SIR C. R, REDDY COLLEGE OF ENGINLLRING
' (Un-aided)
VATLURU, ELURU — 534 007, W.G.Dt. AP

1. SERVICE & CONDUCT RULES ~ 207
2, LEAVE RULES - 2007

1. NAME:

These rules shall be called Sir C.F. Reddy College of Engineering, Eluru,
Service and Conduct Rules: 2007 (Governing the conditions of service of
teaching and non-teaching staff)

2. APPLICATION:

These rules shall apply to all teaching and non-teaching empiuyees of
Sir CRReddy College of Engineering, Eluru unless other-wise
menlioned in the appointment order.

3. EFFECTIVE DATE:

These rules shall come into effect from 01012007 and shnll siipercnds alt
the earlier rules

4. DEFINITIONS

a) COLLEGEANSTITUTION: Means Sir C.R.Reddy College of
Engineering, Eluru, (Registered Society No, 10 of 1950)

b} MAMAGEMENT: Means the Managing Committee/ Governing Baody of

the college constituted in mnfnrmfuh,— with the rules and regulations of

Sir C.R. EddT College, relevant order of Government/LUniversity/

EIETE as applicable from time to ime, represented by its President/
airman

el PRESIDENT/CHAIRMAN: Means President/Chairman of the Managing
Committee or Governing Body as the case may be

di  UNINERSITY: Means Andhra University, Yisakhapatnam

&) PRINCIPAL: Means Principal of the college or any olher person
authorised by the Management to discharge the dulies and
responsibilities of the Principal, whatever be his designation, otherwise.

fi EMPLOYEE Means a person employed under the categones of
teaching or non-teaching stafl including the Principal and Vice-
Principal

g) HEADQUARTERS: Means the head — quarters of the college i.e. Eluru.

hy  TEAGCHING STAFF. The teaching staff comprise of the following
categones :
IH rincipal _
I‘f Vice-Prnncipal/Asst. Principal
11} Professar



k)

i)
mj)

)

Wy Asst. Professor

m Lecturar
) Training & Placemant Officer

'-.-"Ili Librariam

VI Physical Director

IX}) Lecturer of any other category or a post declared so by the
Managing Comimitles

NOMN-TEACHING STAFF: The categories of stafl that are nol

uatﬁguried under the teaching staff shall be deemed to be non-teaching
sla

COMPETENT AUTHORITY: {a) President / Secretary & Correspandant
on behalf of the Managing Commiltiee.

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

i) When the employee is discharging the dulies of the post o which
he 15 a?pninleﬂ or s underguin? training prescribed for the post.

i) When the employee is absent from duty on authorized holidays, on

rmittad vacation or when auailin? leave other than extra —ordinary

save sanctioned by the competent authority

i) When the employee is attending conferences/seminars/summer
schools duly permitted bﬁthe competent autharity.

i} When the employee is attending to the work assigned to fim by the
competent authority in the interests of the Instilution

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

PAY: Means Basic pay in the time scale or Basic pay with Dearness
Allowance as the case may be,

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

5. GENERAL:

al

b)

c)

d)

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

Points requiring clarfication and Interpretalion shall be referred o
Managing Commillee whose clarificationfinterpretation shall be final.

Any other rule prescribed by the GovernmentiApex Bodyfnsttution
%ﬁ'ﬂ'ﬁ!‘l for aﬂn?’tlun by Private Engineering Colleges shall automatically
orms part of the rules, even i the provisions in such rule/clause
contravenas with these rules

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 dulies as may be assigned 1o himdder by Thee
appropriate authority, if necessary beyond the scheduled  working
hours and on gazelted holidays and Sundays depending upon the
exigencies of the institution.

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



f

gl

h)

All eligible employees of the college are subjected 1o the provisions of
Employees Provident Fund Act

The age of superannuafion of all members categorized as Teaching
staff shall be 62 years and in case of other staff it shall be 58 years

A Service Register shall be maintained for each employee and the
relevant service enlries shall be attested by the competent authonty.

The power to add, delete or amend these rules shall vest with the
Managing Committee of the college.

6. SELECTION PROCEDURE & RULES:

a)

b

c)

d)

al

h)

The qualifications required for filling a post shall be such as may be
delermined by the Managing Committee /Governing Body from- time to
time taking Into consideration the norms prescrnbed by Gavernment of
Andhia  Pradeshfaffiliating University/AICTE and  other educational
bodies,

The Managing Commitiee /Governing Body shall have lhe power lo
decide whether a particular post will be filled by ocpen advertisemeant or by
an [nvitation or from amongsi the members of the exisling stall n
conformity with the Affiliating University / AICTE Rules and Regulations.

All teaching staff posts from Lecturer and above and any other post
classified as teaching slaff shall be filed up by open competition, The
selection will be based on the recommendations of the Staff Selection
Committee duly constituted as per the norms of the Affiliating University or
Selection Committes constituted by the Management in case of exigency.

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 Selection Committee duly constituted by
the Managing Commitiee /Governing Body from time 1o lime,

The selection Commiltea interviews the candidates invited for mterview
and makes its recommendabions to the Managing Commiltee, the names
of the selected candidates being arranged in the serial order of menl. The
Selection Committes may recommend more names than the number of
Eln:rsls for which applications are invited or may reject all the applicants

owever, the appointment orders are issued in the serial order of meril
anly.

Ne act or proceedings of any Selection Committee shall be queslioned an
the ground merely of absence of any member of the Selection Committee.

The procedure adopted by the Selection Committee in selecting 1
candidates shall not be guestioned as impropar or jreelevanl of Lolan Ly
any applicant to tha post.

The Managing Commiliee /Govemning Body may in special cirgumstances
appoint teaching staff (Eg. retired persons) on confract basis up to the
age permittad by the Affiliating University /| AICTE

Any other instruction given, or rule prescriped, from time to time, by Govt.

of Andhra Pradesh/Affiliating University! AICTE regardi selection
procedure will automatically form part of the rules/procedure of selechon.



7. APPOINTMENTS, PROBATION & SENIORITY:

a) The Secrelary shall be the authonty for issuing all apgrolilinenl opdes

By All inifial appointments o teaching and non-leaching posts shall

c)

ordinarily be made on probation for a period of two years. Al

appaintments by promoticn 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 pericd 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.

d) The declaration of probation doss nol confer on the employee any

a)

aj

special right of permanence to confinue in the post in which hefshe
salisfactorily completed probation

The rules goverming probation will not apply to appoiniments made on
fAdhoc { Conftract / Contingent basis

Tha seniorty of an employee in a post shall be delerminesd by T cal
of commencement of probation in that post I case of bwe o e
persons selected for appointment at the same lime o a vl
posl, the appointing authonty shall fix the order of scmuily dnwey
them having regard to the serial order of merit in which they have been
placed by the selection commiltea if any which has included them in
the panel. However, seniorly alone 15 nol lhe sole criteron fix
promation or for conferring any other benefit

The members of staff who are appointed on adhod/ temporary/contracl
basis will hold their office till the last day of institution of the academic
year concemed. They are entitted for summer vacalion salary only
when they rejoin duty after summer vacation during the next academic
aar and execute the prescribed bond to serve the institution bl the
ast day of instruction of the academic year concerned duly depositing
the original qualification cerificates.

8. PROMOTIONAL POLICIES/PROCEDURE

a)

o)

)

Imespective of the existence of vacancies in the higher level, the

gualified internal faculty at lower, cadre may be considered as per
Norms.

Al M. Tech Candidate who have completed 5 years of satisfactory
service as lecturers in the pay scale of Rs. 8,000-275-12500 will be
considered normally for promolion for Senior scale of Rs. 10,000-325-
15,200, and those who put in & years of saftisfaclory service in the
above pay scale will be considered for selection grade 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 lhe
candidates for promotion based on i). Satisfaclory service assassed by
the HOD and Principal, i) Student feed back, i) Studenls



performance in the subjects faught by the concermed faculty,
Wy Co-curricular and extra curricular activities etc besides any other
criteria that may be iaid down by the Management from time to time

dj Al lecturers holding B.Tech 1% class degree will be fixed in the p;hf
scale of Rs 8,000-275-13500 and ail the lecturers halding M. Te
degree will be fixed in the scale with two additional increments.

e) The Asst, Professors  whe are already working in the college with [he
above said qualifications may be considered Tor suitable increments
depending on the length of satisfactory service through evaluation of
each case individually.

fi All BTech 1% class candidates have to acquire PG Degree within §
-years failing which the increments will be stopped until the post-

graduate degree is earned and all M.Tech candidates have to acquire
FPh.[» at the earliest

8. PAY, ALLOWANCES & INCREMENTS:

a) UG C 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,

b} The scaies of pay as approved by the Managing Committee shall be
adopted for all posts not falling under the category of teaching staff

c) Dearness and House Rent Allowances as per A.F . State Govermment
rates shall be adopted but subject to approval of Managing Committee

d} 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 promation
shall be protected in the time scale of pay of the higher post

2] All services in a post on time scale of pay shall count for eligibility for
increment.

fi Leave granted shall be counted as service for the-purpose of eligibility
for incremenl. But leave granted on loss of pay if it is for more than
seven days shall not be counted as service for the purpase of eligibility of
increment. If leave on loss of pay is granted for more then seven days

the dale of subsequent increment is postponed by as many days as
he/she was on leave on loss of pay.

g} The Managing Committee shall have the authority to withhold increments
for a certain period with or without cumulative effect as a disciplinary
measure for sufficient and valid reasons and after the employee has
been afforded a fair opportunity to defend himzelffherself When an
increment is withheld for a certain period, this period shall be exelusive of
any interval spent on leave on loss of pay if it is for more than seven
days.

h) The Secretary shall be the authority to sanction normal increments in
case 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 Commitiee shall be the competent
authority to sanction normal increments.

ADVANCE INCREMENTS:

iy The Managing Committee shall be the authority compelent to sanclion

)

advance increments in respect of new appolntees iaking hilo
consideration the pay structure in previous employment and additional
gualification or experience. Advance incremanls to the exisbing
employees may be sanctionsd as an incentive in desernving cases.

Teaching staff possessing Ph D and M.Fhil. Degrees are eligible for two
and one increments respectvely al the time of joining lhe college
provided these qualifications do not form part of essential qualifivativns

- 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.

10. RESIGNATION, TERMINATION & RELIEF:

a) The services of teaching staff who have completed their period of

b}

)

d)

&)

probation or who are on probation are liable to be terminated by the
Employer by giving three months notice or three months salary in lieu of
such notice without assigning any reason

The services of teaching staff on temporary/adhoc appoiniments are
liable to be terminated by the Employer by giving one month nofice or
ona month salary in lieu of such notice without assigning any reason

The services of all non-teaching staff are liable to be terminated Ly tho
Employer by giving one month notice or one month salary i lieo of sl
notice without assigning any reason.

Teaching staff who have completed their period of probation can resign
from service by giving either three months notice or by paying three
months salary in lieu of such notice to the Employer. If their resignalion is
for the purpose of higher studies the notice penod is reduced Lo 45 days
instead of three months.

Teaching slaff who are on temporary/adhac appeintments can resign from
service by giving either one month netice or by paying one maonth salary
in lisu of such notice to the employer. However the Management
resarves the right 1o relive them, if necessary, only al the end of the last
instruction day of the academic year

fi All non-teaching staff can resign from service by giving one month notice

@

or by paying one month salary in lieu of notice to the employer

In the case of teaching staff who have completed probation and are
seeking employment elsewhere one application per year will be forwarded
subject to the condition that they will be releved at the end of the
academic year only. In addition, all applications for admission 1o higher
studies and for All India Service Examinations {such as A5 IR5, IES etc )
will also be forwarded. However, the Management has discretion to e

the rule in appropriale cases basing on the merits and demenls of the
case.



hj

1}

k) -

J

m)

n

In the case of teaching stafl who are on probation no applicalicn secking
employment elsewhere will be forwarded. However, all applications fo
admission to higher studies and All India Service Examinabiodes (sue b o
AS, 1ES, IRS atc. ) will be forwarded

in the case of teaching staff who are appointed on temporaryfadhoc basis
all applications for admission to higher studies and All India Services
Examinations {such as IAS, IES, IRS efc ) will be forwarded.

In the case of non-teaching staff no application seeking employmenl
eleewhere will be forwarded during probation perod. After completion of
probation one application per year will be forwarded.

In the case of non-teaching staff {whether they are on probation o

completed probation) all applications for admission to higher studies will
be forwarded

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
s by paying for the remaining notice period

If the employer issues termination notice to any employes and wishes (o
terminate the employee within the notice period, the employer can do so
by paying for the remaining part of the nolice period

In all the above sub clauses of this article, notice period does not include
vacation or earned leave o leave on loss of Pay granted to the employee.

11. CONDUCT RULES:

a)

)]

d)

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 tmes should maintain integrity, be devoled lo
hisfher 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 musl be present at the place of histher
work. Ne employee shall be absant from duty without prior permission,
Even during leave or vacation, no employee shall leave head-quarters
except with the prior permission of proper authonty. Whenever leaving
station, an employee shall inform the Principal in writing  through The
ragpective HOD or the Principal directly if he happens to be a HOD, he
address at which he/she would be available during the penod of hisfher
absence from the head-quariers besides giving his telephone number,

No employee shall be a member of a political party or shall lake part in
polifics or be associated with any party or organization which takes part -
in palitical activity, nor shall subscribe i the aid or assist in any manner
any political movement o aclivity.



f

)

hi

Mo employee shall make any statemeni, publish or write through any
media which has the effect of an adverse criticism of any policy or aclion
of the college or detrimental to the interests of the coliege.

Mo employee can engage diraclly or indirectly in any trade or any private
tultion or undertake employment outside his official assigniment, whelle
for any monetary gain or nok

An employee against whom an Insolvency Proceedings comimeanued in
the Court of Law shall forthwith repaort full facts thereof o the coliege

An employes against whom Crminal Proceedings are initiated in a Courl
of Law shall immediately inform the competent authority of the college

regarding the details thereof

Il

k)

i

Mo employee shall except with prior permission of the competent
authority, have recourse to law or to the press for the vindication of any
official act of the college which has been the subject matter of criticism-
or atlack of defamatory character.

Whenever an amployee wishes o put forth any claim or seeks redressal
of any grievance helshe must forward his/her case in writing through
proper channel to the competent authority and shall not forward any such
advance copies of hisfher application to any higher authorities uniess the
competant authority has rejected his claim or refused redressal of the
grievance or has delayed the matter beyond a reasonable fime.

An employes who commits any offence or deraliction of duty or does an
acl detrimental to the interests of the college is subject to an enguiry and
punishment by the competent authority. However, any employee
agorieved with the decision of the competent authornty may appeal
against such punishment or decision within 15 days of lhe receipl ol e
orders of the decision lo the Managing Committee and the decisicn ol
the Managing Committes, there on, is final and binding on the empluyee.

No employes shall engage in sfrike or incitements thereto or similar
activities such as absence from work or neglect of duties or parlicipate in
hunger sirike ete, Violation of this rule will amount to misconduct and
attract deterrent punishment including removal from service,

12. DISCIPLINARY ACTION:

a)

b

All employees are liable for disciplinary action for disobedience,
misconduct and dereliction'negligence of duty. 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 / her selfl and being heard in
respect of the charges.

As part of the disciplinary action, the following punishments for good and
sufficient reasons may be imposad upon the employeas of the institution
after establishing the facis about dereliction/negligence of duties/
disobedience etc.

i} Fine
iy Ceansure,
iy Withholding increments/promofion;



i}y Recovery from his salary whaole or part of any pecuniary loss caused
io the college due to negligence of duty or breach of order;

iv) Reduction to a lower rank in semority or reduction in the time scale nf
pay

v] Suspension,

wi) Remaval from service,

wii} 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 1he
terms of contract or of a parson appointed otherwise than under the

. contract to hold a temporary appointment, does not amount to removal or

c)

d}

gl

)

i}

dismissal within the meaning of this rule.

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 penallies prescribed in Rula
12{b} shall be the authonty mentioned in Appendix

If the competent authority feels it necessary to constitute an Enquiry
Commillee as a part of the procedure for taking disciplinary action, the
Enguiry Committee shall consist of one or more members as decided
and appointed by the Prasident, Managing Committee /Governing Body
The Managing Committes shall appoint a persen superior in rank fo the
charged person to conduct the enguiry and a lawyer shall be deenil
guperior to all employees of the institution

Bafore any of the penalties specified in Rule 11{b) above is imposed
against an employea of the college, it is necessary to give fim a
reazonable opportunity to show cause against the disciplinary action
which is proposed to be taken against him by infimating to the employee
concemed the grounds on which it is proposed to impose the penally
and by directing him to show cause why il should not be imposed. The
empioyee shall be required within a reasonable time to pul n &
statament in writing, in histher defence and 1o stale whethier Tin/ade
desires an oral enqguilry or only to be heard in person. Il he/she desires
an enquiry or if the authority concemed so directs, an oral enguiry shall
be held. If no oral enguiry is held and if he/she had desired to be heard in
parson, 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 11(f) shall not aﬁpl;.r where the employee
concernad has absconded or where it is for other reasons impracticable
to communicate with him,

All or any of the provisions of sub-rule 11{f) may in exceptional cases for
special and sufficient reasons be waived where lhere is a difficulty in
observing thoze requirements.

The punishment given by a higher autherity need not necessarily be the
same as that givenfrecommended by Ihe lower authonty.



)} 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 state above in the over all interests of
the institution

APPENDIX

The authorities competent to impose the punishmenis and to deal with
appeals shall be as follows:

: Appellate
Nature of punishment Competent authority authority
Fine Managing Committee  Governing Hudy

2. Censure Managing Committee  Governing Body

H- i s 9 ;

3 :::; pﬁgﬁ:ﬂ[?ﬂﬁr LSl Managing Committee  Governing Body

4 Reduchion to fower rank elc.  Managing Committee  Governing Body

5 Recovery from pay eic. Managing Committee  Governing Body

6 Suspension;

E; EETLHUQH%T‘%JLEI Managing Committee  Governing Body

7 !
:‘;ﬂﬂ;al or dismissal from Managing Committee  Governing Body

1. Before imposing any penalty, other than
(1) Reduction to a lower rank

{2) Remoaval 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

oppoartunity of making a representation, but it shall not be necessary to hold
an oral enguiry in to such allegations.

2 The Managing Commiltee 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/Office bearers. No employee shall be dismissed, removed, or

reduced in rank by any authorty subordinate to the Managing Committes of
the Institution

13. TRAVEL EXPENSES RULES:

a) Principal and Professors Waﬁnrnmad to other places on Institution
work are eligible to travel in 17 class / 2 tier AC. They are entitied
to DA at the rate of Rs.250/- per day with reimbursement of actual
expenses of hotel accommodation. The DA may be revieed
periodically (every 4 years) to compensate for inflation

b} Teaching stalf members who accompany the students on Industrial



tours or proceed to any other places on Institution work are efigible
to traved in 1% class / three tier A.C. They are entitled to DA al (he
rate of Rs. 200f per day with reimbursement of actual expeases ol
hotael accommodation up to a8 maxsimum of Ks 500/ por day T
Dﬁﬁ. may be revised periodically (every dyears) o coinponodle lu
inflation.

¢} All the Non-Teaching staff members who will be sent to out station
are eligible to travel in 2™ class 3tier/ High Tech bus as the cass
may be with a daily allowance of Rs. 300/- towards DA and hotel
accommodation. The DA may be revised periodically (everny
dyears) to compensate for inflation

d} All the employees are entiled to claim Rs. 2 per K.m for local

transpon or the actual expenses in case they travel by road on
Institution work

14. SPONSORSEHIP RULE

a) Al the fleaching staff members are sponsored 1o workshops!
seminars/summer and winter schools conducted by other institufions A
ztaff member can attend ocne workshop! seminarfsummer and winle
school in an Academic Year by adjusting his Academic work wilhst
affeching the normal functioning of the institution.

b Teaching staflf members who have completed five years of service
in this institute may be sponsored for higher studies like M Tech/
re%ular Ph.D as a quality improvement program for three years with
half the pay and usual allowances as decided by the Managing
Committee after executing an agreament that hedsha shall serve e
institute for a minimum of five years after hisfher relum from e
program,

15. SKILL UPGRADATION:

All the technicians may altend the fraining programs in their respective
rades (o upgrade their skills. A lechnician may attend one fraining
program from each Department in an academic year. The institution pays
the necassary faa and out station allowances

16. Incentives to research publications.

Incentives to staff members shall be paid/given as indicated below,

i), Rs 5000/ for each publication in a reviewed international journal — (Proof
of publication to be submitted)

iy Hs 3,000- for each publication in a reviewed national journal (Proof of
publication to be submitted)

my T.A4. & DA will be paid as indicated (in 13a(a) of this servica rules
manual). If the faculty mamber attends to the presentation of the papar on
invitations,

iv) Stafl members attending national conferences / workshops either to
Eresent a paper or to participate shall be paid T.A. & DA as in 13{a),

oweyer after prior approval by the principalfmanagament



B. LEAVE RULES - 2007

1. GENERAL

a)

b

c)

o)

gl

h)

Ii

h)

These rules shall be called the 5ir C R Reddy college of Engineering,
Eluru Leave Rules.

They shall be deemed to have come into effect from 01012007 aml
shall be applicable to all the amployees of the college.

A leave account shall be maintained for each employee in an appropnate

form

Leave cannot be claimed as a matter of right. The sanctioning au!hﬂ-rirg
has full discretion to refuse or revoke [eave of ang_ kind “when th

exigencles of service so demand, Leave cannot be availed without prior
approval or in anticipation of sanction

The sanctioning authonty may recall any employes fo duty bediuea {1
expiry of his/her leave

Unauthorized absence from duty ghall be freated as misconduct, inviting
disciplinary action.

An employes on leave shall nof take up any service or accept any
employment

Every application for leave on medical grounds shall be accompanied by
a medical certificate given by a Govt civil surgeon in case of teaching
staff and an Asst. civil surgeon in case of non-teaching staff.

The minimum period for which leave on medical grounds can be applied
iz & days. Holidays in between the medical leave duration will also be
counted for leave.

An employee (declared as vacation stall) who leaves his place of duly
dunng vacation is liable to be recalled,

The Principal shall be the authorty compatent to grant casual or special
leave 1o all the employees. In the case of Principal, Secretary & Comres-
pondent! President of the Managing Committee shall be the authority to
sanction leave

2. CASUAL LEAVE:

Casual Leave is a concession o abstain fioie ety 1o sk puiivg
without such absence being treated as regular leave. The maximum
number of days of Casual Leave thal can be availed by an employee in a
Calendar Year is 15 or proportional to the service put in by that employes
during the year of his inltial appointment. Casual Leave may be granted
combining with the public holidays or Sundays subject to the condition that
the total period of absence does not exceed 8 days at a time. Casual
Leave for half day may be granted for the forenoon or afterncon session.



3. SPECIAL CASUAL LEAVE:

An employee iz eligible for special casual leave not exceeding B oy fon
the purpose of undergaing Family Flanning Operation. He/she is required
to produce proof of having undergoene the operation for regulanzation of
the leave availed Besides, special causal leave may be applied for in dire
necessity or family pressing circumstances wherein the sanctioning
authority will have to decide at his/her discretion the nature of die
necessily or pressing family circumstances

4. EARNED LEAVE:

a

b)

c)

Leave is earned by duty only.

Teaching staff and such other members of the staff declared as vacation
staff of the coliege shall be eligible for vacation limited to a minimum of &
waeks whether in the place of his/her duty or by permission outside it in
a Calendar Year. The Mon-teaching Staff {Mon-vacation Staff) will be
entitled to 30 days of vacation or 15 days of addilional pay in a Calendar
Year “Vacation' does not mean that an employee is automatically on
holiday or otherwise ceases to work for the college, even il reguired io o
50, and avery employee is reguired to undertake such waork, even when
the college is not functioming as may be assigned to himher by the
authornties, whether of a curricular, co-curricular, extra cumcular or exira
mural nature, including applied or field work, social service inside or
outside the area of the college.

Employees of all categories can accumulale earned leave uplo a
maximum of 180 days.

5. HALF PAY LEAVE:

a) Ewvery employee who has completed two-years of continuous service in
thig cnllege will be entitled to half-pay leave of 20 days for every
completed year of service there after with facility to commute the leave Lo
full pay and allowances on medical grounds,

b}  Hall pay leave can be accumulated upto a maximum of 120 days. This
ieave can also be used during the death of near and dear.

6. MATERNITY LEAVE:

All women employees who have completed the period of probation are

entitled to Maternity Leave not exceeding 60 days with full pay and

allowances. They are enfithed to Matemity Leave only once duting [Fwzir
Servicae,

7. STUDY LEAVE:

Based on the requirements of he Individual departments and lhe
recommendations of the Principal, the Managing Committes/Governing
Body/Office Bearers may grant study leave to Teaching Staff members for
higher studies. They are entiied to this leave only once during their

service :



8. SPECIAL LEAVE:

a) All the teaching staff members are eligible for 30 days of special foson
for the submission of Ph.D thesis and Viva-voce.

k] Every employes will be entitied to a special leave of 7 days during the
death of their parents. They are entitied to this leave only twice duning
their service.

8. COMPENSATORY LEAVE:

a) I any vacation staff member is prevented from enjoying vacation or any
vacation staff member cannot avall 6 weeks of vacation in a calendar year
due 1o Institution work, he/she will be credited with ene E L for every three
working days or part there of

bl Al nen-teaching staff members are enfiled to get compensatory holiday
when they wark on public holidays for duties other than examination duties
and committee visits. O.T is considered when any non-teaching stall
member works on public holidays/beyond college hours on the insbuclion
of Principall HOD. They are credited with one day Compenzatmy Lenve
for every eight hours af O.T

10. DUTY LEAVE:

a) All teaching staff members can aftend AU dulies lke spol
valuation/External examinations /University meeting wilh prior peinizsien
fraom Principal without any prejudice /detriment to the institution work.

by Al tzaching staff members can aftend the dufies of other Universities
(other than A.U) with prior permission from Principal without any
?rejudicef detriment to the institution work up o a maximum extent of
days in a calendar year,

1 Inconsistencies & Controversies:

a) Any of the above rules (service, conducl and leave) which are not
consistent with or in consonance with or in conformity with the rules and
re%ulatlﬂns of Sir C.R.R. College (Soc. Regd. No. 10 of 1950) and found
to be repugnant to their letter and spirit shall be treated as null and void.

by If any difficulty/doubt arises in the interpretation or giving effect lo these
rules, the decision of the Managing Committe/ Govermning Body is final.

c) The Managing Committee/ Governing Body may relax any of these rules

invedving any undue hardship to any individual in the general interests of
the: institutlon
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