: .

No employee shall:

i i) Practice, propagate or incite any sstudent/employee to practice, propagate
; casteism, comimunal or sectarian activity or untouchability that will tarnish the
image of the individual, department, institution and its management. '
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'backgronnd'oranyofthem e _' R ‘;;:

‘62. Behaviorslin pnblic:_;‘ SRR
No employee shall R : L S ‘.

' ) rmsbehave W1th or 11I—treat any parent guardran, student teacher or. other
employee of the mstrtutron R : He

ST Y

r " -
. s
-—a vt\r\

P e "11) Behave or encourage dF 1no1te any student teaeher or other employee to behave:

:

I e

s
i

r'.-
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e ‘V) CausTe Of Tricite dhy oﬂler person to cause, any darnage to mstrtutron opelty

«.au

1

' 63 Takrn,cr Part in eleetrons.

e T3 No employee shall be & member of, or be otherwise associated wrth any

b pohtlcal party or any organisation which had taken part in poh‘ncs nor shall he take
s part in, subscribe in aid-of, or assist in any other manner, any political moyement
/ oo aetlvrty withouit prior written permission’ of management. 63.2 No employee

shall canvass or otherwrse interfere with or use his influence in eonneetron with or
_ take part in, an election to any legislature or local authority provide that -

i) an employee quahﬁed to vote a such election may exercise his r1ght to vote, but
Where he does-so, he shall give tio indication of the manner in which he proposes
to vote or has voted.

if) an employee shall not be deémed to have contravened the provisions of his sub-
rule by reason only.that he assists in the conduct of an electiop }m the due
: .. performance of a duty imposed on him by our under any law for the time being in
force.




a

[

.-4 Joining of Assocla‘aon by employee .

8 pw_n}f{o smployee’ shall joinF continue to bera member of an association the objects of ”
mroct Gigvities: of which-are prejudicial to "the interest of the Society & Trust. "

.‘f

*jS Demonstratlon and Stnl\es

;No employee shall

Lo
Ly i 1), oloengage: hunself (ar -participate i any demonstration which is preJuchcla'l o
- pud ... qfhe interest. of Society & Trust, public order, decency or morahty, or
i nawhichi-nvelves contempt of Court, defamatlon or incitement . fo an

- offence; : s - *ooor
Lweil).resdrt to ©F in any Wway instigate, incite o abet, any form of strike by .
.y number;of, pmployee; (strike means cessation of work by 2 body of
0 t,ﬁ employees 26hng in combmatlon or conc_e_:r‘ged refusal or 4 refusal under
; 'y GOIMIMON understanding, of any numbel of employées to woik).

oo s 66.»No employee- shall,:in any radio broadcast or in any document published in

e \,m t his ¢wn.name or. anonymously, pseudonymously or in the name of any other
4y Um rqmrson, in.any communication to the press or in any public utterance, make any
' (he z»,n .statément -of fact-or: -ppinion which has the effect of adverse criticism ‘of any
i ruist ;., current or past policy of the Society & Trust and which can cause damageto the
IMAGE of the institution. : "

ot
PR -

.Part XV Miscellaneous Rules

s 67. Other Tyade Business Or Pofession: No full-time employee shall directly
& or indirectly, carry on or be in any other trade, business or profession or use
position as employee of the institution to help such trade, business or profession
= without obtaining written permission by the Managing Trustee.

E R

1t
LS

68. Private Practice: Generally, all members of teaching staff including
Principal and HODs of the Enginneering college can do private
practlce/consultancy outside working hours after obtaining written permission
from the Managing Trustee. The permission will be granted subject to
exioencies of service of the post/position.
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m e dimd 69 Hono;arv Work A ﬁ.lll-ﬁ.me employee Shall ot accept any remuneratzon or

dyiren honorary work Includmg work as an exammer or paper setter during hlS/hCl' .

ice, Vﬁca’tl.on _C_er leave penod W1thout obtannng wntten perm1ssmn by ;he
Managlng Trustee. L SR T R

- as 1, ., - : T . + . &
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Shin fooanhe 70 ppeal IIL pase an empleyee desu:es to make any request representatmn or
nr;” nm: 1, .:‘appea"to

-

".. normal ozgemsatmnchannel ' : v .y

. . 1
t

amless he/she hae ﬁrst approached thé authorl’ues of the Somety &

g o ki :Trust fo "_'edressal of gne\}anees Breach of ﬂus rule shaII be regarded as senous
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