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6.2.2 - The functioning of the institutional bodies is effective and efficient as visible from
policies, administrative setup, appointment and service rules, procedures, etc.

At the top of the structure is the management. The institution is the flagship institution of
Sir C R Reddy Educational Institutions, an old and prominent philanthropic society well
known in the state. The elected governing body of the management oversees the
functioning of the institution. Its representative in the institution is the correspondent. The
principal of the institution is the head of the institution and looks into both academic and
administrative matters and acts as a bridge between the management, staff and students.
Administrative officer works with the principal in executing general administrative works.
Head of department is responsible for the functioning of the department as per the laid
down policies of the institution and is answerable to the principal. Head of department
prepares budget estimation for the department for its operation, maintenance and
development. Head of department constitutes various committees at the department level
for smooth implementation of Governing body is constituted as per the guidelines provided
by AICTE. The Governing Body meets twice a year and the minutes are recorded. The
attendance is generally 80%.

Composition of the Governing body:

Composition and List of Governing Body Members

SI.No Name of the Member Designation
Sri ALLURI INDRA KUMAR
1. President, Managing Committee, Chairman

Sir C.R. Reddy Educational Institutions

Dr. M.B.S.V.PRASAD
2. ' e Member
Secretary

3 Sri KILARU PRABHAKARA RAO Member

Joint Secretary

Sri CHITTURI JANAKI RAMAYYA

4. Member
Treasurer
Sri JASTI MALLIKHARJUNUDU

5: Member
Correspondent
Sri. K. HARIRAMA KRISHNAMA RAJU

6. : y ; . Member
Managing Committee and Designated Representative

2 Prof. M. KUMARA SWAMY Member

' INTUK Nominee

8. AICTE Nominee Ex-Officio Member
Prof. P. SURESH VARMA

9, APSCHE Member
Sri. B. K. SURYA PRAKASH

10. Regional Joint Director of Technical Education Ex-Officio Member

A.U. Region Kakinada

11. | Sri. ADUSUMILLI VENKATA SUBRAHMANYAM Member




Industrialist

Dr. A. SRINIVASA REDDY

12, Professor Member
Sri. KATTA MIRANJI
1. Assistant Professor Member
14, Dr. K. Venkateswara Rao Ve

Principal, Sir C R Reddy College of Engineering

Functions of the Governing Body:

The Governing Body has been constituted as per AICTE norms, New Delhi and is the

supreme administrative body of the institution.

1.
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To formulate the policies of the institution with regard to academics, R &D and other
activities.

To discuss and suggest the annual budgetary allocation towards infrastructure,
Academic, and Research & Development.

To monitor the progress of academic and other related activities of the Institute.

To approve the recommendations of the Staff Selection Committee.

To approve the important decisions and amendments as required by the Institute.

To suggest the innovative ideas in improving the quality of the education.

To ensure the implementation of the recommendations of the Governing Body.

The organization chart of administrative setup along with the functions of the various

bodies is given below.

All other academic and administrative bodies, their memberships, functions, and

responsibilities, along with frequency of the meetings are given below.




Administrative set up

S.No

Position

Responsibilities

Management
Committee

Chief patron of the Institution.

They are the Executive Trustees and Members of the GB.

They are the final authority for annual (financial) budget
allocations and all related approvals.

They hold signatory roles in major administrative, recruitment,
purchase, expansion, and Policy decisions of the Institution.

Correspondent

He acts as bridge between the management and administration.
Responsible for ensuring the activates in the college is
implemented as per GB and MC set guidelines.

Recommend to GB and MC, various issues raised by the principal,
teaching and Non-teaching staff.

Advise the principal on day to day activities.

Principal

He functions as the Head of the Institution and is the Member-
Secretary of the GB.

He is responsible for overall development of the Institution.

Ensure the attainment of Vision of the Institution through strategic
Mission.

Define & delegate responsibilities of various positions in the
organization.

He is the final authority for all academic, admission,
administrative, co-curricular and extracurricular, research,
placement, innovation, resource mobilization, planning and
development, recruitment.

He also coordinates the needs of meeting statutory and regulatory
requirements of the government (AICTE, APSCHE) and University
(INTUK).

He channelizes the growth and benchmarking activities of
accreditation (NBA/NAAC) and affiliation (JNTUK) processes for the
institute.

He is the single point contact (SPC) for external bodies (industries,
academia, regulators, institutions/organizations, companies) and
also for stakeholders: industries, parents and alumni.

Head of the
Department (HoD)

He / She is the functional and administrative head of the
concerned department.

He/she ensures the smooth running of the concerned department
by laying goals and milestones of the department. Vision and
Responsible for attainment of Department Vision through Mission
and attainment of POs through COs.

HOD builds and leads the team of required numbers of faculty
members (Professors, Associate Prof and Assistant Prof), staff (Lab
Instructors, Lab Assistants, Admin staff) and students - 11, Ill and IV
year B.Tech and M.Tech. For | Year, a separate HOD is looking after
all the above activities.

The HOD ensures planning, execution, troubleshooting of all
academic activities (theory and lab classes), examinations,
research and publication, projects and developmental activities.
He/she coordinates intra (with I1IC, T & P and other depts. /centers
at the institute) and inter (with other academia and industries)




institutional communicational roles

HOD plans and organizes events (conference, seminars,
workshops, and training) and conducts industrial visits and guest
lectures for the benefit of dept. (students and faculty members).
He/she organizes meetings with stakeholders (particularly parents)
Develop Calendar of events, Timetables for each section/semester,
Upkeep and maintain records of the department, maintain
laboratories and assets, assign duties and monitor faculty
performance, verifies faculty appraisal, benchmark the growth
parameters, monitor mentoring of students by the mentors
(faculty team), identify and execute action on departmental needs,
develop team towards audits and compliance, monitor R&D and
project activities of the department, ensure up-keeping of
departmental library, lead team towards publications and IP, seek
MOUs from related industries.

He/she renders all support to the team lead, Principal

He/she encourages and motivates the team to contribute for the
positive growth of the department, in turn the institution

Administrative

Overall in-charge to execute different Office Administrative
sections i.e., Accounts, Admissions, Exams, Scholarships and
coordinates Governing Body meetings.

Liasoning with AICTE, DTE and University.

Service Books, Faculty personal files & Recruitment process.

@
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Lo e Maintain minutes of meeting for all new proposals.

e Coordinate day to day activities of office.

e Purchase process & payments.

® Preparation of Annual Institute budget.

e Officer T & P is solely responsible for planning, connecting,
organizing, culminating all activities leading to placement needs of
the graduating students.

e He develops and nurtures  contacts/connects with
industries/companies/ organizations/alumni database in view of
placement needs.

e He ensures the smooth coordination with various stakeholders

Training and required for the process of placement.

Placement Officer

He initiates the process of feedback collection from the visiting
companies/organizations for offering placement and shares with
concerned departments for better understanding and possible
improvements in the subsequent sessions/years.

He coordinates activities for pool-in placement drives.

Facilitate career guidance to the students.

He significantly contributes in building brand value of the
institution.

Librarian

The Librarian is responsible for the resources of Library and
information Centre comprising of assets in both hard and soft
forms. The associated duties are:

He envisages the plans, initiates actions for addressing all possible
needs of primary stakeholders - students, teachers and research
scholars (via identifying and ordering books, reference material,
journals, online resources, issue of resources and maintain of
records).




® He with her team undertakes series of tasks towards optimal
utilization and for maintenance of the library.

Maintain library discipline and culture.

Prepare annual budget for library.

Proposing annual sports budget.

Creation and upkeep of sports facilities.

e Purchasing of sport items.

e Conduct training camps.

e Ensure smooth conduct of sports.

e Encourage students to participate in zonal tournaments.

Physical Director

The published service rules, policies and procedures

Service rules, policies and procedures in force in the college are disseminated at appropriate

places in the college.
These rules given below.
The year of publication is 2009.

SERVICE & CONDUCT RULES — 2009
1. NAME:
These rules shall be called Sir C.R. Reddy College of Engineering, Eluru, Service and Conduct

Rules: 2009 (Governing the conditions of service of teaching and non-teaching staff).

2. APPLICATION:
These rules shall apply to all teaching and non-teaching employees of Sir C.R. Reddy College

of Engineering, Eluru unless other-wise mentioned in the appointment order.

3. EFFECTIVE DATE:

These rules shall come into effect from 01/09/2009 and shall supersede all the earlier rules.

4. DEFINITIONS:

a) COLLEGE/INSTITUTION: Means Sir C.R. Reddy College of Engineering, Eluru, a unit of Sir
C.R.R. Educational Institutions — Eluru (Registered Society No. 10 of 1950)

b) MANAGEMENT: Means the Managing Committee constituted in conformity with the
rules and regulations of Sir C.R.R. Educational Institutions.

c) GOVERNING BODY: Means the Governing body of the College constituted in conformity
with the rules and regulations, relevant order of Government/University/AICTE as

applicable from time to time.




d) UNIVERSITY: Means Andhra University, Visakhapatnam or the University which our
College may be affiliated at that particular period.

e) PRESIDENT/CHAIRMAN: Means President/Chairman of the Governing Body as
nominated by the Managing Committee of Sir C.R.R. Educational Institutions.

f) PRINCIPAL: Means Principal of the college or any other person authorized by the
Governing Body of this college or the Managing Committee of Sir C.R.R. Educational
Institutions, Eluru to discharge the duties and responsibilities of the Principal, whatever
be his designation, otherwise.

g) EMPLOYEE: Means a person employed under the categories of teaching or non-teaching
staff including the Principal and Vice-Principal.

h) HEADQUARTERS: Means the head — quarters of Sir CRR Educational Institutions, Eluru.

i) TEACHING STAFF: The teaching staff comprise of the following categories.

1) Principal

I1) Vice-Principal/Asst. Principal

I1l) Professor

IV) Associate Professor

V) Assistant Professor

V1) Training & Placement Officer

VIl) Librarian

VIll) Physical Director

IX) Lecturer of any other category or a post declared so by the Governing Body.

i) NON-TEACHING STAFF: The categories of staff that are not categorized under the
teaching staff shall be deemed to be non-teaching staff.

k) DUTY: An employee is said to be on “duty” for the purpose of service benefits.

i) When the employee is discharging the duties of the post to which he is
appointed or is undergoing training prescribed for the post.

ii)  When the employee is attending conferences/ seminars/ summer schools duly
permitted by the competent authority.

iii)  When the employee is attending to the work assigned to him by the competent
authority in the interest of the Institution.

) Leave: Means leave granted by the appropriate authority to an employee to which he is
eligible.

m) PAY: Means Basic pay in the time scale.

n) YEAR: Means calendar Year/Financial Year/ Academic Year as the case may be.




0) MANAGING COMMITTEE: Means the Managing Committee of the Parent Body - Sir
C.R.R. Educational Institutions, Eluru.

p) SECRETARY: Means the Secretary of the Parent Body, Sir C.R.R. Educational Institutions,
Eluru.

q) COMPETANT AUTHORITY: Principal of the College or any other person acting in his
absence discharging the duties of Principal.

r) APPELLATE AUTHORITY: Correspondent / Secretary & President on behalf of the
Managing Committee of Sir C.R.R. Educational Institutions, Eluru.

5. GENERAL:

a) In respect of matters not specifically provided in these rules, the Managing Committee
of the Society shall be the competent authority to issue such directions or orders it may
consider appropriate.

b) Points requiring clarification and interpretation shall be referred to the Managing
Committee whose clarification/interpretation shall be final.

c) Any other rule prescribed by the Government/Apex Body/Institution given for adoption
by Private Engineering Colleges shall automatically forms part of the rules, even if the
provisions in such rule/clause contravenes with these rules.

d) Unless other-wise stated specifically, in terms of appointment every employee is a
whole-time employee of the college and may be called upon to perform duties as may
be assigned to him/her by the appropriate authority, if necessary beyond the scheduled
working hours and on gazetted holidays and Sundays depending upon the exigencies of
the institution.

e) Every employee shall perform the duties assigned to him to the best of his abilities, and
shall always act in the interests of the institution.

f) All eligible employees of the college are subject to the provisions of Employees
Provident Fund Act excluding retired reemployed staff.

g) The age of superannuation of all members categorized as teaching staff shall be 60 years

and in case of other staff it shall be 58 years. Any appointment after the age of
superannuation shall be treated as “Reemployment” on contract basis only for one year
at a time and all such employees are not eligible for regular scales of pay. They are not
eligible for EL & Sick Leaves, summer vacation, PF and any other retirement benefits.
They shall be put on a consolidated pay as fixed by Management committee from time

to time. Their appointment is to be renewed every year if required for further period.




h)

A Service Register shall be maintained for each employee and the relevant service
entries shall be attested by the competent authority and counter signed by the
Secretary.

The power to add, delete or amend these rules shall vest with the Governing Body of the

college and or the Managing Committee of Sir C.R.R. Educational Institutions, Eluru.

6. SELECTION PROCEDURE & RULES:

a)

b)

h)

The qualifications required for filling a post shall be such as may be determined by the
Governing Body from time to time taking into consideration the norms prescribed by
Government of Andhra Pradesh/Affiliating University/AICTE and other educational
bodies.

The Governing Body shall have the power to decide whether a particular post will be
filled by open advertisement or by an invitation or from amongst the members of the
existing staff in conformity with the Affiliating University / AICTE Rules and Regulations.
The selection will be based on the guidelines issued by the management from time to
time.

All other teaching staff posts (such as Teaching Assistants) and non teaching posts, all
temporary and adhoc appointments shall be based on the recommendations of the Staff
Committee duly constituted by the management from time to time.

The selection Committee interviews the candidates invited for interview and makes its
recommendations to the Managing Committee, the names of the candidates being
arranged in the serial order of merit. The Selection Committee may recommend more
names than the number of posts for which applications are invited or may reject all the
applicants.

No act or proceedings of any Selection Committee shall be questioned on the ground
merely of absence of any member of the Selection Committee.

The procedure adopted by the Selection Committee in selecting the candidates shall not
be questioned as improper or irrelevant or unfair by any applicant to the post.

The Managing Committee /Governing Body may in special circumstances appoint
teaching staff (Eg. retired persons) on contract basis up to the age permitted by the
Affiliating University / AICTE not exceeding one year at a time.

Any other instruction given, or rule prescribed, from time to time, by Govt. of Andhra
Pradesh/Affiliating University/ AICTE regarding selection procedure will automatically

form part of the rules/procedure of selection.




i)

In cases of controversies over selection procedure etc; the decision of the Managing

Committee shall be final.

7. APPOINTMENTS, PROBATION & SENIORITY:

a)

c)

d)

f)

g)

The Secretary shall be the authority for issuing all appointment
orders/promotions/increments.

All initial appointments to teaching and non-teaching posts shall ordinarily be made on
probation for a period of two years. All appointments by promotion shall be made on
probation for a period of one year.

The Managing Committee /Governing Body upon the recommendations of the Principal
for valid and sufficient reasons may extend the probation period of an employee for
such a period as may be found necessary. The employee is deemed to have been on
probation until the order declaring satisfactory completion of probation period is
communicated to him even if the normal/stated period of probation is completed.

The declaration of probation does not confer on the employee any special right of
permanence to continue in the post in which he/she completed probation.

The rules governing probation will not apply to appointments made on Adhoc / Contract
/ Contingent basis.

The seniority of an employee in a post shall be determined by the date of
commencement of probation in that post. In case of two or more persons selected for
appointment at the same time to a category of post, the appointing authority shall fix
the order of seniority among them having regard to the serial order of merit in which
they have been placed by the selection committee if any which has included them in the
panel having regard to number of years of previous service, year of obtaining
qualification. However, seniority alone is not the sole criterion for promotion or for
conferring any other benefit.

The members of staff who are appointed on adhoc/ temporary/ contract basis will hold
their office till the last day of institution of the academic year concerned or as specified

in their terms and conditions of appointment.

8. PROMOTIONAL POLICIES/PROCEDURE

a)

b)

Ph.D is a mandatory qualification in addition to other AICTE norms required for
promotion/appointment to the post of professor in the faculty of Engineering.
Ph.D is a mandatory qualification in addition to other AICTE norms required for

promotion/appointment for the post of Associate Professor in the faculties of Sciences,




d)

g)

h)

i)

Humanities, Management Studies, MCA, Physical Education and Library & Information
Sciences.

All M.Tech Candidates who have completed 5 years of satisfactory service after they
obtain the M.Tech. qualification as Asst. Professors in the pay scale of Rs. 8000-275-
13500 will be considered normally for promotion for Senior scale of Rs. 10,000-325-
15,200, and those who put in another 5 years of satisfactory service in the above pay
scale will be considered for selection grade/Associate Professor scale of Rs.12,000-420-
18,300.

A Screening Committee will be formed by the management for the above stated career
advancement. The committee assesses the candidates for promotion based on

i). Satisfactory service assessed by the HOD and Principal, ii). Student feedback, iii)
Students performance in the subjects taught by the concerned faculty, iv) Co-curricular
and extracurricular activities etc besides any other criteria that may be laid down by the
Management from time to time.

All the Asst. Professors holding M.Tech degree will be fixed in the AICTE merged pay
scale after satisfactorily completing the probation period.

In all other non-engineering faculties namely Sciences, Humanities, Management
Studies, MCA, Physical Education, Library & Information Sciences the common policy of
the Society as applicable to its other colleges for similar courses as regards scale of pay
and promotions will apply to the staff working in the Engineering College.

All B.Tech | Class candidates, if appointed, will be placed on a consolidated pay of Rs.
10,000/~ per month with an annual increment ofRs.1,000/- per year for a period of 5
years within which he/she should acquire M.Tech. Degree upon which he/she will be
placed in the regular AICTE scale of pay.

All existing staff members who are holding positions without meeting the norms
specified above, their emoluments will be sealed to their present level without any type
of increase till they acquire their qualifications.

All promotions are subject to vacancy being available and by looking into student staff

ratio.

9. PAY, ALLOWANCES & INCREMENTS:

a)

b)

AICTE Scales of Pay as applicable from time to time shall be adopted to posts classified
as teaching staff, but, subject to approval of the Managing Committee.
The scales of pay as approved by the Managing Committee shall be adopted for all posts

not falling under the category of teaching staff.




f)

Dearness and House Rent Allowances as notified shall be adopted, subject to the
approval of Managing Committee. Any changes have to be approved by Managing
Committee before they are implemented.

Unless otherwise stated in the appointment order an employee on appointment shall be
eligible to draw pay at the minimum of time scale of pay for the posts. However, in case
of appointment by promotion from a lower post his pay in the lower post at the time of
promotion shall be protected in the time scale of pay of the higher post.

Leave granted shall be counted as service for the-purpose of eligibility for increment. But
leave granted on loss of pay if it is for more than thirty days in that year shall not be
counted as service for the purpose of eligibility of increment and the date of subsequent
increment is postponed by as many days as he/she was on leave on loss of pay.

The Management shall have the authority to withhold increments for a certain period
with or without cumulative effect as disciplinary measure for sufficient and valid reasons
and after the employee has been afforded fair opportunity to defend himself/herself.
The Secretary shall be the authority to sanction normal increments incase of those staff
on regular scales of pay and whose personal files did not contain adverse remarks since
the date of sanction of last increment. In all other cases the Managing Committee shall

be the competent authority to sanction increments.

ADVANCE/ADDITIONAL INCREMENTS:

h)

10.

The Managing Committee shall be the authority competent to sanction advance
increments in respect of new appointees taking into consideration the pay structure in
previous employment and additional qualification or experience. Additional increments
to the existing employees may be sanctioned as an incentive in deserving cases with
prior approval of the managing committee.

Teaching staff possessing Ph.D. and M.Phil. Degrees are eligible for two and one
increment respectively at the time of joining the college provided these qualifications do
not form part of essential qualifications. The in-service teachers also are eligible for the
above increments from the date of production of the relevant original certificate. They

are eligible for this incentive only once during their service.

RESIGNATION, TERMINATION & RELIEF:
An employee who wishes to resign for his post shall give three months prior notice to

the management or pay three months salary in lieu thereof.




b)

d)

e)

11.

a)

b)

d)

If the management feels that the performance or conduct of an employee is not
satisfactory, such an employee may be terminated from service by giving three months’
notice or pay three months salary to him/her in lieu thereof,

If the employee resigns after giving due notice and works for part of the notice period
and then wishes to be relieved immediately he/she can do so by paying for the
remaining notice period or surrendering earned leave to his/her credit.

These doesn’t apply to employees on probation and also employees appointed on
Adhoc/Contract/Contingent basis.

In all the above sub clauses of this article, notice period does not include vacation or

leave on loss of pay.

CONDUCT RULES:

Every employee shall be governed by these rules and is liable for consequences in the
event of any breach of rules by, him/her.

Every employee at all times should maintain integrity, be devoted to his/her duty and
also be honest and impartial in his/her official dealings. An employee shall, at all times
be courteous and polite in his/her dealings with the Management, with other members
of staff, students and with members of the public. He shall exhibit utmost loyalty and
shall, always, act in the interests of the college.

An employee shall be required to observe the scheduled hours of working during which
he/she must be present at the place of his/her work. No employee shall be absent from
duty without prior permission. Even during leave or vacation, no employee shall leave
head-quarters except with the prior permission of proper authority. Whenever leaving
station, an employee shall inform the Principal in writing through the respective HOD or
the Principal directly if he happens to be a HOD, the address at which he/she would be
available during the period of his/her absence from the head-quarters besides giving his
telephone number.

No employee shall be a member of a political party or shall take part in politics or be
associated with any party or organization which takes part in political activity, nor shall
subscribe in the aid or assist in any manner any political movement or activity.

No employee shall make any statement, publish or write through any media which has
the effect of an adverse criticism of any policy or action of the college or detrimental to

the interests of the college.




f)

g)

j)

k)

12.

No employee can engage directly or indirectly in any trade or any private tuition or
undertake employment outside his official assignment, whether for any monetary gain
or not.

An employee against whom an Insolvency Proceedings commenced in the Court of Law
shall forthwith report full facts thereof to the college.

An employee against whom Criminal Proceedings are initiated in a Court of Law shall
immediately inform the competent authority of the college regarding the details
thereof.

No employee shall except with prior permission of the competent authority, have
recourse to the press for the vindication of any official act of the college which has been
the subject matter of criticism- or attack of defamatory character.

Whenever an employee wishes to put forth any claim or seeks Redressal of any
grievance he/she must forward his/her case in writing through proper channel to the
competent authority and shall not forward any such advance copies of his/her
application to any higher authorities unless the competent authority has rejected his
claim or refused redressal of the grievance or has delayed the matter beyond a
reasonable time not exceeding 15 working days.

An employee who commits any offence or dereliction of duty or does an act detrimental
to the interests of the college is subject to an enquiry and punishment by the competent
authority. However, any employee aggrieved with the decision of the competent
authority may appeal against such punishment or decision within 15 days of the receipt
of the orders of the decision to the Appellate Authority or Managing Committee and the
decision of the Managing Committee, there on, is final and binding on the employee.

No employee shall engage in strike or incitements thereto or similar activities such as
absence from work or neglect of duties or participate in hunger strike etc., Violation of
this rule will amount to misconduct and attract deterrent punishment including removal

from service.

DISCIPLINARY ACTION:

All employees are liable for disciplinary action for disobedience, misconduct and
dereliction/negligence of duty by the Competent Authority. However, such disciplinary
action shall be taken after establishing the grounds on which the disciplinary action is
initiated and after a fair opportunity has been provided to the employee to defend him/

herself and being heard in respect of the charges.




b) As part of the disciplinary action, the following punishments for good and sufficient
reasons may be imposed upon the employees of the institution after establishing the
facts about dereliction/negligence of duties/disobedience etc. by the Competent
Authority.

i) Fine
i) Censure;
ii) Withholding increments/promotion;
iii) Recovery from his salary whole or part of any pecuniary loss caused to the college
due to negligence of duty or breach of order;
iv) Reduction to a lower rank in seniority or reduction in the time scale of pay
v) Suspension;
vi) Removal from service;
vii) Dismissal from service.
EXPLANATIONS:

The discharge of a person appointed on probation during the period of probation or of a

person engaged under contract in accordance with the terms of contract or of a person

appointed otherwise than under the contract to hold a temporary appointment, does not

amount to removal or dismissal within the meaning of this rule.

c)

d)

The penalty under (iv) may be imposed in addition to any other penalty which may be
imposed in respect of negligence or breach of orders.

The authority which may impose any of the penalties prescribed in Rule 12(b) shall be
the authority mentioned in 4 (q).

If the competent authority feels it necessary to constitute an Enquiry Committee as a
part of the procedure for taking disciplinary action, the Enquiry Committee shall consist
of one or more members as decided and appointed by the President, Managing
Committee Governing Body. The Managing Committee shall appoint a person superior in
rank to the charged person to conduct the enquiry.

Before any of the penalties specified in Rule 12(b) above is imposed against an employee
of the college, it is necessary to give him a reasonable opportunity to show cause against
the disciplinary action which is proposed to be taken against him by intimating to the
employee concerned the grounds on which it is proposed to impose the penalty and by
directing him to show cause why it should not be imposed. The employee shall be
required within a reasonable time to put in a statement in writing, in his/her defense
and to state whether he/she desires an oral enquiry or only to be heard in person. If

he/she desires an enquiry or if the authority concerned so directs, an oral enquiry shall
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be held. If no oral enquiry is held and if he/she had desired to be heard in person, a
personal hearing shall be given to him/her. The proceedings shall contain a sufficient
record of the evidence and a statement of the findings and the grounds thereof.
The requirement of sub-rule 12(f) shall not apply where the employee concerned has
absconded or where it is for other reasons impracticable to communicate with him:;
All or any of the provisions of sub-rule 12(f) may in exceptional cases for special and
sufficient reasons be waived where there is a difficulty in observing those requirements.
The punishment given by a higher authority need not necessarily be the same as that
given/recommended by the lower authority.
An employee can be summarily dismissed / removed from service when found that he /
she has indulged in acts of moral turpitude without observing any of the procedures
stated above in the overall interests of the institution.
Before imposing any penalty, other than

(1) Reduction to a lower rank

(2) Removal from service

(3) Dismissal from service:
An employee shall be informed in writing of the allegations on which action is proposed
to be taken and be given an opportunity of making are presentation, but it shall not be
necessary to hold an oral enquiry in to such allegations.
The Managing Committee by a resolution may delegate its power to impose any of the
penalties other than the dismissal, removal, or reduction in rank to the Secretary. No
employee shall be dismissed, removed, or reduced in rank by any authority subordinate

to the Managing Committee of the Institution.

TRAVEL EXPENSES RULES:

Principal and Professors who proceed to ofher places on Institution work are eligible to
travel in 1st class / 2 tier A.C. They are entitled to DA at the rate of Rs.250/- per day with
reimbursement of actual expenses of hotel accommodation. The DA may be revised
periodically (every 4 years) to compensate for inflation.

Teaching staff members who accompany the students on Industrial tours or proceed to
any other places on Institution work are eligible to travel in 1st class / three tier A.C.
They are entitled to D.A at the rate of Rs. 200/- per day with reimbursement of actual
expenses of hotel accommodation up to a maximum of Rs.500/- per day. The D.A may
be revised periodically (every 4years) to compensate for inflation.

All the Non-Teaching staff members who will be sent to out station are eligible to travel

in 2nd class 3tier/ High Tech bus as the case may be with a daily allowance of Rs. 300/-




towards DA and hotel accommodation. The D.A may be revised periodically (every
4years) to compensate for inflation. In case of Drivers, a daily allowance ofRs.150/- per
day is allowed if there is night stay; otherwise it will beRs.75/-.
d) All the employees are entitled to claim Rs. 2 per K. m for local transportation the actual
expenses in case they are authorized to travel by road on Institution work.
14. SPONSORSHIP RULE:
All the teaching staff members are sponsored to workshops/seminars/summer and winter
schools conducted by other institutions. A staff member can attend one workshop/
seminar/summer and winter school in an Academic Year by adjusting his Academic work
without affecting the normal functioning of the institution with prior permission from the

competent authority.

15. SKILL UPGRADATION:

All the technicians may attend the training programs in their respective trades to upgrade
their skills. A technician may attend one training program from each Department in an
academic year. The institution pays the necessary fee and out station allowances if
sponsored with the prior approval of the competent authority. When sponsored the
employee should give an undertaking that he will work at least for one year after that

program.

16. INCENTIVES TO RESEARCH PUBLICATIONS:
Incentives to staff members shall be paid /given as indicated below.
I. Rs. 5,000/- for each publication in a referred international journal —(Proof of
publication to be submitted)

IIl. Rs. 3,000/~ for each publication in a referred national journal(Proof of publication
to be submitted)

ll. T.A. & D.A. will be paid as indicated (in 13(a) of this service rules manual). If the
faculty member attends to the presentation of the paper on invitations, if no
amount is paid by the inviting institution.

IV. Staff members attending national conferences / workshops either to present a

paper or to participate shall be paid T.A. & D.A. as in 13(a), however after prior
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approval by the Principal/management.

V. Rs.5,000/- for each Book published by the faculty.




