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CHAPTER ~ | PREAMBLE
SHORT TITLE AND COMMENCEMENT

These rules are called Gayatri Vidya Parishad College for Degree and PG Courses (Autonomous),
Rushikonda, Visakhapatnam,, service rules, come into force from the Month of September year2014

EXTENT OF APPLICABILITY

These rules shall apply to all categories of staff members (teaching and non teaching) of the college.

The College:

. The College:
7 The Gayatri \fidya Paris]_mad College for Degree and P.G.Courses (A) is a college established in 1989
by the 'Gayau? Vidya l‘nn§llnd, Visakhapatnam, (a registered society) with the approval or the State
Council of Higher Education, Government of Andhra Pradesh and all the courses are affiliated to the
Andhra University, Visakhapatnam.

DEFINITIONS

1.Parishad ; Means Gayatri Vidya Parishad. Visakhapatnam.
2.College : Gayatri Vidya Parishad College for Degree and PG Courses

3.Goveming Body: refers to the Governing Body of the Gayatri Vidya Parishad College for Degree
and PG Coureses(A), nominated by the Gayatri Vidya Parishad.

4.Secretary and Correspondent : Means the Secretary and Correspondent appointed by Govemning
Body of Gayatri Vidya Parishad.

5.Staff: Means a person who is employed by The Gayatri Vidya Parishad College for Degree and
P.G.Courses (A) for teachingor non-teaching workinone of thecolleges of the society, duly engaged
by aletter of appointment. These include teachers, clerical staff, or any other Staff as fulltime or part

time, whether suchemployment be probationary/Temporary or Permanent.

6. Teaching Staff: Teaching Assistant/Assistant Professor/Associate Professor/Professor/ selected by
duly constituted selection committee headed by Secretary and Correspondent/President.

7.Supporting Staff: All other staff who support in running the college are appointed by the Secretary
and Correspondent.

8.The ‘Principal’ means Head of The College.
9.Director’ means The person nominated for a particular programme.
10.‘HOD’ means Head of the Department of any academic department in the College.

11.‘Competent Authority’ in relation to exercise of any such powers under these Rules means any

authority to whom such powers are delegated by the Governing Body.
12 “Disciplinary Authority’ In relation to punishment (as specified in these Rules) the appointing
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authority/ Director/ Principal to whom Managing Trustee may h
impose such punishment,

13. “Employer” means primarily the Parishad and
whom the powers and functions of appointmen
approved by the Parishad.

14. ‘Leave’ Means authorized absence from duty.
15.

ave delegated his/her power to

also connoted to any other subordinate officeron
t may be conferred by a resolution passed and

“Appointing Authority’ means the authority empowered to make appointment.

16. *‘Academic Year’ means aperiod of twelve months beginning on the first day of July in each calendar

year.

17. *Pay’ means a staff member’s gross month|
allowances.
GENERAL

y earnings from the College, which includes all admissible

i)

The Service Rulesare confidential between the College and its Staff members and are made
available on joining the services of the College.

In case of doubts regarding the interpretation of the contents of these Rules, the decision of
the Governing Body of the College will be final and binding.

(i)  Anyamendment to the terms and conditions of service recorded herein will require approval
of the Governing Body of the College/ Parishad.

(iv)  TheseRulessupersedeall existing instructions on the subjects covered in the Service Rules.

(i)
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CHAPTER -2
APPOINTMENTS AND SERVICE MATTERS

CLASSIFICATION OF STAFF MEMBER
Stafl members can be classified as:
1) Permanent

2)  Probationer
3) Part-Time
A Permanent Staff member:

Means one who has been appointed in a substantive capacity (as distinguished from a temporary or

officiating capacity) on apermanent postand later formally confirmed in writing after the successful
completion of the probationary period or otherwise.

A Probationer:
Means one who is on probation.

A Part-Time Staff member:

Means one who has been employed on any job/post on part-time basis.
RECRUITMENT

S_ourcc of Manpower: - For recruitment purpose, the following sources are followed by the college
viz.,

i) Open advertisement in leading Newspaper (in English and Local Language).
i)  Referral
i) E-—mail / Postal / By handreceipts.

iv)  Invitation

APPOINTMENT

1. Allappointments:- The Governing Body of the College has the power to delegate the
authority to make appointment to any person/Selection committee.

2. All appointments to any category of post shall be made by appointing authority on the
recommendation of the Selection Committee constituted by the Governing Body.

3.  Qualification and experience - For the appointment of teaching and non teaching staff,
AICTE/UGC/State Government norms, wherever applicable are followed.

4. Every applicant for employment is required to fill up and sign the prescribed/general
information form and undergo:

I.  Aninterview before a six member selection committee constituted for this purpose to
test their proficiency in the vacant/new job.
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10.

1.

II. Every person appointed must give his/her acceptance of the service rules of the College
governing his/heremployment.

. Appointmentsare subjecttopriorsubmission of proof of academic qualifications as may
be necessary.

IV. I?‘very staff member, before appointment, shall produce documentary evidence of
his/her date of birth as indjcated below:
a) A certified copy of date of birth as recorded in the Register of the
Corpomtion/Municipality OR
b) Matriculation/School Leaving Certificate.

All the newly appointed staff will be appointed on adhoc basis or on probation for a period of
12 moths. After completion of the period of 12 months the concerned HODs will review the
Perfonnance of the newly recruited staff and recommend confirmation of service. In some
Instances where a new staff member doesn’t meet the required standards the HOD may
recommend extension for a maximum period of two months and review performance. After
satisfactory completion of the period of probation the staff member shall be confirmed by the
Management in writing with effect from the date of appointment and he/she shall be
communicated of such confirmation in writing,

The services of any staff member on probation may be terminated without assigning any
reason whatsoever.

Any material misrepresentation or deliberate omission of a fact in the employment application
may be justification for refusal of, or if employed, termination from employment.

The College may make a thorough investigation of the entire work history and may verify all

data given in the application for employment, related doamments or oral interviews. Staff
members will authorize such investigation and the giving and receiving of any information
requested by the College and shall release from liability any person giving or receiving any
such information. Falsification of data so given or other derogatory information discovered
as a result of this investigation may prevent employment, orifemployed, may subject the staff
member toimmediate dismissal.

Every staff member, other than casual, part time, ad hoc shall be given a letter of
appointment before taking up his/her post. The letter of appointment shall state clearly the
type of appointment offered, probation, temporary, contract or against a leave vacancy.
The letter of appointment shall contain the terms of employment and other service
conditions. The staff member shall submit a signed copy of the appointment letter as a
token of acceptance which will be retained by the College.

Any staff member may discontinue his/her services in the college even after his/her
confirmation by giving one month notice or bypayingan amountequal toone month salaryin
lieuofnoticeprovided there are no dues outstanding against the staff member.

No member of the staff shall apply for an employment elsewhere without taking a written
permission from the Principal.
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12. It is the staff’s responsibility to read the Service Rules to familiarize him/herself with all

policies and procedures of the college.
OTHER EMPLOYMENT

a)  Nofull timelcachcr(includinglhch‘incipal/[)ircctor) of College is permitted to undertake any

part—time teaching / or remunerative assignment.

b)  No full time staff shall be permitted to engage himself/herself in any other remunerative

assignment not authorized by the college.

¢)  Anystaff (teaching and non-teach ing) contravening the provisions ofthese rules shall be liable

tosuch disciplinary action as may be deemed fit and proper.

No member of the faculty is permitted to apply to any outside authority in his/her attempt to

add qualification before confirmation in service and specifically permitted in this regard.
Age. ;

d)

Theappointingaulhoritysha]]prcscribe the upper age limit forany particular post. Every staff member
must declare on his/her first appointment, his/her date of birth according to the School / College leaving
certificate or birth certificate issued by Municipality / Corporation in original for verification of the
college, The date of birth once declared, admitted and recorded by the college / office shall not,

thereafter be altered and shall be considered as sole evidence his/her age, in relation to all matters
pertainingtohis/herserviceincluding the fixation of the date of retirement,

Probation.

All appointments against permanent posts will normally be on probation ordinarily for a period of
one year provided the Appointing Authority may waive it for exceptionally deserving candidate or
extend the period of probation for a further period. After satisfactory completion of the period of
probation the staff member shall be confirmed by the Appointing Authority in writing with effect from
the date of appointment and he/she shall be communicated of such confirmation in writing .Unless
confirmed in writing the staff member shall continue as a probationer.

PERFORMANCE APPRAISAL:

The formal written evaluation program is established to provide annually, a planned, scheduled,
opportunity for the staff member and HOD to meet and mutually identify, discuss, and document his/her
demonstrated job performance and accomplishments during a specified rating period.

The objective of staff member evaluation :

Indicates where he/she stands in relation to the expectations of the college, the department, and
students.

Assures mutual understanding of responsibilities and work assignments.
Serves as a source of assistance and guidance in improving and preparing for advancement.

All staff are assessed annually. It is not mandatory that temporary staff members be evaluated, but is
undertaken instances of unsatisfactory work performance of individual staff members. Unscheduled
performance evaluations may be conducted as often as necessary and is recommended when a staff member’s
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performance is less than satisfactory.

Performance Appraisal Review Process

Performance Appraisals shall be done for all staffmembers ofthe college. The appraisal will be done by

the immediate Head of the Department & Head of the College. The Governing Body monitors the

performance of teachers in achievin g academic goals, program objectives and course objectives.
GRANT OF INCREMENT:

Increment of any members of staff, teaching or non - teaching will depend upon the performance of

his/her working ability and satisfaction he/she givestothe managementindischarge ofhis/her duties.
PROMOTION

i) The faculty up gradation shall be considered strictly as per UGC/AICTE/State Government norms.

i) Upgradation ofother staffwil| notnecessarily depend solely on smiority.

i)  The following factors will also be taken into account:

a)  Past performance record
b) Potential for higher responsibilities

C) Punctuality and good conduct on and off the premises the categories of staff and the same will

bedecided asper requirement by the Goveming Body based onrecommendation forwarded by
thePrincipal/Director.

d  Good Performance in Interview
DEMOTION

A demotion is defined as a reassignment from one position to another position at a lower pay
grade or salary range. A demotion can also be defined as areassignment of duties to a lower level of pay or
responsibility even if there is not a change in the staff member’s job title or position. Involuntary
demotions may occur if work is eliminated, abolished or reorganized, as a disciplinary action or ifa
staffmember is unable to perform the work satisfactorily.

RESIGNATION

a) A permanent staff member, desirous of leaving the College, shall give three months notice or
forfeit three-months pay in lieu of notice to the principal before leaving

b) A probationer may terminate his service by voluntary resignation by filing with the
Director/ Principal / College management similar notice in writing at least one month in
advance.

¢)  Notwithstanding what is stated above, the management reserves its right to refuse or to accept
theresignation ofa staff member when disciplinary proceedings are pending against him or for
a breach of contract or for any otherreason. '

SUPERANNUATION/RETIREMENT
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a)

b)

All staff members would superannuate on attaining (after completion) the age of 60(sixty)

years. However, in exceptional cases, the service can be extended and hired as decided by the
appointing authority and or as per norms of theUGC/AICTE.

Thedateonwhich any staff memberattains the ageofcompulsory retirement shall mean the last
date of the month in which he / she attains the age.

TERMINATION OF SERVICE

i)

ii)

vi)

vii)

Thc? co.llege Teserves the right to terminate the service of any staff member by giving due
notl_ce 1n writing without assignin 8 any reason whatsoever or by paying the notice pay for the
equivalent period in lieu thereof as agreed upon from case to case basis .

The colleg.g shall have the right to dismiss/suspend the staff immediately without any
compensation whatsoever if the staff isfound guilty of breach of trust, insobriety, addiction to
drug.s or alcoholism, dishonesty, neglect of duty, negligence of complaint, moral turpitude,
crosion of conduct, which are considered detrimental to the Parishad/ College.

Services ofa probationer will stand terminated if not confirmed on completion of Probationary
period or of an extended probationary period. He/she would, however, be intimated of the
termination of service prior to the expiry of the probationary period or any extended period of
probation by giving one months prior notice. Likewise the probationer may terminate his/her services

by giving one month’s prior notice to the college.

If the management wants to terminate the services of any staff member on any reason/without
any reason within one month whatsoever can remove without giving any prior notice/gives one

moth notice or without notice with one moth salary in lieu thereof.

A temporary staff member’s service may be terminated any time by either party without any
notice

On termination of any staff’s services by the College, the emoluments due tohim/her shall be
paid to him/her after adjusting all amounts due from him/her to the college at the time of
termination. Such payments will be made as soon as convenient after the effective date of
termination but not before he/she has obtained clearance from the Head of the department that
he/she has surrendered all properties and documents/records of the department/college that
may be in his/her possession including his/her Identity Card, official email password,
Books/Journals/all assets of the college which are in his/her possession.

The final clearance shall be given to the finance dept. torelease the due payment.

PROVIDENT FUND

All eligible staff members shall subscribe to the provident fund scheme at a rate stipulated by the
Staff members Provident Fund and the Miscellaneous Provision Act, 1952.

GRATUITY

Gratuity shall be paid to the staff members according to the payment of Gratuity Act, 1972 in force
or any amendment thereof.
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INCOME-TAX

The College will deduct |
and terms declared by the Gove

alary of the staff as per the applicable rates
deductionsshallbeissued bythe

etotime. A pay slip indica

ing gross carningsand
prescribed formevery month.
STAFF MEMBER RECORDS

Every department in the college, m
vital employmeny information. To
responsibility of (he
address, telephone nuy
upd

aintains for cach staff member a personnel file th
ehsure that personnel records are up 1o date
o promptly notify in writing of
mail and person o notify in casc of emer
ate the academic achicvem

cnts that may enh
DISCLOSURE or INFORMATION

at contains
, it is the stafr
any changes in name, home

gency. It is also important to
ance their opportunities for advancement,

stafl member
nber, ¢ -

As a scrvice 1o sta
information pertaining ¢
particulars for (e purp
institutions). For this th

T members, {he college will furnish, upon written request from the staff,
0 his/her position in the college, years of service in the college and salary

0se of obtaining loan or for any other purpose (Banks or any other financial
¢ staff should apply through proper channel.

LEAVING HEADQUARTERS

No stafr member shall ordin

without prior permission of his/her
station for any rc

outstation address

arily, while on leave or under sus
leave sanctioning
ason, while applying for such leay
with phone number at which he/she
CONFIDENTIAL RECORD OF THE STAFF MEMB

(a)

pension, leave the headquarters
authority. If any staff member wishes to leave the
¢, he/she should communicate to the college the
may be contacted if necessary.

ER

Aservicerecord in the prescribed form with
Pay, promotion, other achievement and leav
cvery permanent, regular staff members.

particulars of date of appointment, revision of
€ account etc., is maintained by the college for
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CHAPTER -3
GENERAL RULES

These rules flpply to "'.l staff members, whether ad-hoc, temporary, part-time, contractual or
permanent, in the service of Gayatri Vidya Parishad College for Degree and PG Courses (A).

CODE OF CONDUCT
APPLICATION

The provisions contained in this shallapply, without exception, to all staff members of the college
w!mther, ad-hoc, probationary, temporary, part-time, contractual or permanent. Every staff member,
without exception, shall be liable to strict disciplinary action, including suspension and or termination,
ﬂ?r ,thc breach of any provision(s) of the code of conduct. The Disciplinary Authority shall initiate
disciplinary proceedings for non-compliance of the code of conduct/service rules/leave rules or any other
rulcs.ol‘ the college that may be in force from time to time by any staff and shall have the power to
appointan Inquiry Officer(s) to conductan inquiry into the charges against such staff member.

Every s!aﬂ' member shall be governed by the following code of conduct, which is not

exhaustive:

1) Every staff member shall at all times be courteous towards the management personnel,
parents, colleagucs, students, visitors, superiors and co-workers.

2) Every staff member shall maintain absolute integrity, a high sense of devotion to duty and
highstandard of conduct. Thestaff members shallbeloyal to thecollegeand abide by therules
andregulationsmade from time to time.

3)  Everystaff membershallcarryouttheworkassigned tohim/her by his/her superiorsconsciously
inaccordance with thespecificorgeneralinstructionsof his /her superiorsandshallmaintain

discipline at all times in the department or workplaces or premises of the college. He/ She
shall also co-operate with his/her superiors and co-staff members and not commit a

nuisanceand abetindisciplineamongothers.

4)  Nostaff member shall, at any time, indulge in maligning or falsely implicating the authorities or
superiors or college/college management or members of the staff.

Any daff member is required to accept any work allotted to him/her by the

5)
Principal/Director/HOD in addition to the work allotted to the particular post held by the
staff member, keepingin mind the culture and ethicsof the college.

6)  Staff members shall always be neatly dressed with full sleeves, in clean, ironed clothes while on
duty and shall keep their person and work-places tidy and clean and at all times maintain
cleanliness of the college.

7)  Staff members who have been provided with uniform/identity card shall wear it while on duty.
Uniform provided by the college shall not be worn during off-duty hours.

8)  Staff members shall take proper care of machines, tools, materials, equipment, furniture

and all other various property of the college, movable and immovable.
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9)

10)

11)

12)

13)

14)

16)

16)

17)

18)

19)

Staff members shall promptly report of an accident or hazard noticed by them on the
premises of the college and shall promptly do the needful to minimize the damage
forthwith,

All teaching/ non-teaching staff should be present at the commencement of the time fixed
and notificd to them. Late attendance by more than 5 minutes for three days in one
month shall entail forfeiture of » day’s salary/wages. No one will be allowed to attend the
College if he/she is Jafe by 45 minutes, and he/she will be marked “ABSENT”, except
with prior permission of the concerned authority and in that event half day Casual
Leave may or may not be granted at the sole discretion of the concerned authority.

No staff members are permitted to accept gifts in cash or kind from visitors, parents of the
students, contractors, businessmen or any other party connected with the activities of the
college.

NostafT membershalltamperor causetotamperwith the recordsornoticesof thecollege.

The staff member shall not communicate directly or indirectly any official document or
information to any other person/authority without prior permission from the authorities
concerned.

No staff member shall disturb the harmony and peaceful atmosphere of the college by
demonstration, shouting, speak loudly in any fashion whatsoever, or indulge in an act which
is prejudicial to the interest of teaching or peaceful working of the college.

No staff member shall indulge in quarrels, cross-talk, abuses, fights, violence or any other
disorderly or indecent behavior on the premises of the college.

Nostaff membershallmakea collection of money in any manner on the premises of the
college.

No staff member shall interfere with the work of other staff members, disturb or cause
annoyance to them or misbehave with them atwork.

No staff member shall smoke and shall not bring alcohol or intoxicant drugs to the college
premises orreporttoworkinan unfit condition because of previous indulgence in or under

theinfluence of intoxicants or drugs.
No staff member shall undertake employment while in service of the college other than his

duties connected with the college, or carry on, directly or indirectly a business or trade or
private practice relating to tuitions or associate him self/herself directly or indirectly with any

coachingclasses.
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20) No staflf member shal) Kknowin
discriminate against a student o
religion, place oforigin, social g

gly or willfully neglect hismer duties, moral or otherwise
rany other stafT member on grounds of caste, creed, language,
nd cultural background or any of them.

1
21) No staff member shall indulge in or encourage, any form of malpractice connected with

examinationor any othersocial activities; benegligentin orlatein correcting classworkorhome
workdonebystudents, inflict corporal punishment on a student.

22)  No stafl member, while marked present in the College, shall absent himself, except with the
permission of the principal from the class or duty which he is required to attend or
communicateany information which he may come across as a secret of the college.

23)  NostafT member shall indulge in disclosing any secret or confidential matter relating to the
affairsofthe college/college to an unauthorized person at any time.
24) No female stafT member shall be sexually harassed at the workplace.

25)  Copyright of all designs, drawings, formulas, charts, methodologies, inventions, etc., shall
be treated as “Work made for hire” and the intellectual property rights over the same
shall vest with the college.

35. Employees shall ensure that all information available to them during their employment in
the college are kept strictly confidential and she/he shall not disclose to any party except to the
extent necessary for the purpose of due performance of her/his service/discharge of her/his
duty to the college.

36. An employee of the college and his / her immediate families shall not derive any benefit or
assist others to derive any benefit from the access to the insider information about ?he
Institutions, including information which is not available publicly. Such insider information
may include among other things:

a) Data or information such as profits, earnings and dividends etc.

b) Investment decisions, assets revaluation, restructuring plans etc.

26) No staff member shall be allowed to be on leave which has been refused or such leave has been
cancelled and has been called to join duty.

27) Nostaff membershallrefusetoacceptanorderoftransfertoany ofthecollegeunderthesame
trust.

28) Astaff membershallnotcommitanyactwhichisdetrimentaltotheinterestand prestigeofthe
college.

CADTTADY B CORDESDONTIEAT

~CUR e TARY N CONRESAUNDC

meey e

Yo & ominmill)

L a0 -

WULLEGE ron wTURZE iv RUAGVISLS
[T h LI ADATI S 08 A
VISAKHAPATIAM-45

b



SAFETY REGULATION AND
1.

ACCIDENT PREVENTION
No unauthorized person shall o

perate or interfere in any way with the College vehicles,
cquipment, electrical connectio

norother assets belonging to the College.
Any staff member takin

. to
gunnecessary risks which mightinvolve personal danger, danger
others,or danger to bui

Idings or any other property will be liable to dismissal.

immediately
:\llcascsol’injuryarisingoutoforinlhemurscof:mploymml shallbereportedim
tothe Department l-lcndmimctorfl’rincipal

STOPPAGE OF WORK ORC LOSURE

1.

The management may at any time in the event of fire, catnstr(:nphe. brtnf(dﬂw‘\ ;’f
machinery or equipment or vehicles or epidemic, civil commotion, failure ol:ptm er Stll:)::)y
orwatersupply ornon availability of equipment or other causes beyond their cmjtl‘;ﬂ -ThI:
work in any department or departments wholly or partially .I‘or any penob.rwm.
procedure governing notification, payment of compensation to the laid-off staff membe
begoverned by the related provisions of the Industrial Act 1947,

i iceputon
Intheeventofany such stoppage thestaff member efTected shall be notified by; nozlhcc]:;n N
thenotice board assoon as practicalastowhen work will be resumed and whet erA ct);mﬁtv
remainorsuch stoppage shall obey orders and instructions issued by the College Au \



CHAPTER—4
LEAVE RULES

41 INTRODUCTION
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These Rules shall ¢
Degree and PG ¢ wull apply only to all the stalf members of the Gayatri Vidya P“”Shnd College for
cgree and PG Courses (A), Vv isakhapatnam,

GENERAL

I,
.

Vil

VIIL.

XI.

XIl.

X.

Lenve shal i .
all be availed by the staff after obtaining approval of the competent authority.

Leave shall be granted in nccordance wiith the “Rules”.

Leavei ivi
cisaprivilegeandnota right. Itmayberefusedor revoked by theauthorityempowered to
l‘ﬂ i . Y T i . [y
grant it. Itwould, however, gencrally begranted unless the exigencicsofservicedemand
otherwise,

Leave application shall be submitted in the prescribed form to the Head of the Department
who will approve such leave and all HODs should submit their application to the Principal

and/or Directorofthe College for approval,
TheleaveApplicationshallbesubmitted wellin advanceand ought tobesanctioned by the
appropriate authority before availing of the leave.

Arecord ofallsanctioned leaves shall be maintained in the office of the College and in the
concerned Department,

Any staff member who is placed under suspension shall not be granted leave.

The staff member is required to apply in writing for extension of any leave before it expires.

Staff members shall,before proceeding on any leave, intimateto the competent authority his/her
address.

Staff member on probation will be granted casualleave @ of 1 day (One day) for One month’
work.

Temporary/Casual and Part time staff members are not entitled to any leave. Absence from

duty shall be treated on Leave withoutPay.
Nopersonwho hasbeengrantedleave onmedicalgroundsshall

Resume duty without producing a medical certificate of fitness. If any doubt arises the
Competent Authority has every right to take second opinion from another doctor and his/her
decision shall be final and binding .Ifon acoountofsickness, any staff memberisunableto resume
his/her duties by the due date he/she shall inform the Competent Authority by sending the

medical certificateissued by a registered practitioner not later than two days.
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XIV.

XV.

XV1.

XVl

Availing of leaye with
out sanctipn IR N .
besides penal deductions, makes the staff member liable to disciplinary action

sanctioned op tele

phone except in case of extraordinary circumstances/sudden
shall however pe

No leave will be
illness etc, This
regularized immediately on joining the duty in writing.

Continued absge .
nee of more than six days, or repeated irregularity without intimation of any

kind may ren :
‘may : der the staff member liable to disciplinary action including termination of
Services besides penal deduction,

All employees who are r

egular on rojes are eligible | ; vhich may be
amended from fime ¢, t eligible for the following leaves w \

circumst ime. Any exceptions from these rules due to emergencies or rare
of th mé HCes may be considered by the Governing Body in its sole discretion. The decision
€ Lsoverning Body in (hjs regard shall be final and binding,

Casual Leave:

The tcaching staff are eligible for cight days of casual leave in a calendar year for

cmployees paid V| Pay commission scales for other teaching staff, the casual leave shall be
10 days in a calendar Yyear.

Casnal leave cannot be combined with any other kind of leave except special casual leave.
Casual leave can be combined with holidays including Sundays. Holidays or Sundays

falling within the period of casual leave shall not be counted as casual leave.

Un-availed CLs will automatically lapse at the end of the calendar year.

Alternative arrangements shall be made for class work/examination duty for any type of
leave and the class work examination duty shall be compensated later.

Leave shall be applied at least one day before in normal circumstances.
Special Casual Leave:

The teaching faculty are entitled up to 10 days of Special Casual Leave in a Calendar year,
at the discretion of the Principal in the following instances:

To attend examination duty of a University/Public Service Commission/board examinations
or other similar bodies/institutions.

to presentation of papers/participation in the national and international seminars,

to participate in programmes organized by academic institutions attached fo a statutory
board.

To appear M.Tech/Pre-Ph.D/Ph.D viva voce examinations.

Special casual leave cannot be accumulated, nor can it be combined with any other kind of




lIeave except casual )
p cave. It may be granted in combination with holidays or vacation.

Earned Leaves:

Employces a
ployees who have completed two years of service are eligible for earned leaves.
Earned leaves admissible shall be:

Teaching stafi/st: :
a\'(mc tl:lﬁ-‘;l'ﬂlT/s:a:::ffrnm vacation department: 6 davs per annum
~—teaching staff/s - . . : p
& stallstaff from non-vacation departments: 30 days Per annum.

Earncd Icaves at the credit of a staff member shall not accumulate beyond 180 days in total
period of service for teaching and 360 days for non-teaching staff.

The maximum ecarned leave that mhy be sanctioned at a time shall not exceed 60 days.
Earned leave exceeding 60 days may, however, be sanctioned in the case of higher studies

or training or leave with medical certificate,

When the teaching staff combines vacation with earned leave, the period of vacation shall
be reckoned as leave in calculating the maximum amount of leave on average pay which

may be included in the particular period of leave.

In case where only a portion of the leave is spent outside India, the grant of leave in excess
of 180 days shall be subject to condition that the portion of the leave spent in India shall not

in the aggregate exceed 180 days.

The non-teaching staff who have completed 10 years of service in the institution and retire
from the service on the attainment of superannuation or dies while in service are eligible to
encash the earned leave held at their credit at the rate of average monthly salary drawn

during last 12 months.

Half Pay leave:

Half Pay leave is applicable to the staff who complete 2 minimum of two/three years of
service in the College.

The Half Pay leave may be admissible to permanent staff both teaching and non teaching
shall be 20 days for each completed year of service and in case of Medical Grounds or on
grounds of higher studies, it shall not exceed a maximum of 360 days during the entire
service. A “Completed year of service” means continuous service of specified duration ( 240

days as per law) under the college and includes periods of absence from duty as well as

including extraordinary leave.
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The half pay leave can be Commuted to full pay leave not exceeding half of the amount of

half pay leave due by surrendering equal number of days of half pay leave at his/her credit.

Maternity Leave:

To avail this facility n women employee should work at least one year on regular basis.

The College permits Maternity leave for period of not exceeding 120 days to a women

employee/faculty at a time, to be availed twice in the entire period of service.

All confirmed women employees, are cligible for Maternity leave. However, the
management may, at its discretion, also allow an employee under probation to avail

maternity leave, and extend her probation period by the same duration.

Maternity leave shall be limited to an employee’s first two confinements and must be

spaced by at least 3 years (except in case of a miscarriage).

Maternity leave may also be granted in case of miscarriage including abortions subject to
the conditions that the total lcave granted for this purpose to a women employee in her
career is not more than 45 days, and the application for such leave is supported by a

medical certificate issucd by/certified by the registered medical practioner.

The employee shall inform the HOD at least 8 weeks prior to proceeding on leave with

appropriate Medical Certificate.

Maternity leave may be combined with earned leave, half pay leave or extraordinary leave
but any leave applied in continuation of maternity leave may be granted if the request is

supported by a medical certificate.

After availing the maternity leave, the women employee should serve the institutions for a
minimum period of two years by producing an undertaking by the concerned teacher at the
time of grant of maternity leave.

ML will be in addition to other leave facilities of the College and shall not be prefixed or

suffixed with any other kind of leave.

Extraordinary Leave:
(1) A permanent employee may be granted extraordinary leave for maximum period of

3(three) years specifically for study/academic/medical purposes.
(2) Extraordinary leave may be granted when no other leave is admissible, and when the

employee applies in writing for the grant of extraordinary leave.
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¥s be with i
act count for increment, out pay and allowances, extraordinary leave shall

Sabbatical Leave/Aca

demic Leave:
(1) Permanent, fy)) e

-time teachers of th
service a Lecturer Rcader/Profcsso

granted sabbatical leaye to underta

¢ Institution who have completed seven (7)years of
s appointed/ratified by a competent board may be

f ke study or research or other academic pursuits solely
or the object of increasing (hejr profi

: clency and usefulness to the institution and higher
education system.

(2) The duration of leave shall not exc

ecd one year at a time and two years in the entire career.
(3) A Teacher who has

already availeq “Study

5 Leave” or leave for study purpose would not be
entitled to the sabbatical leave,

Provided further that sabbatical leave shall nof be granted

ars from the date of teacher’s return from previous” study
he study purpose.

until after the expiry of five ye

Leave” or any other leave for ¢

(4) During the period of sabbatical leave, the teacher shall he paid full pay and allowances
(subject to the prescribed conditions being fulfilled or stipulated at the time of grant of

sabbatical leave), if the teacher docs not get any monitory benefit.

(3) A teacher on sabbatical leave shall not take up during the period of that leave, any regular

appointment under another organisation in India or abroad. He/She may, however, be

allowed to accept a fellowship or a honorarium or any other form of financial assistance,
other than regular employment in an institution of advanced studies. In such cases, the
Institution will protect the remaining part of their regular salary/remuneration.

(6) The academic/research programme to be followed during sabbatical leave shall be
submitted to the Institution for approval along with the application for grant of leave.

(7) On return from leave, the teacher shall report to the institution, the details of studies,
research or other work undertaken during the period of leave.

(8) If one goes on sabbatical leave to work in another intuition of higher studies/research on

fulltime basis with full pay, he/she will not be paid any kind of remuneration from the
college.

Special Leave for Pursuing Research .
This leave shall be given, on a case to case basis, to those who have registered for the Ph.D

and cleared their pre-Ph.D course work, for a maximum period of a fortnight.
Lien / Deputation:

Lien / Deputation may be granted, depending on staff position, and entirely at the
discretion of the Prihcipal / Management to work elsewhere for a period of 2 years,
extendable in exceptional cases, only when an employee has put in more than 5 years of
Regular Service.

174
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Compensatory Off

If an employce is calleq
upon t i
ey 0 work during the weakened or a public holiday for more

cquivalent compensat
0 - |
half a day full day, ™Y off may be permitted by the Principal in units of

Medical Leave :

Pt
.

All permanent staff .
pay. members may avail of 10 days Medical leave in a leave year with full

!-)

If the co »

time hc;lc:rncd staff member is required to avail of medical leave more than 3 days ata

illnc;s . She must submit medical leave applications within 24 hours on the onset of
pported by a medical certificate issued by a Registered Medical Practitioner.

No medical certificate is required up to 3 days (Three Days).

Grant of Medical leave to staff members who are out of station even if their applications

are supported by certificate issued by outside Registered Medical Practitioners depends
only at the discretion of the competent authority.

No staff member shall leave the station during the period of any Sick leave without the
prior permission of the competent authority in writing.

Maternity Leave :

To avail this facility a women employee should work at least one year on regular basis.

The Institute permits Maternity leave for a period of not exceeding 120 days to a women
employee/faculty at a time, to be availed twice in the entire period of service.

All confirmed women employees, are eligible for Maternity leave. However, the management may, a

its discretion, also allow an employee under probation to avail maternity leave, and extend he

probation period by the same duration.

Maternity leave shall be limited to an employee’s first two confinements and must be spaced |
at least 3 years (except in case of a miscarriage).

Maternity leave may also be granted in case of miscarriage including abortions subject to t
conditions that the total leave granted for this purpose to a women employee in her career is I
more than 45 days, and the application for such leave is supported by a medical certific

issued by/certified by the registered medical practioner.

The employee shall inform the HOD at least 8 weeks prior to proceeding on leave ¥
‘appropriate Medical Certificate.

Maternity leave may be combined with earned leave, half pay leave or extraordinary leave

any leave applied in continuation of maternity leave may be granted if the request is suppc
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by a medical certificate,

time of grant of maternity leave,

Maternity Leave will be in addition to ofper |

prefixed or suffixed with any other kind of leay,
STUDY LEAVE
1.Study leave may be granted to confirmed

years of continuous service and not retiring

research work directly related to his/her w
recommendation of the Director,

decide the duration of the leave g

2. Study

eave facilities of the Institute and shall not
e

full time faculty after completion of fiv
within next five years, for advanced o
ork by the Competent authority on th
if approved by the competent authority, they will als
nd the other terms.

length of VC c-armot be claimed as a right by any staff member cither on the basis «
ngth of service or because other of similar or inferior status have been granted suc

leave. It will be granted as the College feels the need for any staff member with a speci:
type of training,

3. Eglg“t for study Leave should be initiated by the staff member through the departmer

4.  Study Leave will normally be given only for the purpose of a specific study

program/Training in any university or College, details of which must be given in the
application.

5.  Study Leave may be granted for maximum 2 — 3 years.
6.  Study Leave may be granted without pay.
Leave on Loss of Pay:

1. Underextraordinary circumstances Leave on loss of pay may be granted at the sole discretio!
of the management and the nature of the exigency shall be clearly recorded.

2.  LeaveonLossofPayifnotsanctioned by themanagementsuch period ofabsencewillbe counte
as break in service for anypurpose.

NO WORK NOPAY

Inallcases of absence from duty withoutleave or permission orwhereany staff memberfailsto

dischargehis duties, the principle of ‘no work no pay’ shall apply.
SANCTIONING AUTHORITY

Sanctioning Authority for any kind ofleave shall be as

follows: For Teaching & Non teaching Staff - Respective

HOD
For HOD (Teaching & Non teaching Staff) Principal/Director

&
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CHAPTER -5
JOB RESPONSIBILITIES

WORKING DAYS

~ The working days of the College shall be from Monday to Saturday. The College shall observe 2
minimum of 90 teaching days per semester which means at least 180 teaching days duringan academicyear.
i owever,special classes may be arranged, as and when, the need arises.

WORKING HOURS

Normalworking hours of thestafl members will bein terms of the college rulesand regulation, to
theextent applicable to the staff members,

Festival Holidays

Festival holidays of the college shall be as per the University/State Government.

Responsibilities of Teachers

Responsibilities of the teachers of the College will be in terms of the UGC/AICTE rules and
regulaﬁon,

COMPLAINTS,GRIEVANCES & PROCEDUREFORITSREDRESSAL

() A grievance means a controversy between any staff member and staff members on one
hand and the management and staff members on the other hand in respect of wages, payment,
transfer, leave, promotion, working conditions and matters involving interpretation of existing
legislation but excluding a matter connected with punishment or disciplinary action.

(i) Whatever the type of grievance may be, the aggrieved person/persons shall be given a patient
hearing that grievance be settled as promptly as possible on the basis of facts in a climate of
mutual confidence and respect. The endeavor shall also be that the grievance is settled at the

point of its origin.
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APPENDIX A

RESP'ONSIBII..]T'IESOFTEACﬂ ERS

(Thisisasper:\l('I*ENotil'icntion)

5

Classroom

Rescarch &

Academic & Administrative

Ssea

Extension Service

Instruction Development Management of the College

Activitics and

Research

Guidance
Laborat-ory Industry Policy Planning,Monitoring & Interaction with
Instruction sponsored Evaluation and promotional Industry & Society

projects activities both at department

and Collegelevel

Curriculum Providing Design and developmentof Participation in
Development Consultancy & new programme Community services

Testing service
Developing Promotionof Preparing project proposals for Providing R & D
Learning Industry, fundinginareasof R&D work, support and
Resource College, Laboratory Development, consultancy services to
Material & Interaction Modernization, Expansion etc Industry and other
laboratory andR&D User Agencies
Development
Students Administration ~ both at | Providing non- formal
Assessment & departmental and | modes of education for
Evaluation collegeallevels the benefit of the
including community ‘
Examination
work of
University
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(i)

(ii)

(il

SERVI
(i)

(i)

(i)

(iv)

THE FORMAL PROCEDURE F "
WOULD BE AS FOLLOWS; | E1TLEMENT OF THE GRIEVANCE

That the sta

wil“lytorcsgv':;::‘:::::: first takeuphis grievance in wriing o histher 110D and 1OD

theDirector. The director :cl“"h""hrceda)'s.lfnothc/shcwillfnnvardsuchgricvanccstn

Py o wi Iry.to settle the issue within 7 (Seven)days. If the matter is
e director, then it will be forwarded to principal and, the principal will

Sﬂtley thc o fﬂn mcm i i i

In case th i i

ko h:oslall'f member is not satisfied with the reply given by the Principal and if he/she s0
sheor she may submit the grievance to the Management whowould try tosettleitas

carlyaspossible,

:hc. l:la‘fﬂgcmcnt in consultation with the GOVERNING BODY of the college would take a
CCI.S onin thematter and the same will be conveyed to the staff member preferably within a
period of ONE month.

CE OF NOTICE

A matter required to benotified under thesc rules and any notice by the management to the staff
member in the college shall be displayed on the notice board. When so displayed, such matter or
notices shall be deemed to have been communicated to all the staff members.

A notice or letter of communication intended for any staff member may be delivered to him
herpersonallyin the premisesof the college. Thestaff mem berisbound to receive thenoticeand
acknowledge the same. Refusal on the part of the staff member to accept the letter of
communicationwillalsorender the staff member liable to disciplinary action.

In the case of any staff member who is absent or on leave, any intended notice or letter of
Communication shall be sent to him/her by registered post-with ackn owledgement-due to the
last recorded address of the staff member or through email or any other means of communication shall
be deemed to have been served on him/her. When such 2 registered letter, communication or

notice is returned undelivered for any reason, and if a copy of the said letter, notice or

communication is also sent under certificate of posting it shall be deemed to have been

served.

A matter required to be notified under the rules and a notice or communication by the

Principaltothe staff member will be inEnglish.

INSOLVENCY,HABITUAL INDEBTEDNESSANDCRIMINALPROCEEDINGS

)

(if)

er shall so manage his/her private affairs as to avoid habitual indebtedness or

The staff memb
recourse to

insolvency. When a staff member is found liable to be arrested for debt or has
insolvency or when it is found that a majority of his/her salary is continuously being
attached, he may be liable to termination. Any staff member, who becomes the subject of

legal proceedings forinsolvency shall forthwith report full facts to the College authorities.

Any staff member who involved in any criminal proceedings shall immediately inform the

competent authority through the Head of the Department to which he/she is attached,
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;rrespectiveof thefactwhether he/she hasbeen released on bailor not. Thestalf member whois
detained in police custody whether on criminal charge or otherwise for a period longer than 48
hoursshall remain suspended until further orders from the Chairman of the Governing Body.
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PART—

CHAPTER-6
CONDUCT, DISCIPLINE & REVIEW RULES

[ CONDUCTRULES

(i)

(i)

Every stalT member shall confirm to and abide by the rules incorporated herein and shall
ohse-n'e.: comply withand obey all ordersand directions which may from time to time, be given
iy h"? in the course of his official duties by a person or persons under whose jurisdiction,
superintendence and/or control he may, for the time being, be placed.

Everystaff member shalluse hisutmost endeavour to promotetheinterestofthe Collegeand
shallshow courtesy and attention inali transactions.

(i) Donothing which is unbecoming ofa staff member of the College.

6. 1.2.

)

(i)

INTEGRITY

Everystalf member willatall times maintain integrity and devotion to hisduty and acttothe

bestofhis judgmentin the performance ofhis official duties or in the exercise of powers
conferred on him.

Everystaff membershallalsotakeallpossiblestepstoensuretheintegrityand devotiontoduty
ofallthe staff members for the time being under his control and authority.

6.1.3. MISCONDUCT

A.

Misconduct, Penalty for Misconduct, Disciplinary Proceedings

The term ‘misconduct’ denotesan offence oranactofcommission oromission on the partof thestaff
member which falls within the general connotation of the word misconduct as understood
generally and shall be deemed also to connote an offence or acts of commission or omission under or
against rules, regulations and practices of the college detailed in the clauses of the service rules,
specially clauses of the code of conduct without prejudice to the generality of word the misconduct
the following acts of omission or commission shall be treated as misconduct on the part of a staff

member.

1. Lateattendance or absence from duty without notice or permission.

2.  Leavingtheplaceofworkduringworking hourswithout permissionorabsencewithout
permission from the place ofwork.

3. Laziness, inefficiency or carelessness for work.

4. Obtainingleave or attempting to obtain leave on false pretences.

5. Refusaltoaccept,receiveortakedeliveryofnoticeorletter orany communicationfromthe
College Authorities.

6. Borrowing or lending money on the College premises.

7. Improper or discourteous behavior towards others, shouting, speaking loudly or making a

nuisance and noise on the college premises.
> i w
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10.

1.

12.

13.

14,

16.

16.

17.

18.

19.

20.

21.

22,

23.

24,

26.

26.

v * - Aoy Q
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Latcattcndanccforthrcedaysinam
onthorab . ]
appropriate authority, sencefromdutywithoutintimationtothe

Failure to reporta disease by the staff member which may endanger oth
rotners.

Using collegial facilities unauthorized for personal gaj
¢ mn.

Sleeping while onduty,
Neglect of duties assigned to the staff members

Entering i
ingasection or department except for purposes of assigned duties.

Late coming or absence of a habitual nature,

Failurctor
| toreport for duty whenleave has been refused or when leave has been cancelled and
the staff member has been called back to duty.

EngﬂgmgmprlvatcworkortradcwithinthcCollcgcprcmiscsorengagingin thesameora

different professionoutside theschoolwithout thewritten permission ofthe principal/Head
of Department.

Failuretoreportatoncetosuperiorsanyaccidentorahazardnoticedinside the premisesor to

report promptly any occurrence or defect or mistake which might damage the property of
thecollegeor that of any others,

Anactofconductwithinand/oroutside the premiseswhichislikely toendanger thelifeor the
safety or the good name of a person.

Failure to observe safety instructions or make use of safety devices provided by the
management or failure to take preventive measures.

Unauthorized handling or misuse, mishandling ofa machine,apparatus,equipmentor
material.

Failuretoreport thelossoftools or materials entrusted to him inthe performanceofdutiesor
failure to account for thesame.

Using indecent language or making false allegations against co-staff members or others,
speaking in an abusive manner to superiors or others.

Insubordination or disobedience whether alone or in union with others; on-compliance ofan
order of a superior, or instigating others to insubordination or disobedience.

Refusal to accept or obey an order of transfer from one job to another or from one
department of other of the college or another college belongs to Gayatri Vidya Parishad

institutions.

Furnishing false or incorrect information/credentials or withholding relevant or pertinent
information at the time of appointment or any other time.

Trespassing or forcible occupation ofa portion of the premises, unauthorized use or occupation
ofthe accommodation or refusal to vacate the same when told to doso by the College

.
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27.

28.

28.

30.

3.

32.

33.

34,

35,

36.

37.

38.

39.

40.

41.

Authorities,

Disclosing to an unauthoriz
information affecting the
functioning of the college,

ed person,

without written fssi
Dterest of ¢ permission of the College Authority,

he college with regard to procedures, practices and

Gambling within the premises of college,

Bnngmtg liquor or other intoxicants, incl
consuming intoxicants in college/college prem
becauseofprevious indulgence in or under the

bc‘haviour in the premises of college or inside
with employment.

uding addictive/drugs to the college/college,
ises, or reporting for work in an unfit condition
influence of an intoxicant or disorderly indecent
the premises, where such behavior is connected

Possessing firearm
s, other weapons or other articles i
articles in the premi i :
ofthe college or persons. premises detrimental to the security

Soliciti i : :
iting, demanding, collecting or canvassing for money from anyone, or sale of any kind of

tick ithi i
ickets/ goods within the premises for a purpose or reason without prior permission of the
College Authority.

Creating disturbance or nuisance inside or in the immediate neighborhood of the premises

including its residential sector by fighting, Abusing, threatening to assault other staff
member/s,other riotous or disorderly behavior.

An act subversive of discipline or good behavior in the premises or outside the premises if it
affects the discipline or administration or reputation of the college or has a bearing on the
smooth and efficient working of thecollege.

Intimidating other staff members by threats pressures or other means, with a view to
preventing them from attending to their duties or to join in a group.

Erection, inscription, exhibition of a matter whatever at any corner of the property of the
college including its building, walls, fences, trees, boards or vehicles, disfiguring of an
inscription, noticeor publication put up by the college.

Unauthorized removal from or affixing of notice on the notice-board or any other place in the
college or its premises.

Preaching, carrying on or canvassing for religious or political activity on the premises, in any
manner whatsoever, without the prior permission of the College Authority.

Organizing, holding, attending or taking partin the meeting, exhibition, sticking or distributing
handbills, notices, leaflets, pamphlets or posters in the premises or in its immediate

N
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42.

43.

A4.

4b.

46.

47.

48.

49,

50.

51.

62.

63.

64.

65.
66.

67.

58.
69.
60.

61.

ncighborhood without prior permission of the College Authorit
ority.

reaching of or inciti i i rs
Pre: .g citing disaffection or violence in relation t peop
concerning the college. TreRme

1olding a meeting witl - )

g othiere tOjiin il:“'::)DCM|?s:on, staging or participating in demonstration, shouting,

metersfromthe b groupaction or picketing within the premises or withina radiusof50
1¢ boundary of the college/college premises

Participating in a strike or
§ stay-in-strike or abetting, inci i
9 nc ] . € ¢
furthcrance ofa strike or stay-in-strike y e

Dclay in the
y performance of work or go slow in work or instigating thereof.

Gheraoin : .
coll corg or Su_rm"“d'"g or forcibly detaining the superiors or other staff members of the
cgeor resorting to hunger strike or similar action in or outside the premises.

Obstructingthe A
college. gthcmovementofgoods, personsorvehiclespertaining totheactivitiesofthe

Willful damage to work-in-progress or to the property of the college.

Indulging in an act of sabotage, affecting thereby the smooth functioning of the college.

Commission of an act subversive of law which amount to a criminal offence involving moral
turpitude whether committed within or outside the premises of the college offence
punishable under the Indian Penal Code whether committed inside or outside the college or
convictionbya courtoflaw for a criminal offence involving moral turpitude.

A conduct prejudicial to the interest or reputation of the college oran act of conduct

involving moral turpitude inside or outside of the premises.

Habitual breach ofastandingorder,service rulesor any other regulationsin forceinthe

college.

Commission of any act subversive of discipline or good behavior.

Taking privatetuitionswithoutthepermission ofthehead of thecollegeor running coaching

classes.
Refusal to go for a health check up to outside doctor

Willfully and deliberately destroy the property of the College

Aftermarkingattendance and leaving thcCollegewithoutpriorpcrmission oftheCollege

Authority.

Misbehaving with students/parents/guardian

Dereliction of duty

Willfully and deliberately not taking classes as per the schedule of routine
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Poor performance for teaching students in the classes
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62.
63.
64.
65.
66.

67.

68.

69.

70.

1.

T2.

Instigating the students against the College Authority

Not wearing uniform allotteg by the College

Not wearing Identity card during working hours

Refuse to comply any reasonableinstructions of the College

Authority/superiors
Illegal confinement of managementstaff

Writing ofanonymousletters andthreatening, criticizing thesuperior orany colleague, peer
orany subordinatestaff of the College

Approaching higher authorities for personal promotion or favour or gains whether directly or
through other people.

Refusal to actina higher position, if offered by the management

Misappropriation and defalcation of College fund

Violation of order regarding attendance and discipline Joining or continuing to bea
member of

an association theobjects ofwhich are prejudicial totheinterestofthe Collegeor
publicorderor morality.

Pasting any poster against the Management inside the college premises or without prior
written permission from the Management.

Penalties for Minor Misdemeanor

1.

2.

Censure

Warning

Withholding an increment or promotion to the next higher grade.

With holding of annual increment including stoppage at an efficiency bar with or without
cumulative effect, recovery from pay or from such other amount as may be due to the staff
member of the whole or partofany pecuniary loss caused to the college due to negligence, by

breachofordersonhispart, being considered for future employment in any capacity in the
college.

Penalties for Major MisdemeanorA.

1.

2,

Suspension without pay and allowance.
Reduction to a lower post or grade or to a lower pay scale.

Dischargeor removal from service which does not disqualify thestaff member from being
considered for future employment in any capacity in the college.

Dismissal from service,which debars the staff member from future employmentinany
capacityin the college.
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owing shall not amount to penalty within the meaning of
ng of the rule
gtoppageatthe efficiency b .
; Cy bar on grounds of unfitness to cross the ba
r.

Retirementofthestaff memberi
B fetirement. inaccordancewith theprovisionsrelatingtos
uperannuation or

5, Discharge ofastaff memberappoi
ppointed on 2 za,
of leave Or suspension. nashortterm officiating vacancy caused by the grant

4, Compulsox y retirementatanageb
t tl g Cl()w ﬂ]e pl CSCrI ide age fﬂ ﬂﬂrmﬂl Ct'
I retirement.

PART - II
DISCIPLINE & REVIEW RULES
6. 11.1. DISCIPLINARY AUTHORITY

Dpisciplinary Authority means th i ;
Rule2. ty e authority competent toimposeany of the penalties specified in

pisciplinary Authority for various grades of staff members shall be as follows:
(i) For Director / Principal - Chairman of the GOVERNING BODY
(ii) For all staff members of the college- Director / Principal

6. I1.2. PENALTIES
Thefollowingpenalﬁesmaybeimposedonanystaff member formisconductcommittedbybimor

foranyother good and sufficientreasons.

(a) Censure/ warning
ountsasmaybedue tohim of thewhole orpartofany

(b) Recoveryfrompayorotheram
r breach of orders.

pecuniaryloss caused to the College by negligence 0

(c) withholding of promotion for a specified period.
(d) Demotion to a lower postortoa Jower salary slab
(e) Dismissal or removal from service

f Compulsory retirement

(9) Reduction (Demotion) inrank

6. 11.3. SUSPENSION

TheChairman ofth
memberunder suspension pe

¢“GOVERNING BODY”an d/orDirector/Principal mayplacean staff

nding further action in the following cases wherein:-

(a) Disciplinary proceedings against him/her are contemplated or pending.

(b) Acase against him/her in respect of a criminal offence isunder investigation or Trial

o
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: ) Deemed suspension for being i
: SUBS'STENCE ALLOWANCE Ing i CUStOdy for48 hours,
TR staff ?ﬂemb@f und?r suspension shall be entitled to d j
' paylastdravn by him/her for the first three months raw subsistence

£ any person is suspended beyond ninet
LI - ninetv d-
fourofhis L Sa]a[ye;'rOVi(;ﬁ;cfy days the subsistence allowance shall
sinety days for reasons directl’ t ed that where such an enquiry is prol SRR
: ly attri hquiry ts prolon
- jhoperio Siiciding tine dY tributed to the staff members, the subsi ged beyond period of
. when a suspended y days bereduced toonc fourth ofh sistence alfowance shall, for

i~ When a suspende staff member i 10f his salary ’

i A ) er is exonerated after discipli ‘
criminal prosecution against a suspended staff me hﬁﬂer disciplinary proceedings or where a
allowance of such a staff talf member ends in an hon E
! me ; : orable acquittal, the s:

isticihed mber minus the subsistence allowance recei : 'Jhmlmand
v she was suspended shall be paid to him/1 sl

o payment of subsistence Ll

allowance shall b
the effect thathe/shei shall be made unlessthe taff member furn ificat
‘ isnot ¢ j er furnishes ¢ ‘
notengaged inany other employment, business, profession orquir;:ﬁwc !
s DUSINESS, PrOIes: ion.

5,11.5(.) PROISED.W }«‘OR DISCIPLINARY ACTION
i o order of punishment shall be issued wi '
ed w s
for éxplanation ithout the staff member’s having been given an opportunity
(i) The staff membe .
i statin;;}z: l::.oncer;lcd shal? be issued a charge sheet along with all relcvant documents
isconduct,calling foran explanation within the periodspecifiedinthe charge

o
lowance equal to 50% of the

sheet,
iy IfthestafT member concerned choosesnottoreply or furnishe
the d'lsuphnary authority is unsatisfactory, the Disciplinary Aut
appoint an enquiry officer and a presenting officer.

(iv) The staff member concerned should be asked to be present at t
against him when called upon to do so.
at the inquiry session for reasons which the en

ed ex parte in his absence.

s an explanation which according 10
hority may order for an enquiry and

) he assigned time for inquiry into the
all'eged mscogduct If the staff member charged with
misconduct fail to appear quiry officer considers

unsatisfactory, theenquiry shall proce

permitted 10 be_assisted by a co-staff member of the

aff member subjected to inquiry shall be
the inquiry-

and shall be

v) The s
ermitted toassist of defendhimin

college. No outsideror legal practitioner shallbep
(vi) The staff member shall be permitted to produce his/her oral /document any gvidence
the charges and alsoto produce witnesses,

permitted to Cross-examine awitness deposing in supportof

if any, in his defense.
examined at the enquiry session Of ither side shall be recorded by

The statements of the witnesses,
0. The Disciplinary Authori

asreprescntativeofthemanagementtor

members ora legal practitioner

gOfficer.
sandwhetheraﬂoranyof

ty may app oint any of the staff
epresentinthe enquiry asPresentin

sionoftheenquixy,the enqujryofﬁcershallrecordhisﬁnding

against the staff member ar
the disciplinary authority.
med shall be furnished with

the E.
(vi) On theconclu
the charges Jeveled reasons and will submit
the enquiry report to

The staff member conce

¢ established together with

a copy of areport of the inquiry officer by

(viil)

s

o e
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the Disciplinmy Authority in writing inviting the delinquent staff members submission theret

‘ == 1ereto on

ceipt of such submission the D.A. shall consider the findings of the E.O. and the submission theret
0. reto,

ereaer depending onthefactsand circumstances of such case, the DA shall cometo his findings, and

givethe charged stafl memberanoticein writing stating the action proposed to betakenwith regard

o him and calling upon him to submit within the specified time, not exceeding two weeks such

rcpresemation as he may wish to make against the proposed action

oOn receipt of the representation if any, made by the staff member, the disciplinary authority shall

determine thepenalty, ifany, tobeimposed onthe staff memberand sameshallbe communicated to
himinwriting.

If, onthe conclusionofthe inquiry of the criminal proceedings asthe case may be, the staff member
has not been found guilty of the charges framed against him, he shall be deemed to have been on

duty during the period of suspension also and shall be entitled to the same salary as he would have

received ifhe had not been placed under suspension.

Notwithstandingtheaboveprovisionitshallnotbenecessarytofollowtheprocedure mentionedabovein

pe following cases:

i.

Where anstaff memberis dismissed orremoved or reduced in rank on the ground of conduct which
led to his conviction on criminal charge in a Court of Law.

Where theauthority empowered todismiss orremove the personortoreducehimin rankis satisfied
that for somereasontoberecorded by thatauthorityin writing, itisnotreasonably practicableto give

to that person any opportunity or showing cause, or to hold enquiry.
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CHAPTER-7

TERMINATION
RGE ON MEDICALGROUNDS

The principal may ask an staff member at any time to appear before adoctor so approved by thecollege
for the purpose. If in the opinion of the doctor, the staff member is found incapacitated rendering
him physically or mentally unfit for work which he/she has been doing, and in the opinion of the
doctor the chances of his becoming fit again for the same work are considered remote, he/she
may be discharged by the competent authority on grounds of ill health.

Failure to submit himself/herself for medical examination as required by the Competent Authority

will render the staff member liable to be deemed as medically unfit and consequently discharged from
service.

TERMINATION WITHOUT INQUIRY

(a)

(b)

The Competent Authority may terminate the services of a permanent staff member on reasonable

grounds in the interest of the college by givin g three-month notice or one month salary in lieu of
such a notice.

Notwithstanding anything contained in this rule, no notice shall be necessary in the termination of
service of aprobationer.
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