SIR C. R. REDDY COLLEGE OF ENGINEERING

Ui o Sir Cattamanchi Ramalinga Reddy Educational Institutions - Eluri
[Lin-rnigted)

VATLURU, ELURU - 534 007, W.G.Dt. AP,

SERVICE & CONDUCT RULES — 2009

NAME:

These rules shall be called Sir C R Reddy College of Engineering, Elur,

sefvice and Conduct Rules 2009 (Governing the conditions of service of
teaching and non-leaching staff)

AFPLICATION:

These rules shall apply to all teaching and non-leaching employess of
Sir CR.Reddy College of Engineering, Eluru uniess ofher-wise
mentoned in the appointment order

EFFECTIVE DATE;

These rules shall come into effect from 01/08/2009 and shall supercede 2l
the earlier rules

DEFINITIONS

a) COLLEGE/INSTITUTION Means Sir C.RReddy College ol

Engineering, Eluru, a unit of Sir C R R Educational Insttutions
Eluru (Registered Society No. 10 of 1950)

b} MANAGEMENT Means the Managing Committee constitiled n

conformily with the miles and regulations of Sir C.R.R. Educational
Institutions

) GOVERNING BODY Means the Governing body of the College
constituted in conformity with the rules and regulations. relavan

order ol GovemmentUniversity/AICTE as applicable from time 1o
time,

d) UNIVERSITY: Means Andhra University, Visakhapatnam or the
University which our College may be affiliated at thal particulas
penod

) PRESIDENT/ICHAIRMAN: WMeans President/Charman of the
Governing Body as nominated by the Managing Gommittee of
Sir C.R.R. Educational Institulions.

fi PRINCIPAL Means Principal of the college of any other person
authorised by the Governing Body of this college or the Managing
Committee of Sir C.R-R. Educational Institutions, Eluru Yo discharnie
the duties and responsibilities of the P11nl;.h,:!al, whalever he hig
designation, othernwise
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EMPLOYEE: Means a person employed under the calegories of
teaching or non-teaching stafl including the Principal and
Vice-Principal

HEADQUARTERS: Means the head - quarters of Sir CRR
Educational Institutions, Eluru

TEACHING STAFF: The teaching stafl comprise aof the fallowing
categones

13 Principal

Yy Vice-Principal/Asst Principal

iy Professor

WYy Associate Professor

VY Assistant Professor

VI}  Training & Placemant Offices

Will Librarian

VIll) Physical Direclor

IX} Lecturer of any other category or a post declared so by the
Govarning Body

NOMN-TEACHING STAFF: The categores of staff that are nol

categoried under the teaching staff shall be deemed to be non-
teaching staff

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

1) When the employea is discharging the duties of the post lo

which he |s appointed or is undergoing training prescribed o
the post.

i When the employee s allending conferences/ seminars!
summer schools duly pamuitted by the competent authonty

) When the employee 18 attending to the work assned o lm
by the competenl authority in the inlerest of the Institution

Leave Means leave granted by the appropriate authorily lo an
employee to which he is eligible

PAY: Means Basic pay in the lime soala,

YEAR: Means calendar Year/Financial Year/ Academic Year as he
case may be

MANAGING COMMITTEE: Means the Managing Committee of the
Parent Body - 5ir C.R.R. Educational Institutions, Eluru

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

COMPETANT AUTHORITY: Principal of the College or any other
parson acling in his absence discharging the duties of Principal

APPELLATE AUTHORITY Correspondent / Secretary & President
on behall of the Managing Committee of Sir C.R R Educational

Institutions, Elum, -
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In respect of maliers nol specifically provided in these rules  1he
Managing Committes of the Sociely shall be the competent aulhority
to issue such directions or orders it may consider appropnale

Paints requiring clarificalion and interpretation shall be referred 1o the
Managing Commitlee whose clarificalionfinterpretation shall be final

Any other rule prescribed by the GovernmentiApex Body/Tnstitution
given for adopbon by Private Engineerng Colleges  shall
automatically forms parl of the rules, even if the provisions in such
rule/clause contravenes wilh thase rules

Unless other-wise stated specifically, in terms ol appointment every
employee is a whole-lime employee of the college and may be ralled
upon to perform dulies as may be assigned to himfher by lhe
appropriate authorily, If necessary beyondthe  scheduled  working
hours and on gazetted holdays and Sundays depending upon the
exigencies of the institulion

Every employee shall perform the duties assigned to him 1o the bes
of his abilities, and shall always act in lhe interests of the institution

All eligible amployees of the college are subject to the provisions of
Employees Provident Fund Act excluding refired reemployed staff
The age of superannualion of all members categorized as Teaching
slaff shall be B0 years and in case of other stalf it shall be 58 years
Any appointment after the age of superannuation shall be treated as
"Re-employment” on contract basis only for one year at a ime and all
such employees are not eligible for regular scales of pay. They are
not eligible for EL & Sick Leaves, summar vacation, PF and any other
retirement benefils They shall be pul on a consolidaled pay as hyed
by Managemen! committea from time to lime. Their appaintment is o
be renewed every yvear it required for further period

A Service Registar shall be maintained for each employee and the
relevant service entnes shall be atlested by the competent aulhonly
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 Committes of
Sir C.R.R. Educational Institutions, Eluru

SELECTION PROCEDURE & RULES:

aj

b}

The gqualfications required for filling a post shall be such as may he
determined by the Governing Body from time lo time taking into
consideration the norms prescrbed by Government of Andhia
PradeshiAffiliating University/AICTE and other educational bodios

The Gowverning Body shall have the power to decide whether a
particular post will be filled by open advertiserment or by an invitabion
or fram amongsl the members of the existing staff in conformity with
the Affiiating University [ AICTE Rules and Regulations  The
selection will be based on the guidelines issued by the managemenl
from time o time
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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 Committes duly constituted by
the management from timea to time

The selection Commitlee interviews the candidates nvited for
interview and makes ks recommendations to  the Managing
Commitlee, the names of the candidates being arranged in lhe serial
order of ment. The Selection Commiltee may recommend more

names than the number of posts for which applications are invited or
may reject all the apphcants

No acl or proceedings of any Selection Committee shall be

guestioned on the ground merely of absence of any member of the
Selection Committee.

The procedure adopled by the Selection Committee In selecting the
candidales shall nol be questioned as improper or irrelevant or unfair
by any applicant to the post

The Managing Commiltee (Governing Body may i specal
circumslances appoint leaching staff (Eg. retired persons) on contract

basis up lo the age permitted by the Affiliating University | AICTE nal
exceeding one year at a me

Any other instruction given, or rule prescribed, from time (o time, by
Govl, of Andhra PradeshiAffiliating University! AICTE regarding
salection procedure will automatically form part of the rules/procedure
of selection,

In cases of controversies over selection procedure etc, the decision
of the Managing Commiltes shall be final

APPOINTMENTS, PROBATION & SENIORITY:

al

b)

cl

d)

The Secretary shall be the authority for issuing all appaintment
orders/ipromotionsfincrements.

All imtial appointments to teaching and non-teaching posts =shall
ardinanly be made on probation for a period of two years Al

appointmeants by promobion shall be made on probation for a periad of
LOne Year E

The Managing Committee /Governing Body upon  the
recommendations of the Principal for valid and sufficient reasons may
extend the probalion period of an employee for such a period as may
be found necessary. The employee is deemed to have heen on
probation untl the order declaring salisfactory completion of

probation penod 15 communicated to him even if the nommal/stated
penod of probation is completed.

The declaration of probation does not confer on the employee any

special nght of parmanence to continue in the post in which hefshe
completad probation

The rules governing probation will not apply to appointments made on
Adhoc /! Contract / Contingent basis.
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The seniornty of an employee in a post shall be determined by the
dale of commencement ol probation in thal post. In case of two or
more persons selacted for appointment atl the same tima lo a
category of post, the appointing authorty shall fix the oder of
saniority among them having regard to the seral order of merit in
which they have been placed by the selection committes I any
which has included them in the panel having regard to number of
years of previous service, year of oblaining qualification. However

samorily alone is nol the sole criterion for promotion or fou
canferring any other benefit

The members of stall who are appointed on adhoc! temporary/
confract basis will hold their office till the last day of inshitution of
the academic year concemed or as specified in their terms and
condilions af appomtmeant,

PROMOTIONAL POLICIES/IPROCEDURE

a)

b

c

d)

el

f

Ph.D is a mandatory qualification in addition o other AICTE norms
requirad for promotionfappointment to the post of professor in the
faculty of Enginesring.

Ph D is a mandatory qualification n addilion 1o other AICTE norms
required for promotion/appontment for the post of Associale
Professor in the faculbas ol Scences, Humanities, Management
Studies, MCA, Physical Education and Library & Information
Sciences

All M Tech Candidates who have completed 5 years of salisfactory
savice after they aoblain the M Tech qualification as Asst
Professors in the pay scale of Rs 8,000-275-13500 wil be
considered normally for promotion for Senior scale of Rs, 10,000-
325-15,200, and lhose who pit In another 5 years of satistaciory

sarvice in the above pay scale will be considerad for selection
gradei/Associate Professor scale of Rs.12,000-420-18,300

A Sereening Committee will be formed by the management for the
above staled career advancement. The commillee assesses the
candidates for promotion based on i), Salisfactory service

assessed by the HOD and Prncipal, #). Sludenl feed back,

ilf) Students performance in the subjects laught by the concerned
faculty, iv) Co-curricular and exlra cumcular aclivibes elc besides

any other criteria thal may be laid down by the Management from
time 1o tima.

All the Asst Professors holding M Tech degree will be fixed mn the

AICTE merged pay scale after salisfactorily completing the
probation period.

In all other non-engineenng faculties namely Sciences, Humanibes,
Management Studies, MCA, Physical Education, Library &
Information  Sciences the common policy of the Sociely as
applicable 1o its other colleges for similar courses as regards scale
of pay and promolions will apply 1o the staff working n the
Enginearing College.
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g) Al B Tech | Class candidates, if appointed, will be placed on a
consolidated pay of Rs 10,000~ per month with an annual
increment of Rs 1,000/~ per year for a period of & years within
which heishe should acquire M Tech degree upon which hefshe
will be placed in the regular AICTE scale of pay.

h) Al existing staff members who are holding positions withoul
meeting the norms specified above, their emoluments will be
sealed o their present lavel without any type of increase till they
acqguire their qualifications

i} Al promotions are subject o vacancy being availlable and by
locking into student staff ratio,

PAY, ALLOWANCES & INCREMENTS:

a) AICTE Scales of Pay as applicable from time lo time shall be

adopled w0 posls classified as teaching stafi, bul, subject 1o
approval of the Managing Commillee

b}  The scales of pay as approved by the Managing Commitles shall

be adopted for all posis not falling under the category of teaching
staff,

¢} Deamess and House Hent Allowances as notified shall be adopted,
subject to the approval of Managing Committee. Any changes -

have lo be approved by Managing Committee before they are
implemented.

d) Unless otherwise stated in the appointment order an employee on
appointment shall be ehgible to draw pay at the minimum of ime
scale of pay for the posis. lHowever, in case ol appontment by
promation from a lower post his pay in the lower post at the lime of
promotion shall be profected in the time scale of pay of the higher

posl o
e} Leave grantad shall be counted as service for the-purpose of
eligibility for increment. But leave granted on loss of pay i it is for

more than thirty days in thal year shall nol be counted as service for
the purpose of eligility of increment and the date of subsequent

increment is postponed by as many days as helshe was on leave on
loss of pay,

fi  The Management shall have the authonty to withhold increments for
a certain period with or withoul cumulative effect as a disciplinary
measure for sufficient and valid reasons and after the employes has
been aftorded a fair opportunity to defend himsetffhersalf

g)  The Secretary shall be the authorily to sanction normal ncrements in
case of those staff on regular scales of pay and whose personal files
did not contain adverse remarks since the dale of sanction of lasl
increment. In all other cases the Managing Committee shall be the

competent authority to sanction increments
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ADVANCE/ADDITIONAL INCREMENTS:
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The Managing Committee shall be the authority competent to
sanclion advance increments in respect of new appointees taking o
consideration the pay struclure in previous employment and
additional qualification or expenence Additional increments to the
existing employess may be sanctioned as an incentive In deserving
cases with prior approval of the managing commitiee.

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

carlificate. They are ehgible for this incentive only once during their
service.

RESIGNATION, TERMINATION & RELIEF:

a)

k)

d)

el

An employee who wish to resign for his posl shall give three months
prior notice to the managemen! or pay three maonths salary in liew
theraof.

If the management feels thal the pedormance or conduct of an
employee is not salisfactory, such an employee may be lerminated

from service by giving three months notice or pay three months salary
to him/her in lieu thereof

If the employee resigns alter giving due notice and works for parl of
the notice period and then wishes 1o be relieved immediately hefshe

can do so by paying for the remaining notice period or surrendenng
earned leave to histher credit

L

These doesn’t apply to employees on probation and also employvess
appointed on Adhoo/ContractiContingent basis

In all the above sub clauses of this article, notice penod does not
include vacation or leave on loss of pay.

CONDUCT RULES:

a)

1)

Every employee shall be governed by these rules and 15 kable for
consequences in the event of any breach of rules by, him/fhear

Every employee at all fimes shoukd maintain integrity, be devoled o
histher duty and also be honest and impartial in histher offical
dealings. An employee shall, al all times be courleous and polile n
hisfher dealings with the Management, with other members of slafl
students and with members of the public. He shall exhibit utmost
loyally and shall, abways, act in he interests of the college

An employee shall be required lo observe the scheduled hours of
working during which hefshe must be present at the place of hisfher
work. No employee shall be absent from duty wilhout prios
permission. Even during leave or vacation, no Emplweer;_.ahall leave
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d)

e)
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k)

head-quarters excepl with the prior permission of proper authority.
Whenever leaving stalion, an employee  shall  inform  the
Prncipal in writing  through the respective HOD or the Principal
directly if he happens to be a HOD, the address at which hefshe
would be available during the pencd of his/her absence from the
head-guarters besides giving his telephone number.

No employee shall be a member of a political party or shall take part
in politics or be associaled with any party or organization which lakes
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 wrile through any
media which has the effect of an adverse crticism of any policy or
action of the college or detrimental to the inlerests of ihe college

No employee can engage directly or indirectly in any trade or any
private. tulbon or wundertake employment oulside his official
assignment, whether for any monetary gain or not

An employee against whom an Insolency Proceedings commenced
in the Court of Law shall fnrthmth report full facts thereal o the
college:

An employee against whom Criminal Proceedings are iniiated in a
Court of Law shall immediately inform the competent authority of the
coliege regarding the details (heraal

No employee shall excepl with pnor permission of the compeient
authority, have recourse 1o the press for the vindication of any official

act of the coliege which has been the subject matter of criticism- or
attack of defamatory characler.

Whenever an employee wishes to put forth any claim or seeks
redrassal of any grievance hef/she must forward hislher case in
writing through proper channel fo the cnmp-etanl authonty and shall
nol forward any such advance copies of histher application lo 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 exceading 15 working days.

An employee who commils any offence or dereliction of duly or does
an act detrimental to the interests of the college is subject o an
enguiry and pumishment by the compelent authonty However, any
employee aggnevad with the decision of the competent authority may
appeal against such punishment or decision within 15 days of the
recaipl of the arders of the decision to the Appellate Authorty or

Managing Committee and the decision of the Managing Committes,
there an, s final and binding on the employee

No employee shall engage in strike of incitements thereto or similar
activites such as absence from work or neglecl of duties or
participate in hunger sirike etc., Violation of this rule will amount to

misconduct and attract delerrent punishment including remaoval from
sarvice.
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DISCIPLINARY ACTION:

a) Al employees are liable for disciplinary action for disobedience,
misconduct and derelichonfnegligence of duty by the Competent
Autharity. However such disciplinary action shall be taken afler
establishing the grounds on which the disciplinary achion iz initiated
and after a fair opportunity has been provided to the employee 1o
defend him / her sell and being heard in respect of the charges

b) As parl of the disciplinary action, the following punishments for good

and sufficienl reasons may be imposed upon the employess of the
inslitution after esftablishing lhe facls about derelictionfneghogence of
duties/ disobedience etc by the Competent Authority

i) Fine
i) Censure,
iy Withholding increments/promotion;

i) Recovery from his salary whole or part of any pecuniary foss

caused 1o the college due lo negligence of duty or breach ol
order,

iv) Reduction to a lower rank in seniority or reduction in the tme
scale of pay

V) Suspension;
vi} Removal from service,
vit} Dismissal from samvice

Explanations:

The discharge of a person appointed on probation dunng the penod
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 conlract to hold a temporary appointment, does nol amount
to removal or dismissal within the meaning of this rule.

c) The penalty under (iv) may be imposed in addition fo any olher

penalty which may be imposed in respect of negligence or breach of
orders.

d} The authority which may impose any of the penallias prescribed in
Rule 12(b) shall be the authority mentionad in 4 (q).

gy I the competent authorily feels il necessary lo conslilule an Enguiry
Committee as a parl of the procedure for taking disciplinary action
the Enquiry Commiltes shall consiat of one or more membeis as
decided and appointed by the Mresident, Managing Comimillee
IGoverning Body. The Managing Committea shall appoint a parson
superior in rank to the charged person to conduct the enquiry
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Before any of the penalties specified in Rule 12(b) above is imposed
against an employee of the college, it is necessary lo give him a
reasonable opportunily o show cause against the disciplinary achon
which is proposed to be taken against him by intimating to the
amployee concerned the grounds on which it is proposed lo impose
the penalty and by directing him to show cause why it should not be
imposed. The employee shall be required within a reasonable lime 10
pul in a statement in writing, in his/her defense and to state whether
hefshe desires an oral enquiry or only o be heard in person. If he/she
desires an enqguiry or il the authority concerned so directs, an oral
enguiry shall be held. If no oral enguiry is held and Il he/she had
desired to be heard in person, a parsonal hearing shall be gven o
him/her, The proceedings shall contan a sufficient record of the
evidence and a slatement of the findings and the grounds thereof

The requirement of sub-rule 12{f) shall not apply where the employees
concemed has absconded or where il Is for other reasons
impracticable to commumcate with bim,

Al 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 authonty need not necessanly be
the same as that given/recommended by the lower authonty

An employee can be summarlly dismissed / removed from service
when found thai he / she has indulged in acts of moral turpitude
without observing any of the procedures stated above in the over all

interests of the institution

Before imposing any penalty, other than
(1) Reduction o a lower rank
{2} Removal from service

(3) D[usmissal from service:

An employee shall be informed in writing of the allegalions on which
action is proposed lo be taken and be gwen an opportunity of making

a representation, but it shall not be necessary to hold an oral anguiry
in to such allegations.

The Managing Commitlee by a resolution may delegate its power 1o
impose any of the penalties other than lhe dismissal, removal, or
reduction in rank 1o the Secretary Mo employee shall be dismissed,

removed, or reduced in rank by any authority subordinate to the
Managing Commitlee of the Institution.
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13. TRAVEL EXPENSES RULES:

a) Principal and Professors who proceed to other places on Institution
work are eligible to travel in 1% class / 2 tier AC They are entilled
to DA at the rale of Rs 250/ per day with resmbursement of actual
expenses of hotel accommodabon. The DA may be revised
periodically (every 4 years) to compensate for inflation

b) Teaching staff members who accompany the students on Industrial
lours or proceed o any other places on Institulion work are eligible
to travel in 1* class / three tier AC They are enfitled 1o D A al lhe
rate of Rs. 200/- per day with reimbursement of actual expenses of
hote! accommodation up to @ maximum of Rs 500/- per day The

DA may be revised perodically (every dyears) lo compansate for
inflation

c) All the Mon-Teaching staff members who will be sent to out station
are eligible to travel in 2™ class 3tier/ High Tech bus as the case
may be with a daily allowance of Rs. 300/- tewards DA and hotel
accommodalion. The DA may be revised penodically (every
4years) to compensate for inflation. In case of Drvers., a daily
allowance of Rs 150/- per day is allowed if there is night stay,
otherwise il will be Bs.75/-

d) All the employees are enlitled to claim Rs 2 per Km for local

transport or the aclual expenses in case they are authonzed fo
travel by read on Institution work,

14. SPONSORSHIP RULE

All the teaching staff members are sponsored to workshops!
saminarafsummer and winter schools conducted by other institutions. A
staff member can atlend one workshop! seminarfsummer and winler
school in an Academic Year by adjusting his Academic work without
affecting the normal functioning of the institution with prior permission
from the competen! authonty

15. SKILL UPGRADATION:

All the technicians may atlend the firaining programs in [her
respective trades to upgrade their skills A technician may attend
one training program from each Department in an academic year
The institution pays Ihe necessary lfee and oul station allowances if
sponsored with the prior approval of lhe competent authonly
VWhen sponsored the employee should give an undertaking that he
will work atleas! for one year after thal programme.
I:. Iy - s Adhde—
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16. Incentives to research publications.
Incentives to staff members shall be paid/given as indicated below,

1. Rs. 5000/ for each publication in a referred international journal -
{(Proof of publication 1o be submitted)

i}  Rs. 3,000/ for each publication in a referred national journal {Proof
of publication to be submitted)

iy TA & DA will be paid as indicated (in 13(a) of this service rules
manual). If tha faculty member attends to the presentation of the
paper on invitations, if no amount 15 pad by the inviting instilution

w) Staff members attending national conferences / workshops either 1o
present a paper or to participate shall be paid TA & DA as in
13{a), howevar after prior approval by the Principalimanagement.

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