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1.0 Definlfions
11 | GE mwate e Governing Body of the College '
1.2 ‘Byelaws’ means the Bye-Laws of the College.
13 “wesmute / cologe” means the Bhilai Mahila Mahavidyalaya.
14 “Chaerman" means the Chairman of the Governing Body.
15 "Rules” means the rules of College.
1.6 Trust” means the Bhilai Education Trust / Foundation Society.
1.7 "Managing Trustee' means the Managing Trustee of Bhilai Education
Classification of me'{nbers of staff of the Institute

Except in case of persons brought to work in the Institute on contingency basis for specific
purpese, the staff of the Institute shall be as follows:

Academlic

2.1.1  Principal
2.1.2 V. Principal
_1 2.1.3  Asstt. Professor
! 214 Lecturer
' 2.1.5 Sports Officer
' 2.1.6  Librarian ;
2.1.7  Such Other Academic Posts as may be decided by GB.

22 Administrative }

’ | | i' 2.2,1 Admlni Officer
222 Accountant ‘
223 Suchother administrative staff as may t:'the decided by the GB
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Institute shall be approved By

1 normally be fillad Dy advertisements sut
Managing Trustee ghall have the
icular post may be filed by promotion from

powey 10 decice that a pant
of the Institute

amongs! the members of the staff
mittee for filling various posts. other

There shall be a gelection Com .
ts are to be made through promotion

ghan those on which appointmen
or on contract basis

The Selection Commitiee shall interview all the candidates called for

interview on recommendations of the screening committee. In case of
unsuitability of all the candidates recommended by the screening
commitiee, the selection committee may consider any other name
prought 10 its notice. | i

|

t i
Nualifications required for the various academic | administrative
posts shall be such as may, from time to time, be lald down by the
UGC/PL Ravishankar University, Raipur which the Insiitute s




4.0

4.1

4.3

4.4
4.5

4.6

4.7

Terms and conditions of service of permanent employees
| | by the f i
Permanent emplo*ees of the Institute shall be governed by the ollowing, i)

and conldilions:

Every appointment shall be subject to the condition that the appoint.eeis ceniﬁ?d
as being in sound health and physically fit for the service b.y.medrcal authorl;ty
nominated by the GB. Governing Body may, for just and sufficient reasons relax

the medical requirements in any particular case or cases or dispense with such
medical examination in any case or cases.

Subject to the provisions of the Rules and Bye-laws, all appointments to posts

office till he/she attains the age of Superannuation. The appointing authority shal|

have the power to| extend the period of probation of any employee of the
Institute as may be found necessary.

not apply to
ior approval of the Chairman for

during the period of probation,.
The appointing authority shall have the

retrenchmént. This provi nt employees of
the Institute iafter Probation period. | '

A member of the staft can leaye histher employment b
or pay in ligy thereof, No member of th

academic s Ission. In lcase g member leaves, helshe will be r
his/her sala“ for the réemaining period of

|
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PPointing authority may Place any member ofthe stg

|
|
ff under suspension:- ‘!
a) Where a dis '
ci Ima x 1 . '
pendll’lg._or _p ry Proceeding against him/her is contemplated or is|

oAb

|
:
m/her in respect of any cfiminal ol‘\ nce in} ohnng]'

b) Where a case agamst hi
o rg;a;n:)rfpz:gceie |:; :fnder investigation or trial.

amounting to one- fzx?nh under suspension is entitied fto a SUb@E'.'StencAe e

of his/her pay during the pefiod of suspension and

22;:'%1“31 period he/she shall not undertake any other emp]oym‘anmr blilsiness
i _ L

10 s herLi \a l‘er,
Provided, be imposed on any member of the staff:- B
)  Withholding of increment or promotion ISR

b) Recovery of the whole or part of the pecuniary loss|caused to the| | |
Institute by negligerice or breach of orders. \ ﬂ B '

c) Reduction in rank. \ 1| | oa ikl

| | |
d) . Removal from service, which sha!l not be a djsqualifi CET:IOH forifut_uréie |\ R

The following penalties ma ‘for good and sufficient reTons and

employment under the Institute.
e) Dismissal from service, which shall be a d|sq ahﬂcatnop for future
employment under the Institute. . \ il
Provided that orders imposing penalties specified at ? , (d) ahf (e) shall be
passed by the appointing authority after an inquiry has been held and the staff
has been given reasonable opportunity of showmg cause of acti in prop' sed to
be taken in regard to him/her. I e B it

| ]
4.11 Notwithstanding anything contained in bye-law 4.7, it shall not bg nece seliry[to
follow the procedure mentioned above in the following cases: |

; : , : l
a) Where an employee is dismissed or removed from ?emce on the
ground of conduct which has led to histher con\nctlou on a cnmmal

charge. i L

|
b) Where the authority empowered to dismiss |or remove the person\ is
satisfied that for some reason, to be recorded by the authonty in

writing, it is not reasonably practicable to give to that person an
opportunity of showing cause.
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b2 YWhen.gn emﬂloyiee of the Institute, who has been placed under:‘-;:i;:fgm £
reinstated, the appointing authority, competent to orderthe re-ins ,
consider and make a specific order:-
paid to the employee fo

a) regarding the pay and allowance to be
period of his/her absence from duty, and - on

b) whetkTer or not the said period shall be treated as period spent
duty. R
413 When an employee of the Institute, ed undersuspensson'f.\ is
reinstated and the appointing authority is mployee nas
been fully exonerated, the employee shall iven the full pay allowances 1o
Further,

which fhe would| have been entitled otherwise.
absende from dufy shall be treated as a period spent on duty for all purposes.

rthe

5.0 Leave
The employees pf the Institute shall be entitled to leave in accordance with

provisions laid down in the Leave Rules.

6.0 Traveling Al'lowlmce
-“. R [

. R
s per T:N,Ei?# Rules {5,

7.0 _Holid’ls S
;i The Institute shall follow the same calendar of holidays as is being observed by
the Uniyersity to ihich the Institute is affiliated! :

L
SILTS
RO RSN - '|

| | mployees of the College may be allowed to retire on the last

‘day of the month.. 5. - |
by the above Rules and Bye-laws will be

. vAny matter not covered by the abov
' governed by the decisions of the Trust taken from time to time.

Code shall

b ]ncase of -gny.discrimipatibn-rules as specified in College

[l

s




EMPLOYEES' CONDUCT RULES

These rules will govern the conduct of all the employees of the fnstitute: l
|
1.0 Definitions. In this schedule unless the context otherwise requires: |

1.1 "Competent Authority” means:

“Governing Body” in case of Principal / lic (L&A).

a)
b) “Principal / I/c (L&A)" in case of all other employees |
in College Code. i
"

or as specified

in

1.2 “Employees" means a person appointed to the service and posts

connection with the affairs of the Institute.

1.3 “Service" means the service under the Institute.’ l |

CHAPTER |

2.0 GENERAL

Every employee shall at all times maintain absolute integrity and devotion to

2.1
duty and also be strict, honest and impartial in his/her official dealings.
o . | I )
2.2 Anemployee should, at all times, be courteous in h'isiher dealings wlthiotheﬁ 1
~ members of the staff, students and members of puk!JIic. - | M
2.3 Unless otherwise stated specifically in the terms of appo ntment, every
employee is the whole time employee of the Institute and|may be called
upon to perform such duties as may be assigned [to him by {the competent
authority beyond schedule working hours and pn closed holidays and
_ Sundays. : | hl
24 An employee shall be required to observe the tchedule ﬂ‘pours of work,
during which he/she present at the place of his/her duty.
= 8¢
2.5 Except for valid reasons and under. unforeseen coLtmgencl no employee
shall be absent from duty without prior permission. 1 \. Q T
26 No employee shall leave station except with the prior pe mission of *h ';
competent authority even during leave or vacation., | 1 L‘ &
. : |25 1
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2.7 Whenever leaving the station, an employee shall inform the Head of i dE |

Department |to which, hel/she is attached, or the Chairman if hefshy i

himselffherself is the Head of the Department, the address where hei%he ché‘

should be available during the period of his/her absence from the station. \3‘4 A

3.0 Equal treatment for all.

Every employee shall accord equal treatment to people irrespective of their cast,
creed, sect. or religion.

4.0 Taking part in Politics& Elections

4.1 No employee shall be a member of or be otherwise associated with any
political party or any organization, which takes part in politics.

4.2 No employee shall canvass or otherwise interfere or use his/her inﬂuence_ in
connection with, or take part in, an election to legislature or local authority,
provided that:

|
a) An'em;i:l'oyee‘quéliﬁgd tb_vote at such election may exercise his/her
|| right to vote.
b) An emp_foyec; shall not be deemed to have contravened the provisions
| of this l'rule by reason only that he/she assists in the conduct of an
[ election in due performance of a duty imposed upon him/her by or
’ under any law_for the time being in force. : ;

5.0 Demonstf'ations aﬁ'd Strikes

No employee shall engage oneself or shall participate in any demonstration or
resort to any form of strike in connection with any matter pertaining to his/her
conditions of service.

. | | i

| i ! ! i i | f

6.0 Joi ing‘o"Ass_ocia tion by Employees

(15 B | _ ; '
|

|
| ¢

' No employee sha ijoin or continue to be member of any service  Association
i f f i ;

- of emplpyees:-

| ) Which has n_c.it":;vitllm_in a per_iod of one month from its formation, obtained the
| ;’I recdgnition of the Governing Body of the Institute. :




b) Recognition in respect of which has been refused or

3 ithdrawn| by the
overning Body of the Institution. ;

|

7.0 Connection with Media '

7.1 No employee shall, xcept with the previous s'a ction of {the cor petent

authority, own wholly or in part, or conduct or, participatd] in edmng or
managing of any newspaper or other periodical publication.

7.2 No employee shall except with the previous sarction of | :the competent
authority or in bonafide discharge of his/her duties, participate in; a
broadcast or contribute any article or write any lette]r, either nonymou'.l-:‘ly \or
in his/her own name or in the name of any other person'to any newspape 'A .
or periodical except if such contribution is of a purely llterrry, arttstnc or \ |

scientific character. , | :\

No employee shall, in any broadcast or any document published onymFusly prl\ | | I",

8.0 Criticism of the lnstitute

| |
in his/her own nameor in the name of any other person, jor in any gommu lc:a\'m:n'lL

to the press or in public utterance, make any statement . f fact or opinion

a) which has the effect of any adverse criticism of|any decigion of his/her
superior officers, or of any current or recent policy or action of the Institute,

: |\ :
b) which is capable of embarrassing the relations between th Institute and
any other Institution, University, Organization, State| or 'pentral
Governments, or anylmember of pubhc or \ | 5

c) which is capable of embarrassing the relations between the Ln’t a'!'I
Government and the Government of any foreign state. ‘T y i

Provided that nothing in this rule shall apply to any statement ni'.ade or \ma\.rws‘1 [

expressed by an employee in off cial capacnty or in due performance of the du’ues\

j assigned to him/her. - ‘ Ll

* 9.0 Evidence before acommittee or any other authorlty \ el |
|

9.1 Same as provided in the rule 8.3 below, no employee shall, eﬁxcept with the

previous sanction of the competent authority gwe\ewdence in connection

with any inquiry by any person, committee or authorjty.

9.2 When any sanction has been accorded under rule 9.1 above, no erﬁpi'oyeel
giving such evidence shall criticize the policy or any action of the Institute. |

9.3 Nothing of this rule shall apply to:-




{ - :' i ."..',:I!I i n-[-. uthorll)" Q- ~ oy 1“,\
/ .lll ; % §2: 0 I I t H before an Iat_u
J‘ ewdenoL given at any Ine nt, by the State Legislature, or
i Instltute by the‘
Parllarqent or
b) evidence given inajt
Unauthor)tzed Co munlcation of |nform general !
No emétoyee shall; except in accordance with Ay he duties assigned to

d faith of t
; compe ent authonty or in: perforrnanoe in goooff'cial docume"t or information to
| :l| communicate directly of indirectly any te such document or

; munica
any pefson to whom hefshe is not authorized 10 com

ud|c|al inquiry-
ation
r special order of the

in any trade or pusiness or

o em, toyee shall, engage directly or indirectly,

i norary work
Provided that an pmpmyee may, without such sanction, undertake ho ry

of sDleh or charitable nature or occasional work of literary, artistic or sclen?ff‘:
8 bharac tj‘-.-r subject to the conditjon that hisiher official dutaes do not thereby suiieé
[ and that . he!she mforms the competent authority within one month of h:slher
.' undert ing suolla work, but he/she shall undertake or discontinue such work if
_so dlret;ted byt cor*oetent authonty '

s o
J_ L

n em loyee ma not wrthout the prior approval of the competent authority, act
as a lr gal guardian -of-the person or property of a minor other than his/her

dependent. - f=

13.0 Insolvency, habit aI indebtedness and Criminal Proceedings.

very em Joyee shall 'S0’ manage hls:'her private affairs as to avoid
ebtedness or msolvenoy When an employee is found liable to

_ena!ty n employee M}o becomes the subject of legal proceedings for
_:solvenc shall forthvmth report full facts to the competent authonty of the

..i1‘-3'._21 An emplo ee who gets tnvolved in some cnmmal prooeedmgs shall
' -lmmediately inform the oompetent authorlty through the Head of the
_-'Department to wh[ch he/she released on bail or not. An employee who

7.




14,

15,

forls dela_ined in police custody whether on crimin
| a period longer than 48 hours shall not join his/h
College unless he/she has obtained written permissi

from the competent authority of the Institute.

Vindication of Acts and Character of employees |

al charges of| ptherw|se

er duties in the
on to that effect

| y
e compétant authority,

sanction of

No employee shall, except with the prior
ss for the vindicati

on of any official act
afamatory

urt or go lo the pre

ticism ot an attackof d

have recourse to any €0
which has been the subject matter o

character.

Provided that nothing in this rule s

vindicating his/her private character or any

capacity.

f adverse cri

hall be deemed to pr hibit an
act done by himiher

Iimployee from
E’Y in private
| .

I

Litigation on Service matters.

n gri

urt of law decision

T

pt to seek in @ CO

No employee shall attem

thout first exhaust

g the né\mnai".l

Lo Ll
ances‘:,

1

ditions of service Wi

16.

arising out of his/her con

official channels of redress. .|
Canvassing of Non-official or o

other Qutside lnﬁunnc?

|

1
any political or other outside

bring or attempt 1o bring

n any superior authority

No employee shall
to fur}her his/her interests in

17

18

influence to bear upo

respect of matters pertaining to his/her service.

Proper use of Amenities

No employee shall misuse, of carelessl

the Institute to facilitate the
i Il
Representations ! |

y uée, amenitiei
discharge of his/her duties. |

to him/h

\\ |
5 provide to him/her by

|

[}

A S R e
aim, or seeks redress of

18.1 Whenever an empldyée wishes to put forth any ¢
er, helshel shall forward

any grievance or of any wrong done
his/her case through proper channel a
copy of his/her. application to the higher aut
authority has rejected the claim, or refused relief|or dispos

is delayed by more than three months. -

nd shall not forward any advance

hority, uni;'?ss the lowe

| of the mattel




Tl Vg

. antation addreggg
18.2 No employino shall be signatory to any joint represen d

any other matg,
los for ny grievances or for any o _
10 the authbrities for redress of any g |

o bt i |
| ' CHAPTER Il
|

| LEAVE RULES
|

1 Leaveisa Rrivilege and not a right:

It may be refused or revoked by the authority empgwert?d tofgrantiég 3';
would, however, generally be granted unless the exigencies of serv

demangd.

2 Leave Application:
3 Tt:ne leave a
d ‘shall ‘be got ' san

thl{ faculty memn
e'gaged.“ !

|1| 1 Exc ept .3 €mergency, application for
should| be made ht eq
the lea Je is requ red.

leave for 3 days or less
$t 24 Hrs. before the time from which

22 Application for leaye for more than 3 da

|

.’ : :
3 Nﬁi leave can commence unless
|I .

_ J it has been sanctioneq:
M,’ge Submissijon -of -leaye anplic

ation does not au

 Sanctioned ‘makes the employees Jiable to-disciplin
deductions; | SIS ol |t
NO leave will be"sanctioned on telephone
except in case of extraordinary circumstanc
shall however. p

pplication shall be submitted on prescribed form well in advance

© got sanctioned before availing of the leave. The faculty
' m%mbers shall make alternate arrangements/internal adjustments among
| ers of his/her any other department to keep the students

i thorilze an employee tg
ainl _th,e-*!_ehye applied _for.- Availing of leave wij

es/sudden iliness, etc, This
€ regularized immediately 0n joihing the duty in writing.
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5 Continued absence ) |
of more than six days, or repeated irregularity with ut intimatipn of any kind

may render an employee liable to disciplinary actio including|termination of
services besides penal deduction. : \

Kinds of Leave:- Y

\

Casual Leave (CL) i1

missible in a calendar year.

11 13 days Casual Leave is ad
of January he/she

1.2 Ifan employee‘jo'ins duty after the first day
main'mgf

shall be entitled to proportionate number of CL forthe re
part of -the Calendar year.

" ‘ | 5
1.3| A maximum of Two (2) days of CL can be ava led of at ghe time.

f leave.

1.4iCL can not be pre«ﬂxed!sufﬁxed with any other-type O

1.5CL up to total accumulated period but not excee ing six (0B) s

days may- be .

ill not be carried forward to next calendar y

1.6CL W
of the ensuing calendar year

will lapse at the end|

Vacation leave | L&

s '-.l \1 : L

11" Al teaching posts are VACATION POST, thergfore fac&\ty is entitled 10

30 days summer vacation and 10 days winter vacationor as deé\ated '

by university. If exigencies of work sO require the teac*\'mg faculty c';_ati '
be called for duty with the express permission of Cﬁll irman, G.B. |
Managing Trustee.In such case the shortfall fin period |of vacation W“."g :
be cgny,er_ted into earned leave and rules of rmed lea ?vi\\ a p‘.\y. '~.1 \ 1} '. ._

1.2 The vacation leave shall be got sanctioned in{advance Wﬂﬁni; Asilita !

any other leave. : ; \\\ - '

1.3 The vacation period amongst the faculty mem)bers sha\_l\‘-_generauy be
staggered to ensuré that the Institute functior}ing is not hampered.

1.4 Like Earned Leave, Vacation Leave shall be_éarned ﬁfst. An employee

who has not worked for the preceding semester shall not be entitled to -
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- Closed Holldays|

| i 11 4 ',}'. ¥
. The College Will
Universww.l

¥ !
' Festival Leave (o)

Va

, wacalicml on pror

11
i1

' 3days (:)ptional
against';the Opti

Earned

Leave

e .

Lo

|

.....

[
aver, be entitied 10 reduced periog
1 .

n Leave. she shall how

catio
ata basis.

‘l \ i
+ omain closed on Closed Holidays declared by

p'-tiéln_al Holi&ays} ;

r

led during the calendar year

holidays can be avai
d by University.

onal holidays declare

staff working under

Admissibility of EL to all regular teaching
' g Vacation plus (maximurm

(@) 1/30" of actual service includin

(b) 1/3" of the period, if any, during which she is required to

|, p-.form duty during vacation.
R T'Ifl'”a}”" R Ay
\dmissibility;ofEL-t0 al

Vacation ; leave) ‘shall b

‘

other. regular employees ( not availing
e at the rate of 30 days for every
f service or 2 % day for each
or a period which is less than a
d leave shall be allowed at the
service subject to the limit

| ., completed calendar year o
calendar month of service. F
complete calendar month, earne
‘rate of one day for 10 working days of-
. of 2 % days of leave for the calendar month.

A
i

l

esE N e :
ee whose service commences otherwise than on 45t

" An employ
itled to leave at the rate laid down

ay of January shall be enti
above.

' For calculating ".\r;f'quing days wé_ekly offs, closed holidays will
ot be counted i.e. they will be counted as non — working days.

EL will be credited on 1% day of next year.

.. Earned Le

£ L el Gagabisr

e e
eSS 1?}{.1‘5\5'!’%‘ ij ]




2y [ ! i [ | -
. k% | ! | |
9y ) | : ! | IF
< . : | | Lol
A _:,Ear_ned ‘leave  can pe pre-ﬂx?dfsufﬁxedﬁ witrJ other
. holidays/leaves but not with Vacation Leave.. || '
; i) I. 2 3 PR ; ] |
> N Employees appointed on Adhoc basis fare not eﬁtitled to Earned -
. Leave.’ | f

> Employee is entitled for EL only after completion of 1 year
Service on regular basis.

Commuted Leave in lieu of Half Pay Leave ] f | |
_ | Hi | |
Not exceeding half the amount of half pay leave due ay be| | '

granted on Medical certificate only to a permanent or a temporary [

Employee with one year of continuous service subject to the following
Conditions:-

) - Half Pay Leave during the calendar year is| 20 days to be
 credited after completion of each calendar year. || '] :
ify  Commuted leave during the entire service Es limited to 240
" days. - i ﬂ |
i) Twice the amount of commutes: leave granted shall be debited
against half pay Iea\(e due.(includinf Sunday' a'lnd hﬁ!aliday]s)ll ] ;'\
~iv) . - Not more than 90 days of commute | leave can be gr n:te 1'tr:l !
time. : ! ! | ]: i
V) The total duration of commuted leave and eafned leave ta en
in conjunction shall not exceed 210/days. '
vi) commuted leave will be sanctioned only after J'oining the duty .
vii)  Commuted leave shall not be| granted Preparatory to

retirement. .
viii) It can only granted on the strength of a :ertiﬁcz\ue of the
Medical Authority declared competent for the| purpose.
' |

o
111 .No Provision as such_exists for|the grant|of Ieaqe with 1|1 |
: ~ .pay...|However, for. reasons beyond o fsrco ral, [if||an/

Leave Without Pay

. employee has to avalil leave in excess of ones autrhqrizati N,

. he may be granted, “Leave without Pay” at the discretion of

: : the Management subject to exigencies p;f service. Such
‘ ~ leave shall not exceed 15 (Fifteen) days at/a time.




(%]

b= g O T S R T L. I -
e i APy T 3% e ..‘:.:' )< ‘:-._..A _-:'.Il;*} n.._.r“:-- i
) L - 5y
b _. . 1 - ! : at hII =

“‘an employee without sanctioned leave is 3 &
fall under'this category.

112 f'fl-'.-I.Absen'ce of
| ! of indiscipline and does not

Ll
] _
' 1.1.3 | “Leave without pay” shall also be got sanctioned in advance .
H .| as any other leave. .
tra Ordinary Leave: \
s1a rcinary Leave } ‘

' the name suggests, this leave is granted under extra-
ordinary circumstances only viz. prolonged sickness of self
~|~.or a family member. No salary will be paid for the leave

W

/7" An activity of an employee which can bring recognition to the
' Institute’ may be considered for grant of this leave..Duty
_ leave may be granted for one or more of the following

2 ‘J  peposes:

a) | o deliver academic lecture — once a year.

b) To work on behalf of the college _

c) To read/present a research paper in a Conference/ Symposium
~ of National/International level. — once a year. '

d) To attend selection committee or other such committee
| ‘_;"_{_'5 i I,?e_t,ings -I._p_rqyilded_ they. .are convened by a statutory
7 Body/university recognized by the Government.

&) To inspect academic institutions attached to a statutory body or
" a University recognized by the Government. — once a year.

'f) ch take practical examination — maximum 4 times.

 The c‘iuty, leave will be restricted to a maximum of 15 days during a -
5 céler'rda_r‘year subject to the following conditions:-

asts'a writtéh request from the competent authority.

j i Thereex |
accepted for presentation and a

| | . | The paper has been d for pres
communication to this effect received in writing.

{ I ,I I LA [
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5 g N&ﬁ: fe"ﬂWshup of honararium OF any other
@ lmve,m » SUCH legye shé{ll not be i:onsidu’ared as

- Maternity 1o
a
with full Payv:p":? :0 granted to a permanent female smployes
granted will be gg unde:nxlmum 2 e c.h"dmn' Ty e

a |
b;EEEr:? F;loyees With 3 years or more service. |t 12 Weeks
Ployees with 2 years or more and less | - 2 months

than 3 years of service., ’

CHAPTER Il

TA/DA RULES \

1.- General .
. |

The Traveling and daily allowance rules are framed to énsure that an employee
is able to perform his/her duties at the outstation effectively. The TA/DA shall be

regulated in accordance with TA/DA rules laid down by ngGCiUnivarsity amended
from time to time. ; [ 1[ i
|

2. Approval

All journeys must be got approved by the competent authorityl (Chairman/ Pr'ml?ipa\) in
writing, If, however, time does not permit written permission inladvance jt shall eldope_
immediately on return from tour/ temporary duty but in such cases verbal per ‘\ssipn‘r.

need to be obtained. }I \

3.  Mileage Allowance | .

’\
|
|




7N !
L, _
!\".irea@é allowance

Itis admissible 2

Own Scooter
Own Car

In Special Cases
certificate. 1

Incidental charges

8.1 Transportati?n from residenc
Station to place of duty; Actual

8.2 Taxi charge

admitted.

t the following ratel

Incidental Charges

\ _ ‘ rmed by own ve
& [ -siblé when the ioumey is perf‘o_

is admis

. Rs.2.00 per KM

. Rs..6.00 per KM

od rendering 2n appropriate

aclual expenses may be charg

are admissible as under: _ =
y station/Airport, Airport/ Railway
will be admitted.
n: Actua

e to railwa
expenses

ther offices in tow | expenses will be

for {raveling to O

o

Hotel charges will be p

means of transportation shall generall

Lodging at the ohtstg;igﬂ ik

ainst actual bills and most practical

aid ag
y be resorted to. Full day taxi

shall pot be hired unless i_;pavoidable.

“ Advance may

I
Settlement of

' _TAf;ﬁ)A ¢laim
 tour| TA/DA

theaphairman
settlement wi

fi 7

must be settlement within 7
. claim shall be
thelAccountant, who in turn s

ning authority.

be drawn with the approval of the sanctio
TA/DA claim

days from the date of return from

got countersigned by the HOD and submitted to

hall check for entitlement and get it approved by
ied with bills etc. In case of non-
ill be deducted from the -

All claims must be accompan
hin prescribed time, advanrce drawn W

P A P



X
Q
Y

Adl TAfDA dalm “han
This shall be ac
Outstation No clai and the duties performal part 3
M Wil be passed with oyt oD sz
feport.
i
CHAPTER Iv ‘i \

LINE, PENALTY & APPEAL

1. Sub’acg o -
< th.e I',:)rovlslons in the regulations an employee of the College shall be
ma diwe : s lnar? action fgr ales of misconduct such as negligence in the
Gischarg 9 uty, in-subordination, any act prejudicial to the interest of the
College or its property. ’
: | |
2. The following penalties may for good and sufficient re: sons be i posed upon
any employee of the college : ' 1 '-
a) Censure. ‘|_
b) Withholding of increments or promotion. |
\
¢) Recovery from the pay of the whole or part of any pecuniary loss caused
tothe College by negligence or otherwise.
\
|

d) Removal from the service of the College.

3. Except where otherwise laid down in these regulations the authdriiy competent to
appoint shall be competent to impose any kind of punishment including removal
from gervice on grounds of misconduct or gross insufficiency etc. In the event of
any such order or punishment by the competent autharity the er;}ployee e

 concerned shall have the right of appeal to the Trust whose degision shall be

final, - li \ (s \.1\ ;
Ll

4, The ground on which it | proposed to take action shall be reducgd to the form of
definite charge or charges which shall be required within reasonable time to state
in writing whether he / she admits the truth of all or any of the cl_'arges, what

1

L e
il

I




4 Ll
- ! . - d whether he /she desirg
axplanation or defense, if any, he IST hlnst:cc,): if:?ll';: pro‘nﬂng QULIOBt/Iec ‘
. eraon, If he / sho so dosire ance shall be heard as to
:ﬁﬁ&f G;.:doigf enquiry shall be held at which all avl:r;;f:gsgd shall be entitied t
such of the charges as are not admitted. Th:ugﬁrrlzises called as he/ she may
cross- examine the witnesses, to have suc y for reasons to be

ma
wish provided that the officer conducting the enquiry ocesdiias e alicanal
recorded in writing refuse to call any witness. The pr

i d the grounds
sufficient record of the evidence and statement of the findings an g

thereof.

S. When itis proposed to take action under regulation 2 a, b,& c, no order s-ha" b’;
Passed imposing a penalty on an employee unless he / she has been gw:en
adequate opportunity of making any representation that he / she may.dESIl'e to
make and such r presentation has been taken into consideration PTOV'ded_ that
this coHdition shall not apply in a case where an order based on facts which has
led to his /her co| viction in a criminal court or an order has been passer
superseding him /her for promotion to a higher post on the ground of his /her
unfitness for thatpost on account of the existence of unsatisfactory record.
Reasons to be recorded in writing, be waived where it is not practicable to
observe them and where they can be waived without injustice to the employee

concerned, :

6. After'tt;le enquiry against the employee has been completed and after the
punishing authority has arrived at a provisional conclusion that the penalty
[Proposed is removal from the service, the emﬁloyee be supplied with a copy of
the enquiry report! and be called upon to show cause within 7 days why the
'penalty proposed be not imposed upon him/her. Any representation submitted by
the ac used in this respect shall be taken into consideration before final orders
are passed. |

7. In the case of an|appeal against an order, the appellate authority shall consider

a. ' hether the facts on which the order was passed have been established.

b. Vhether the fact established afford sufficient ground for taking action.

C. %/hethert e penalty Is excessive, adequate or inadequate.

N IY

- And after dué;'consider tion shall pass such'order as it thinks proper.

i -i"l- .

|
!
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I
|
|
] communal or

gein comqnunal or

i chlng lesson or otherwise,
Ci e
Sectarian actlwtles fics or allow any student to indu

DlSCﬂm]nate against an { : I l

Creed, sex, langua / Student or any other person on grounds of caste,
% language; place| \0f origin, social and cultural Jackground etc.

In I
; dulge in or encourage any form of malpractice connected with the |
Xamination or any other actmty of the Institute.

Show negllgence in correctlng term or assessments or ex'am work E{f the

students. |

: l

While being present at the Institute , absent himself/herself, exce;la with the prior
permission of the Principal, from class which hefsh is reqq red to attend
provided that where such absence without leave or wit out the prior permission
of the Principal is due to reasons beyond the control o teacherl it shall not be
deemed to be a breach of discipline and or the code oL conduct if on return to
duty, the teacher has applied for and obtained, ex-post-facto, | he necessary
sanction for the leave availed.

Accepi or give private tumon to any student of the Institute or any ther P rson

I

|
Prepare or pdbhsh any book(s) commonly known as duides, or ssist, |in theln
publication other than under authority of the Institute, obtained | thro g ?\

Chairman “GB"I ol
%

_Enter into any rnonetary transactlons with any" s*udent 0f narent nor shall




0j.

lote: '
i meal, (lift or other socia

Every !Emplq':j;ee Shall;: L

. labe punctu
any addition
Principal/ Head of Department.

|

c.on every w
|

b.
j.J-‘ .t? is/her pigher authority.

i mem
A~cept OF ermit any ; ceive @
g L ny gift or 1 e into contac

M CA
his/he epta
his/her wehalf to ' acc

l (s) with whom helshe

any person . '
in the empioyment of the |nstitute o o
| hospitality of a cas

A casual

considered as agift. = e
' i annivers ,
On occasions such as weddings, _ _
s in conformity with th

when the making of a gifti ; 5
customs, a teacher may accept a gift from stude
does not exceed|Rupees One Hundred only.
Hesitate to provide individual attentions to @ stude

i I ) tos
academic problems, teachers are encouraggd, ot
behavioral prob]s.l[;s of student(s) as well. If injany event student(s) doe

show any improverr.- it despite counseling and, if thfe teact‘?er is co.nvmct:}df ;
that the student(s) needs special help, he/she must immediately bring this tac
to the notice of the Principal and in his/her absence the concerned student(s)

and the Head of Department. :
demands from student(s) and should avoid

:|Not be -unreasonable in -his/her j
firm and consistent with his/her

favoritism of any|kind. Whilst the teacher may be |
t (s), every teacher must remember that student(s) have their self-respect

students
and must not be subjected to any threat, ridicule, sarcasm, or unreasonable

ts/parents !

nt(s), if required. Besides
olve personal and

punishment.

A in attencJa nce and in ré_spéct of his/her class-work and also for
%l work cannected with the duties assigned to him/her by the

I. §
bide by the rules gnd regulations of the Institute!and also show due respect

orking day sign the staff attendance register at the time of arrival ,

e




y

located at the gate or elsewhere as the case may be, and be ready at|least,

rive minutes before the commencement of classes, Overwriting on th

allendance register, or marking attendance wrongfully eithdr the previous day

or subsequently, impersonation in attendance s a serious violation o

d.be responsible for the dlscipuna of students even outside the classrapms

reak or off time is vital for the| protectio

Sincesupervision during the

of the’

property of the Institute and its students, employees may, from time to time,

allotted such duties to maintain discipline and orderliness at the Inst

#tute.

the rulfps.
|

e. be responsible for the proper care, operation and maintepance of all equipment

f.and machinery, learning aids, furniture and fixtures and sports eqﬁip'gnent eTc.g

under their care. The appropriate authority should immedirttely be i
any damage caused or any repairs / replacements that may be re

ormed
uired. i

of
P

g. Train students to make extensive use of the Library facilities and to take care of

the property of the Institute including, books, journals, equipment and

machinery, furniture, fixtures and fittings.

h.ensure that no student(s) indulge in ragging, canvas ‘ng and/or ca

|
I
ise

harassment of any kind to other student(s) by whatsoever name called as it

strictly prohibited under law

I.not through any act of omlsision or any form of speech etg, disturb ¢
any manner whatsoever, the peace, dignity and harmor'ry of the Ingtitute .

1

_r 8 e

vitiat-:-;, in




