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PREAMBLE

For tnarn:an;ll]ce oi ll;ipl ne, sntooth f!n.jti.)|1n4 aIal ovrlirl t.lI.ir,r( v , Ll r' jr,l,':.r '.,tr',tt r t u j , , .t r t , , . 
r . .iri

E:rclr member of tlre tcactrifg iifd non-teachiiilt stnlf has to perfofin ris/he; trart I iIelfeclve nn.i efficic|t nraDrer to c sure that qaatity .nd standards .ie nra nrlrncct I a
s!sLarnea, manncr . r-.r tlt s purpo5e rt be.ontes essent al tha: cJ.j I kIo\!s ll :/hcr !lLrt .li
.:rn,:i.iespons br rties fhis kno!"Jiedge shati help each st.jft rl1ember to p,.rftIi| ,,"?elt I rrllhe llafagenr:llt to rrake sLrle that lhe expcctatons are i!llt litrl.

Tlrs A.lrfrnrstratrve I,,anrai rs inten.ted to provrdc a emptoyees re re(luIed
gL rdan.e n d sc rarqe of their .t!ties For eft ctency and rrelfarc/pr osper iy of thr IIst tLrtc.
Thrs also dcals With Cofdlrct RU es, Service Rutes, Lcave RUtes, T.A. RU cs, er.:.

CHAPTER - I

I.Ot] GENERAL

1.01 This l'lanuat sha be ca|ed ADI\IINISTMTIVE IYANUAL ot the Kamal;
Institute of Technology & Science (l<ITS), Sir.tapur vi|].r.le, HrlTurntrnrl
I r.r.d,l. D r. Arrtr,,d pr .d"5,, t..tr".

1.02 The rules and regutations detajled in this t4anuat shall a,rply to ali fut -trmc
teachtnq and nof teachiog stalf of the Institute, These rules shall be
effective frorn the date of 6pproval by the Gcverninq Body.

1.01 The Governing Body of KITS, Singapur sha have the authoflty to detete,
amend, add or modify any of these rules.

1,04 DEFINITION:

1.04.01 Management The l,lanagement rs the Society which manages lhe
Kamala Institute of Technoloc y & Scie ce
(KITS), Singapur.

Vodithala Education Society(VES), HyDERABAD (A.p.).

Governing Body of the Institute

Executive Committee constituted by the
Governing Body.

The Kamala Institute of Technology & Science
(KITS), Singapur - 5050.168, Dist. Karimnaqar,
A.P., India

Charrman of the Governing Body

Secretary of the Institute

1.0.1.02 Society

1.0.1.03 GoverningBody

I 0.1.0 i(.r ) Exccutrvc
Comm'itee

1.04.04 Institute

1.04.05 Chairman

1.04.06

7.04.O1

Secretary

Executive Director/
Treasurer ExecLrtr! : Director/Treasurer of the institute.



1.04.08 Competent
author ty The Governrng Body of the Institute or any authorrty

ofthe !lanage,nent deIending L]pon Ltre extentol.
po!!ers delegated.

Tlre Head of the Instit!te

The Principat of thc Instjtute

The Head oi a Department of the InstituLe

Professor, AssoctaLe Professor Asst, professor,
Librarian, Physical Director of the Institute

Workshop Superintendent, Foreman, Lab Asst.,
Draftsman, IYechanic, Computer progra,nrnerr
Computer Operator

A person in the employment of the Instjtute other
than the teaching and academic supporting staff.

Training & Placement Officer of the Institutc.

1.04.16 Regtstrar/Admn. Officer Registrar/Administraiive Officer of the InstiLute

1.0.1.09 Director

1.04.10 Princrpal

1.04.11 Head of Deptt.

1.04.12 Teaching staif

1.04.13 SupportingStaff

1.04.14 Non traching staff

1.04.15 Trainlng &
Placenrent OlFicer

l-41.17 ProjectEnqrneer

1.04,18 Govenln'lenL

1.04.19 Universrty

1.04.2C Directorate

1-04.21 Continuousservice

7-44-22 Peillanert post

l U.1.2.1 Ien!re post

l-O1-21 Probationperiod

1.04.25 Teniporary
Appointment

1.04.26 Part trme
appointment

Engineer in charge of Construction/Estate
IYaintenance

Thc Govt. oF Andhra pradesh

iawaharlal ll eh ru Technotogjcat Universtty

The Office of the Director of Technical Edr_rcatton, Govr.
ol Andhra Pradesh, Hyderabad.

Service wtthout any break as de.tcjecl by the
14anagement.

A substantive post carly n9 a scdte of piry presclLrl]rl
by ihe llanagement.

A post for a piescr bed ciurirtion/rrr o(t itcc.t.rd try
thc l1aIaqcntcrrt.

A stipulated perrod for assass ng iltncss tor
confrrnration

: Appointment on adhoc basrs for a stipLrtated period

Appointment for workrng as an ernployee on plrt
time basis rs stipulated in the appcirtment order.

i To perform rne duties of a post on r./htch
another person holds a tien/leave.
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1.01.28 Lief

t.0.1.29 Pay

1.04.30 Allowanccs

: Title held Lly an ernployee who holcls substantivc y
a permaoent post,

: Bas.c pay drawn mu,1lhty by dn enployee n lhe
scate ot pay.

: AJdrLional emolumprLi pa;o as al,pl.rab e 4on -t I e
to tirne.

1.04.31 Subsistence Al o!1/ance: plofthly granr rnactc to an emri oyee \,vho tr nor
,n .e!-ipr o. pa/ or r.d/, .Jldt , L.r.,
p.,,o0 o, . .!pr rstun.

1.04.32 Substantlve appointment: Appointment made jn substantive or permanent
(apd.rtv dgar'rsr d De mdnen, poct w' |,r

: An employee shall rettre:
on reaching the age of superannuation / on
indulging in acts of misconduct / found to be
in emcient/iound to be tncapacitated/ the post
is aboJtshed dnd tltere ts no sutLdbla post In
whrch Lhe employee ca,) he absorbed.

1.04.33 Retirement

iv) The members of thc Governing Bo.ly sh.rll lre
i ld srtlll! fcc, rl ,Iry, frolll ur0 I 5trtllte rS
Iqanagement fri)lr time to time.

CHAPTER.2

AUTHORITY FOR ADMINISTRATION

2,01 GOVERNiNG BODYi

2.0l.Al The Governrng Body shall have the composition consistent with theguidetrnes prescrjbed by the AICTE.

2.O7.O'2 TERII 0F OFF]CE:

r) The tefln ot office of members of the Governing Body, except Ex-offlcio
nrembers sha be 3 years from thedateof their;min;t;on.

ii) The term of otfice of Ex oFficio members sha continue so long as they hotdthe office by virtue of which they are members,

It) Thc lernr of olft((, ol i nrcmlraf no llllilar(l to llll lrl) ir (. r, ,ll v,t( I1i;!hal .oIt tuc Ior Ure tclnainclcr ot thc tcflll oi rlre ;lc rber whonr lr(.r!
I eplnc rq.

entilled to such allowan.c.
rllay be prcscribcd by Llr.

2,01,03 FUNCTIONS:

a. Sublect to the provis ons of the relcvant acts ol thc Governmcrlt ot A rllIa
Pradcslr .rnd thc AICTE, the Governtng Body shaI bc responsib e for theqeneral superintendence/ directton and control of lhe aifa rs of theinstttLrte and shall exercise all the polvers of the Institute not otherwiseprovicled rbr by the retevart acts of the State and Cenlrat covernmenrs
and regLrlations ot the State Board of Technicat EdLr.arron

3



b.

2.01.04

a.

b.

f.

e,

d.

!r.

Wrlhoui prel ,dr .e to .ne 
trrovr5,ors of C,duse 2.Ot.Oj (a), the GovcrnrnoBody s\al ta.e Lle(rs,on> on questions ol poliry retatinq t;:

adminisiration and working of the Institute.

new progrdms of stuoy to be offerecl by Ehe lnstitute and lo recogntze orabolrsh any of the existjng courses.

.'edt. r.flou5 po t\, Oorl, dcademtc ds w-ll as o-hers. and aoDror'e orr.jF(( -hp re'onnenoarons o, tha Seteclron Comm,,ree.,;; 
"l ih;';;ir. -

consider the annLlal reports, annuai accountsi audtt report, budqet. rrmares i rhe In.t,-ute ar d n-d1or devetopmenLdt 
"t..;-;;l ,;;;";"

r'hem alter qlv ng a frnal shape.

consider, modify, amend, add or repeal the admintstratlve and other rules,

Itre C,ove-n ng 8od/ sna,l have the powe, to appot-t surh Con-mrttee( 3< rtr,n5l'lcr5 Ie,essd.y'or lo e.er..Se of rts power5 a||n Fot peaorm rg t(;duties.

I,lTEIJNGS OF ]HT GOVTPNI\G BODY,

The Governing Body shalt meet as frequenuy as possibte but such meetingsshall not be less than tlvlce tn a calenddr year,

lYeetings of the Governing Body shall be convened by the Cha rman ertheron his own inittatlve or at the request of the llember Sec.etary o. on arequis tion signed by not less than lour nrembers of the Gouerntng'eoay. 
-

i,O "l":!:- <'d.'ror-n ,e quorum ,or a n e.-.no i r rnp Co,arn,-o Bod,.ll d m..l, rg i< ddlour,.d tor wdn- ot q.Otun .t J dl, Ue held on dnothe.day within a period of 15 days at a time and ptace to be notified and ;;t
'Lrh d meert_g ne quotu.n .- not I te...t wtlh,n ha.f on . .rrr ,-on ,'le ttl. Ln0 ated lot Lodrna th. ne^'ng,.ne -nemuctc lr,..e I l.dt to 'l .t.l

All questions considered at the meeting oF the Governing Body shal bcdecided by a nra;onty ot the votes of ie rnerlbers preseirt ,,r.i,,,li"q u,"C'"r,r" . ,f t pvotp5 a,p.t-d1t dtvdad_ th6 I hormd,, ..ut a,e "second 0r casL|ro v, te

ll: an: lT": t,r-r,"-,ll stro presrde ovcr r,,c .,rccr.r,.r. vr r,r, ,1s7 ... ,., I

1-11, j,' ,,1" al,sa .e, rt,( rr,e .L,cr" urese,,r st,rt, .t( u,...,, .,, ,,, ,,.y_,Inem)ett o- ro pte,td. ovpr ir e mpeltno.

A wr: nr nor,e rof e,/.ry .nc"trrg ,trd,t b. ,en. by 1,,^ T(,rt ,.r .L ..l.rr.
:-ev, rtl ,l.,nt,e- at ^a<. rl odl. uetorp t'.c LJd,e u. .,,.. .,.-. t,,,t. -t,1rror[- 5t,.1' r ,t- rtr , I rd(, . JaLc 1,.J tn,^ of ,trn,r,-t t,!. f .1,,;, ,,",,nray call an emergency nteetnq of le Governfi]q Body a1 shorl notce loain5irlcr !raJcIt ill.l llra,!,.jtoq t.jslrar:i.

Aqenda fo. a nrecting strall be circutaled by the flemtrer Se.ret.rv to it (,,r-,'L.,. .,.-L J,.^ |/. u, ror. rtr^ |.... ,

holvevei, lrer nitt I C usron of any rlenr rvhich is Iot n ttre ctrcrtated ziren,ltrl'



2.O2

2.O2.Al

2_O2_O2

h.

2_42.O3

a.

b.

2.O2.A4

a,

- Chairman
- I\4etther

- llember

Tlre rUl ll.t o1 tlr{r Clra!,nrilI r rcqarcl to aI questiU s r)f pro,:clurc strn tr(.
final.

The nri|utes !f the proceedings or a mee| g of rc Govcriring Body sh.rt b.drawn Lip by the llember - Secretary and aircutated to ait nienrbers ot the
Govnr,1rr! Bony. I , r.L.\ aa.qwr , jr,y.jr.||,JI..r,r ..,,.,..,, f,.,,..f,
Lra-.ld c,lfur,or,ri,r .r.ru.i.rr r1,,.rrc/l r(.i,ll,rut ,., buv,,r.rr! B, I), At,..lthe rninutes are conft ned and signed by the Chairman, ti"y {nuit Lr"
recorded in the t'linutes Book

EXECUTIVE CO11I"1]TTEE:

The Gover tnq Body constttutes a subcom|rftce (lcslltalcd a5 fx.rarLlrvrl
Corrn_rttee to jsr.\l Ltre Govern,rq 8ody.

Th- l-rcr.ltve CoI .Irrrcc wr,t Co,-t)t ot ,

a, Secretary of the Soclcty
b, Exec t vc Dircckl/Trca5urer of llio Sorjiaty

of thc So.rety
c. Nominee ol the Chatrnan

oi rhe So.iety
d. D rcclrr
c. Pr nc l). i

a. L, ,'. '.r'. . rot L - ir .q.\, . J,

- [,leml]er
- f4cnll)cr- CoI vc0al.

per requ rement,

I.]:EIII!GS OF THE EXECUT]VE COI,II,IITIEE:

Tlr. Extr:rrt vc Cr)ln utc stroLrkJ nr.!t is frr.l|,rrt y J.i p!!r, r ! l.tr,.l,tr,l!po |ccds ol I t! Ir st tutc but not less thar 4 times tn nI ac;rlerrri ycar.

The quorum for this meetlng should be 3 and the majonLy op tion on anvll.l'.r r, lob-'.-, dl d...so. r. all -rotipts. ln,o.-o-a:vlr tler on
i/hr n op,n,o_. or m-n b.r. d-e equdt'y ot. ded .h- o.. ./r .oLc ol ll!
Cid,r'Idn wI'de., t. th- n erter. Co-op:" 1 n,q..6., . .r.,t , .r ;rv...,,. ., ,,
to vote.

FUNCTIONS OF THE EXECUTIVE COI'4I"]ITTEE:

This Comnriltee wi lconsider a| atters as per the nqend.r prcparei by thrl
Nlenrber/Convcner afd \/ill discuss, examine and take ftnal clecsiona llr cn.h
matter.

b. Thrs Conrnltttee \a/i ldeclcle which matters are o be placec, before the B(rdt(i
of Governors wilh their recomntenciatinn as policy nlattcrs for taklrr!
appropriate decision at the rneeting of the Board of Governors whenever

c. lt will take deciston on urgent and routine matters relaling to administrative,
development, construction, procurement of equipment, creation of posts,
sanction/ revision of scates of pay and allowances, tegal cases, etc. and
such other related matters connected with the iastitufion and put up to
the Board of Goverrors for ratification, wherever necessary.

Il will also decide the matters for which thear decislors are to be
rmplemented lly the Director/ Princrpal and apprise the same to the Board of
Governors at its meetinq.

5
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e. The Convener ls to prepare the agenda and fix the Llate
the Charrman of the ExecuLive Comnliftee and rntorm
Lhe agenda at least a week n advance.

f. All the proceedrngs of Lhis Committee are to be recorded in a permanent
reqister kept for the purpose as in the case of Governing Body lteeLngs.

g. In the absence oi the Chajrman one oF the members present Inay be electeal
by Lhe members as Chairman ior the partlcular nreetinq.

h. The CoLrncii nray co-opt llher members fortakinq up speclal issues sucfas constructioni iinance, etc.

i. In case of any emergency the agenda may be circulated to the memtlers
and get their consenl for taking action.

CHAPTER 3

MANAGEMENT OF THE INSTITUTE

3.01

in consultation wrth
the members rvith

CHAIRIYAN

1.01.01 The Charflnat oithe Governtng Body sha bc nomrnatell try the Socrcry.

3-01.O2 The Chairman shall ordinarity preside over the meetngs ol Lhe Govc rrr!
Body

3.01.03

3.01.04

The Chairman shall exer-cise such other powers and DerForm such other
dutrc- a. n d/ be d ,oned to itm by t,e SJ!.Lry ono wnt .r d.e LonS.tLr,r
wrth the relevant acts of ihe Stale and Central Governments and Ure
slatutes and ordinances ol the State Board of Technicat Educairon.

In emergent cases the Chairman may exercise the powers of the Govern ng
;",1/ and place before the covern,,lg Body the acttor Laken by h m for it:
ratiiication.

The Chalrman shall have the powers to operate the bank accounts of the
Institr)te

SECRETARY

'llrc St\r1rl.ry ()l I rr lr r,trtLrl,t !lt,rll l)c lo Il ,rturll)y llr(]:,LrLlrty

TlrL! SLrrrLtiry rrlr.rli lrr, llitr i r jrL)ririrrr o{ Ur,. tUrrltr .r rrt !tirrj i r( lr. r !. ! L

Irslihrle.

It !i ra I bc tlrc d!Ly ol t tc Secrrtirry to c surc I rcrt Urc (i!L:jtoir5 tnkcll try
Lhe Govern.l Body are lptemente(j by the Dire.tnr aJr.t prt|.rJ,a .

Tlr€ ScoL.ta y shal be th.r authonty to ssue a[pointmeft or(ters .n.] p{)s|n.l
r,r lirlrir I r,i I r. 6r,vIr r ,t Uorly.

3.01.05

3.O2.

3.02.01

.1.02.02

3.42.03

3.02.04

:1.02.05 Th. Secretary sttatbc the competent authority to tnke drs.pt Iiry.rctror
a9arnst all employees. Hc shalt be the appornrrfg aUthor,ty for .r,:adcr)rt.
supportrn9/ other non Lenchrng, mjnisteriat and Ctass-IV SLaff.



3.02.06 The Secretary shatt have the authorty to employ temporary ind adhoc
LectLlrers, part time faculty nrembers and non-teaching stalf and ptescribe
the emoluments payabte tn such appointments,

3.02.07 The Secretary shalt sanction a kinds oF teave, vacalion and pcrrnisson to
leave the Head!uarters to the Director and principal.

j.02.03 Thc Secrel.ry shalacco-d safcton in respe.t of the capt.t exp.jndture
approvecl by the Govcrfi rg Body.

i.(17.0!r Tlre SLrcr.t.ry s.i I tr.ve tre po!.r'cr to r. api:)ropr dt(. iuntls wrlh r.!pt.t t1r
diff.r€ft tefrs cLrristrtut n.l tire budgct. Ever,/ s!ch re appropriat or .hat be
r.rJrort€d to t . GovEll rnll Body.

l.02.lal Tlre S.rClcti, y llra I lrdve rhe porl/cr to wrte ofi lrccover.ble ossl:s !pto
Rs. 50,000/ n cach .ase anaj ol rrecover.rLr. valle oF slor.:s losl .rr
rr,Ialctad ltnsarvtaLratlc d!c to normal r\rcar an(l tcnr ]r t.r R.r.1|000|/

afy iIiltvtdunl cise subjccL to .jU.lt strpu atons a5 nrny b! tad.r by !tr
Covernrnq Body fronr t me lo tlnle.

3.02.11 The Secretary shal be one of the co s gnator.ies atong wrth the Exe.utive
Drrector/TreasLtrer or norlnee of the Chairntan for operating the lrafk
accounts or the Instilute,

3.02.12. The Secrelary sh;ll review the confidentiat reports of the teachinll and non
teaching staff.

1.02.13. The Secretary shall sanctron rncrementsto the teaching and non,teach g
sLalt.

3.02.14 The Secrefary shall cjischarge such other functions as specificaty asstgllc.l tc)
him by the Govern ng Body.

3,03 EXECUTIVE DIRECTOR/TREASURER:

3.03.01 The Executive Dire.torlTreasurer of the Institute sha be nomtnated by the
Society.

3.03.02 The ExecLrtive Director/Treasurer will be ihe co-custodian of a tunds and
propcrties of the Institlte and also the cuslodian of $re books oF accounts of
ihc lnshhrLe.

i,03.03 The Excclttlve Dilector/Treasurer shall supervise and examtne the accounts
nraintalned by the Instrtute.

3.01.04 Tlre Exetutive Dlrector/Treasurer shall supervise preparation oF the accounts
including the balance sheet of the Instituie and submit thern For audit every
year latest by 31st October.

3.03.05 The Executive D reclor/Treasurer on receipt of the audlt report shall scrutlnize
it and present it to the Secretary with his remarks and suggestions.

3.03.06 The Executive Director/.Treasurer shall prepare the annuat buclget of the
Institute in consultation with the Director al]d Principal, where-ever
necessaryi and present it to the Secrelary not later than 31st Oclober of
each year.

f



3.03.07 The Executrve Director/Treasurer shall be respoIsible to invest tunds ot the
Institute as decided by the Governinq Body.

3.03.08 The Executive Dlrector/Trcasurer shall be the joint signatory lor aI loans
borrowed and over-drafts taken in the name of the Instit-ute as decrded by rhe
Governinq Body atofg r,vrth the Secretary_

1.03.09 The Executive DirectorTreasurer or nomrnee oi the Chairman ot h\eclrtive
Conrmrttee sha I operale the bank accounts of te Institute !vtth eithar
Secrctary or flle Dtrector or the pnncipal as the co-s qratory.

1.01.10 The Exccutrvc D rector/TreasLI er sha discharqe s(ch other IunLtrolls.rs
specifica ty asslqned to trim by the cnvcrning Body.

J,O{ DIRECTOR OF THE INSTITUTI:

3.04.01 The Director shaI be thc Chief Admlnistrative and Executive Officer ot thcInstitule and shall be responsible for the proper aclmintslratroI of tire
Institute for its smooth functioning and maintenance of dtscrptine.

3.04.02 The Director sha assist the Secretary in imptementing all the decisions
of the Governing Body and other Committees conshtute; by the Governrnq
Body and in planning the developinent oF the Institute.

3.04,t 3 lli: Director shall convene r teetjngs of varicus commlttees afd
prepare the afenda for such meetings, and imptement the decisrons_

3.04.04 The Dire(tor shall prepare the Annual Report of the Ins|tute try the end
of February of each year and present the same Lo the Secretary.

1.04.05 The Director shall have th€ authority to regutate the workinq oi all the
crnployecs o: tlrc InsLitutc and ensure that they perfornr th. (lutj.rs;r1,:;irlr,..l
lo them in a| (]llecttvc and efltcrent nranner,

i.0J.06 SLrblect to the provi:rons niade for speciirc pLllposes in th-. recufling b!r:t.r.t.
the Directar shall have the Lrowcr to tnaur expen{lture tn accorai;nce !!riil
such procedurcs as may be iald dovr'n by ihe ExecLttive Cofim tLee f-o[t t||i
to tinr c,

I 0.1.07 'Ihar Dircaiarl jllni i)i. o|e of llte ao st.trittor|!, n11)n.t !! I I tr., tr, I tTirr
Dr,{tt)r./ Ir(,r,,Lrrl ,I r0| r(|l:r{ I I r ( I ( 

I I I , I I I I r I . I rut Lr|( Ltr\/ (_L)|IllLtt,, r,r
op.ritirtrt the lrank ..co! tts ol the Instit!tc.

j.0-1.{lS Tlte Dr,cctor d!11ng the pcr od of tIs .bsercc, rfay tcnrpor,rr ]y .l.lclt.tr
any oF hrs powers ro principal with thc approval of the Secrct. y.

1.04.09 The Dlreclor shall exercrse such other duties as may bc assignect to him trythe Governinq Body trom trnle to time.

:i.0.'1.10. In or.i(r Lo.rssrst tht Drrrtctor/pri0cpn re lort|rc irLlrrr itriil oi,,)l 1tr
nstitutron, senior facLtlty membcrs wtll be qiven the aaldtonal rtLrn!q;,.
Ded'-. I'e dpoortr r.n,wt,bpF.dopbr rn;S. ..a,, rro'1,.,neio.,,

1.04.11 Ii the Director post rs either not fi ed or is not req!irc.l, a I thc durre5 anil
responsihilrties wtil rest with pnncipal of the tnstitute.



3,05 PRINCIPAL OF THE INSTTIUTE:

3.05.01 The Principal shalt be the custodian ofall records of the Institule.

3.05.02 The Principal shatt assist the Director in imptementing all thedecisionsof
the Governrng Body and other Committees constitLrtad by the Governing
Body and rn ptanning ihe development ofthe Institute.

3.05.03 The Principal shatl conver,e meetings oF various committees and IJreparethe agenda for such meetings, record and tmplenrent the decistons rf
on5 rartor wrtlr ..p Dr-c_tot

3.0!t.04 The Pnncrpat shall be rcsponsible for planninq Uie acad!nlic sclrcdulc,
conduct oF the class work as well as the examtnations as prescribed by the
lnstitute and the Universrty.

3.05.05 The Princlpai shatt have the power io sanction vacation, teave and to grant
permission to leave the Headquafters rn respect oF all the e:nplotees.
However, he may delegate these powers to the Deans/Heads of the
Departments in consultati.-n with the Director.

3.05.06 The Principat shall have the power to depute members of the staii for tralning
or For a course of instructions or for attendlng to technrcal conferefces, elc.
inside India sublect to such terms and conditions as may be aid .lown t)y
thc Governtng Body from trme Lo time nconsultationwththcDre.jtr)r.

3.05.07 The Pflnclpal durin! the period of hrs absence, may temporaflly deteqat. aIy
-: ii - irowers to arry senior facutty rn.mber wtth the apprcvat oi the Dtrector

3.05.08

3.05.09

The Principal shall exercise such other dirtjes as may be asstqned to him by
the Drrector irom tinrc lo Lime,

Subject to the provisrons made For specrfrc purposcs in the recuflr|q trLrdqrct,
the Director shall have the power to incur expendiiure tn accordance wrth
such procedures as nray be laid down by the Executive Cornmiltee frorn lime
to lime.

t)1.05.10 Prin.ipal ri I tre ttre cosi!natory along with thc Director or Iorni .rc .rf tl I
Cllairman ol ':xcc|Live Cornmtllee lor opcralin!J Bitnk Acc.r!nls ir) r.spcal
of rece vina rJ rai f ts.

il:1.0;.1I Pr r.pil \rI Lrelhe.: ollLroCrief War.lenotthehostet5of th. Insr!tlte.



CHAPTER 4

CLASSIFICATION OF THE STAFF OF 
'-HE 

TNSTITUTE
1.O0 The rrembers ot staif of ihe Insitute sha be classifted as Academic and

Administrative as detailed betowl

4.01 DIRECTOR
4.02 PRINCIPAL
4,03 DEANS ACADEI{IC AFFAIRS, ADN1INISTRATION, STUDENTS AFFA]RS
4,04 TEACHING STAFF:

Professors/Associate Professor/Asslstant professor
Lrbrarlan
Physlcal Director
Olher posts, if any, created by the Governing Body from time to time.

4,05 NON TEACHING STAFFI

4,05,1 ADI,4INISTRATIVE STAFF:

Reglstrar/Administrattve Officer
Tra ninq & PlaccmenL Otficer
Public Relation O[f]cer
l'ledical Offlcer
Proj-ctf q''' -
Other posts, if any, createo by the Govern nq Body front time to trme.

4.05,2 ACADEI..lIC SUPPORTIIJG STAFF:

Cofrpulcr [,r o!| arnnrer
CornpuLer Operator
\rVorksllop Sltperint€naleIt
Lab Asst.
Sen to: Mcalraf.
14cchanic/5k l(:a A5s stn nt
OL r!r p.)it5, ( iIy, .r.r.turJ by tlr. Golcl]1 |g L.ny

.+,0 5, ] I'lAINTENANCE STAFF:

DraLtglttsman /Tracer
Electr ician
PLrmp Operator/Plurntrer
Work lnspeator
Driver
Olher posls, lnny, l,filcd by l1c Govefllnq B.rdy fri,nr I I, l,) lIl|,.

4,05,4 IqINISI EITIAL STAiJI]:
-uperintcndent
Senior Assl,
lu ntor Assl
Personal Asst. (P.A. )
Records Asst.
Other posts, if any, created by the Governing Body from time to time.

4,05.5 CLASS IV STAFF:

Attender
Cook
lr4ali
Cleaner
Sweepers
Other posts, if any, crealed by the Governing Body trom time to time.

10



CHAPTER 5

ACADEMIC DEPARTMENTS

5.01 The lnstitute offers the fol owrng prograrns:

a) 4 year B.Tech. courses
b) 3 year l,4CA Course
c) Any other courses approved

Normally each coLrrse wtll have one departmenl headed by the HOD.

However, basic sciences and other auxillary subjects wil be combined as
Sciences and Hunlaniti€s Department.

5-01.01 Each course will be under one faculty member as the Head of lhe Dept.
who will be fominated by the Secretary on the advice of the
Director/Princi,ral, Depend ng upon the exigencies, two or more courses may

be placed under the sam. Head of the Deparlment.

5.02 HEAD OF THE DEPARTI,IENT (HOD)

5.02.01 He s resironsible to Drrecior/Prlncipal n all academrc irrld ir.im risliat!.
matters and shal exlenal co operation to !:hc Deans lol '.hc 5lrolrlh
Functioning of the lnstllute.

5.02.02 He is responsill e for the prepdratlon of reports for varous comm llees oi
Govt., University, AICTE, etc.

5.02.03 The Head of the Dept. shall be responsible for thc entire workin!l of the
departnlent, under the general control of the Principal

5.02.04 It shali be the duty of the Head of the Dept. tc ensure that the decisons of
the Director ard P'-rncipal are rmplemented.

5.02.05 He sha I be the clslodian of all records of the department. He s to
establish and superv se various laboratories oi the department.

5 02.06 He s resJronsible lor the m3intenance and !pkeep of the e.l!rpnrenis oi
various laL'Jratorres of lhe dcpartment \,vith the help ol teachinq irnd rrorl

teaching staff.

5.02.07 He has to .ee that the
deparnncrrt .rc nr.rint.incd

stock ledgers of various laboralorcs ol lra
rcqLJiarly and kcpl tip to dntr with .orr.,(l

5 0:l.ll3 H. sr.rll be rr::rtronslric ior the pr,rper a.lnrrnrsl arlrnr ol tr.r r I t : i ) , I I i I I I I I : 1:

for ts smootlr fLrncl arning and miinLenancc of disclp illa.

5.02.09 He shall assist the Direclor/Pnncipal in implenrenring all decrsiors of lh"
Governifg Body and othel committees const tuted by lrc Govern, 1!l Body

and in planning the developmcnt of the Deparfinent.

5.02.10 He shall convene meetings of the departmenl and prep.re allcnda for
sr.rch meetings and record them ln the m nutes book.

11



5.02.11 He shall prepa,c thc Annunl Report ol thc DcpalLlrerrt l)Y 15 Fr'lrrLrnry
every year and present it to tlre Pl1ncipal.

5.02.12 He shall be responsible for pianning the academrc scherlu e, cond!.t
ot the class work, allottrng work oad to the slaff as !!el .ls lhe
condud of cxaininalrons as prescribed by the Un versity/InsLttute,

5.02.11 He shal extend co-oDeraton to the Deans in a I academ c ana
adminigtratrve matLcrs.

5.02.1.1 He shall lrave the author-rty lo rellu ale the v!orking of all empoyee3 of the
rlepirrtrnclt and enstrre Llrat tlcy perfornl the dLrtLes assl.Jlleai to thc n r rr

.11..1! -r,!l

5.02.15 lle i. lo :irbr]liL tlrc ;nnua conlderrtia reports ol a the te.ch n! .irrd norr

lcich nq slaii oi t rc .lepa tnrent workrnq Lrnder his corrlro

5.02.16 llc nr.y recommanLl vacalrort :lnai otIer l"ave Lo hls staFl.

5.02.17 He sha I havc the power to recommend stalf of hr5 (lepnrlnlcr I f()r

training or hiqher studies/QIPs or for attending to tecrn(rir .orr'ererr.e!,
scminars, etc. n Indla subiect to such terms and colrditicns as la d do!',n
by the Instrlute from t me to tinle.

5.02.18 He shal have tlre po$'ar to inclr cortlngenl expandtu!.: ftrr a.-.rdalnrr
purposes in accordarce wlllr dccisons ol Executive Comnltlce

5.02.19 ile shall be responsib e to arrange for lhe requiremenls of the varioLrs

latroratories of the department and place indents with the Principal lor
procurement or equrpments subiect to budqet provlsion-

5.02.20 Heshall also perform sLlch otherdutiesasassigned bythc Drre.Loror
Principa,

5.03 PROFESSOR

5.03.01 Class room alld laboratory instructions. assessment of students, gLlidrnq

student prolects, sen'linars and providing leadership in the conduct of course
!"r'ork tn thc relevant iicld of specializalion

5.03.02 Ctlrr culurn developnlerrl ncludlnq deslqn and develcpment of ncw progranrs/

Droviarir.r ll-ndorshil) rrr lcarncr'resotr[cc dcvelopnrenr and flrodcmization of
laLorator es.

5.0:1.U3 Intcrar-Lion witlr lrldtrsLl-y and instltutions, leading to consultancy projccts and

extenslon activltles, planninq, orqanization and participation in continu ng

education Programs.

5,03.0.1 Research and research guidance

5.03.05. Student counseling, feed_back and career guidance.

5.03.06. Participation in policy planning, monitoring and evaluation of institutional
activities including promotional activities.

12



5.03.07.

5.03.0s

s.03.09.

5.03.10.

NOTE:

Parlcipalon rn a.lmnstration ard pl.nrrrrr.J both dl dep'rtnrcnr' 
'rrd

nstitutronal levers.

Preparing proiect proposals ir areas of R & D work, Lab developnrent,

modenrizat on, exPanslon, etc.

Contrrbutron to Tesource mobilizatlon etfofts olthe Institute.

Any othl:r responsib Lity specrfically assiqned by rhe lYanagement/D rector/
Pflncipal/HOD of the Institule

It is oblgatory for all Professors/Assoclate Professors to paftcipate in

the essentiaL academic activlties viz. class room and lalroratory instructions,
guiding students' projeats, seminars, examination work and assessnlent of
itudenls. However, flexibility is essential rn order to meet the overall needs

of lhe Institule, rn general, and the department, n pafticular, in the choice

and alocation of ciuLies lo sub_ordlnates as specifred by the AICTE from hme

ASSOC]A II PPOFESSOR

c.:i!r!i:r rii.l ..Lr.r .lo v inslru.l orlr, !l ld r., 5hldcr r:.., 'iolaal",:irl i'r:
pnrli parl.) | ."' rr r rl.rl .)n !Jorh arri:l ir55ai9m.rr iolal!n.rrri!i

Prrl ar!.rt .ril ll crlr r i:Lt Lr r deve opment n. !dl 1,:l nrlovattoni i r ir'5lrl 
'" 

orril
,,!ork:, deve opmcr,t oi nstrlctiofal a als and learner resouTce materla '

Development of aboratories

Research and research gurdance.

Intcractron with rnclustry, orqan 2ation of industrial tra n n!l for 5LLr'l'rll'
and contribution to consu tancy proiects and extension servlces.

Inter:.tion wrLh students, involvement n the I co curr cu a' "tlv I es,

-tu(lent coLIn5e inq, feed_back and career qu dance.

P.ir Lr!rtnrtrorr rrr ( {rlrLlrrtl llq t(ltrcdtloll .tIrv][k]5

t rvolvenrdnt rrr llre .d rrrrrisn.trvc, pl.rnnrrrg .rn:l dcv'rlopnrL rrtil nd vrt '! irl

the dcpartmerrtal level and partrcipation at the rnstiL!tronal evel'

Any other respons bi ity assigned by Lhe Ir4analj€ment/ /Prrncrpal/ HOD o[ the

lnstrtute.

Il is obligatory for al Asslstant Professors to participate in the essential

academic activities viz., class room and iaboratory instnrctions, guiding

students' projects, seminars, examinalion work anl assessment of students

However, some flexibi ity ln the allocation of duties is unavoidable to meet

the overail needs of the Institute and the concerned department. as

specified by the AICTE trom t me to time.

5.0 I

1,.0.;.1l l

5 t:i.0 2

5.04.03

5.04.04

5.04.05

5.0.+.06

!.01. u i/.

5.0.1.0s.

5.04.09.

NOTE:

13



5,05 ASSISTANT PROFESSOR:

5.05.01 Class roorn rnstructon involving systematic organizatiorl oF course material
and ils presentation, stress on concepts and applicatrons, tutorials,
assrgrmenls, promotion oF students pafticipalron, use of effective techniques
includlng nredia, complete coverage of syllabus, class room discipline,
pronrotion of self learninq and Ibrary reference work.

5.05.02 Laboralory instruction con\prsing of selection of experments; schedules for
aboralory lr/ork; rnstruction rnanuals; marnteiance in good workin!l condrtron
of all equrpment; rnstnictron, assistance and guldance; laboratory
reports and their evaluation; complet on oF all experiments as per schedule
and interaction with sludents.

5.05.03 Provide gurdance in stLrdents projects, seminars includinq help n the
selection of projects and defnin! their objectives; assrslance in lhe
dentilicaton of drfferent activties, resource needs and trme scheallrlc5;
nvolvement n securing resources; conLrnuous guidance irl c.Inplct on of
projects and finalizat on of project reports.

5.05.04 Examinatiof work and assessment of students rnclud ng the condul t ol
clasg tests; setting question papers with proper cove13ge, chorce .ri
appropriate nstruments and ensuring standards; evalLralta)n/ !n!trflrq
propea rdentification/selection, part cipation in exam nation work ltke
preparat on of exanl nat rn schedules, invigilat on, tabulation ard liializatrcn
of awards.

5.05.05 Partlcipat on in curricu um development work, deve oprrcnt o[ r]!w
programnres; fornrulation of ne!/ syllabi and preparal on of rcw
assignmenls, charts, models, transparencies, laboratory/ nstruction manuals
and lecture hand outs,

5.05.06 Participation in laboratory deve opnlent involving planning of expansion or
establishment of new laboratory or rnodifrcatron oi existtng one:;
preparation of proposals for modernization of laboratory; modification oi
existing exper.mental set ups and sellinq up of new expeflments to mael
lhe changing requrrements 3nd dernands.

5.05.07. Interaction wrth industry involving assgnments at industry for 5hort periods,
assisrrfq in.-or)';Ul1r .yl)rolraila,S!pcrvsronofpkrdiciil lr.riltrl.J r ) i ' , I r r ( I 

( 
' r r I '

dur ng v,rcdtror .rr(l orgiirrr(rtloI ol ]r(lLrslrrdl vr:,ts lrr Lorr!ull,rtrurrl'r I rllr, 1

& P Olicer.

5.05.03. I rteract on w lh sludents nvolving supervson oi liosLels, sparts and.laffes,
liCC, NSS irrrl ollrir (o cun c'rlar aclivitrcs; strrdtnl r:oLrrri.r rrl, i,'.rl lr;i, I
arnal airccr ..lL rl a 1ra..

5.05.09. AsJst tlrc ntcrnai aarnrfrstTalron in activities rke prepar:tLon ol l r._-laLles,
lo r!latrarr ...t cxnnrn.lt of sclremes/schedLr es, Labu at on allal l r.ll 2al o l
Il .i!!!iroriil rnrk!, ir a illrr ral.l rac, !./orli .r! lh,: r .lr.-r 'l(' nr il,lr'ilrrfi
!jupervi5 on rf thc w.,rk o1' liboralory sut)porl r!t !l.rlli l)roLurirri!:ll1 !l r1!rrr,
a nai i lial on ol aleve oprn,.nl: proparsa s,

5.05.10. Any olher responsibi ty spe.rilcrl y assigncd lry lhe Ilirn.qerrent/D rl].ilor/
Pr .rt"l HOD of iL ' lr..r '
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NOTE: It Ls obliqatory for all leclLrrers to pirticrp.rrc ir Llrc rsrjo rlr.,r i(id,rn.
achvities v z. class room and laboralory instructions, guid .q sfudefls
prole.ts, senr nars, exarnrnat on work anaj asscssment oi shrJenls. Hrwever,
I re r assrqnrrenls $/il need ilex bil ty sLrlrject to lhc .rveral nee.ls uf lh'l
Institlrte .lla irrc .or.erned deJrartmenl deperrdrrO uiror l1l.
r.rqLrirenl!,r15/t cmin.l5, as spccrfred by lhe AIC:lE frorlr t rr L lr r.rrn..

CHAPTER 6

6.OO ADMIN{STRATIVESET-UP

a.01 ADtlIN ISTRATIV.E (lFFl CE l

6.01.00

T rc Adminislrahve ofiice s responsiirle fot thE expedil ols
implementation ol tlre decsions of the Governing Body. 1t has lo .rrsLrrc
the effrcient iunction nq oi thelnstituLein. very dscpl ned and orderly
manner, Deta ls of the staff on rolls as against the norms of the AICTE atrd
the actlral requrrement are to be mofitcred continuously and nratched in a
need-based and economc manner. Advance panning is to be done to sec
that the over all working of the Institute rs very smooth, proper, effcient .nd
economtcal,

The Offrce consists of :

1. Establrshment Sectron
. . A(dLer' . se., on
3. Examination Sectlon
4. Accounts Section

ADI'4INISTRATIVE STAFF - RESPONSIBILITIES:

The Administrative OFfice is headed by lhe Registrar/Administrative Olficer
whose responsibillties are slated hereunder:

REGISTRAR/ADI,lINISTRATIVE OFFICER:

He shall directly be responsible to the Director/Principal and wrll assist
them in all matters relating lo the administration of the Institute and all
fLrnctrons thereof.

He lvill ass sL lhe D rector/Prirlcipal rn tlre cornprlat orr ot drffcrcrrl
statrstical data for the preparation of reports to be submitted to the
Governnrent and other authorilies, preparation of annual reports arld
formulation oF varous devclopment plans of Lhe Institutc,

He shall assist the DirccLovPrincrpal if organizinq nleelings of the
Govcrring Body and othcr meetings conducted by thc Drrector/Prrnc pal. He
lras to he p in the preparation of agenda/ notes and minutes as wel as rn Lhe
lmplemeftation of the decisrons taken at such meetings,

He will be the over-all in-charqe of the Admrnistratlve Office of the I stiLute
and fhe employees belonqinq to diFferent cadres. Al papers to the
Director/Principal for orders or a policy decision shall normaliy be
examined by hinr and put rp with h s comments and/or slrggcstions.

6.01.01

a,

Lr.

d.



e. He shall be responsibLe for the discipline as well as the smooth and efficieft
flrnctioninq of the Adnrinrstralrve Office and the Institute.

f. He sha I sign letters issued from the college Office on.rroutine matters wrth the
approva or the Director/Principal.

!t. He will drscharge any other responsibility specificaily asslgned lo him by the
DrrecLor/Pnncipa of thelnslitule,

6,02 TP.AINING & PLACEI"IENT CELL (T&P CEII):

The T&P Cell is headed by the Training & Placement Officer (IPO). He is

assisted ity a representative of each academic Dept The Cell inter-acls
actrvely with ifd!stnes and research and service orqanizations for organizing
campus recruitment, in_plant training. study tours aod for getting
sponsored projects l'or mutual benefit of the Institute and industry.

6,02.01 -RAINING & PLACEI\IENT OFFICER (TPO):

a. TPO is directly responsible to the Director/Principal in all matters relatlng to
lhe Training & Placement of the students.

b- He is responsib e for the creation and continuous Llp dating of
data/rnformatron on:

i). Industnes and other empLoyinq agencies with details oF flleir professional
activrties, recruitment procedures, personnel responsible for recruiLmerLl,
nat!re of posts, recruitment qualificatlons required, staff deve opment
practices and sa larY structur:s.

r). OrqanizaLions \,vhrch ofler trainrng facilites, Lheir proiessional acllvities.
proaadures nnd pollc us for lfductlnaJ tral nccs, traillill.J pror.lra ns alr(l

L' r.on e. ra./o' .l l lu- rd n'r g.

ii ). Industry-InstiLute interaction.

iv). Alu,nni holdrnq respons bie posltions in the industry and other orqanizaLions.

v). Experts availabe in the industry afd other professronal organizations together
wrth deta ls of therr spec al zation and experience.

.. CorllrrlLrous collcllolr r)l lrilorrlrdtloll ol tlrr tcclrlll(,il l)ol,l , ,lrlv|rl ,r 11,

recruitnrent tcsts notlfed afd dissemination of thrs nform.tiorr to th.r
stLrrl!- rts.

al- Drsseminat on oF nformation regarding the avenles ava lab e for in plant
tr;rin nq for thc benelit of the students and fac!lty

e, Plannlng and conduct of career development programs with the assisLance
of the academic departments and eYternal expefts.

F. Cu :::irrus interaction with the Board or Apprenticeship Tra n ng and assisLin!
the students in secur ng apprent ceship p acements-

g. Organization of entrepreneurshrp training programs in collaboration with the
academic departmenta. 
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Orqanizatlon .rnaJ 5Lrpctvi!;ion of ifl plnIt tt;liIir q ol lJL,l..nt,,

Help rr the orgariz.rt on oi study lours ol slualents.

Orll.nrz.tioll of professiorrnt rraiDin! for thc facultv ..rnir,ltrrtron wrl I trl,

Organ zation of aaml)rr5 rccrultficIt/ |tcrvtc,,!s lor plr(:cll rj l 0l ,tu(tc t!.

Assist the students in over.oming their probtenls/dirfLcu ttes regardin!
placemenLs/n aining.

He shall also drscharge any other responsibilrty asstgne.l by the
Secretary/Director/ Pr rncipal of the Institute.

6,03 LIERARY:

a. A central Llbrary caters to the needs of the stuoents for enhancing thejr
knowledqe base. A wlde range of rare and valuable text books, refe!-ence
books and journals are procured.

6.03.01 The Library ts headed by the Librarian. His responsibilities and dutres arc
rndlcateal below:

LIBRARIAN

s.

i.

c.

b.

h.

i.

j.

k.

t.

Gcrieral a.lminrstratton of the Library oi the Institutc !nder
superviston ol the D rectorlPrincipat_

Lhe general

d.

Preparation of the annuat budget of the Library.

Collectron/processing oF suggestions ol the academrc depaftrnents
regarding the books, periodicals, video tapes and CDs to be procured,
obtain approval of the Secretary/Director/ principal and take action to
acqujre thenl and aiso the other requirements of Library.

OrganizatioF and management of SC/ST/BC Aook Banks for the benefitoFthe
sludents,

Organrzatron, superv ston afd catatoguinq/indextf!l of ltrrary books,
periodicals, Computers, vrdeo t.rpes and CDs_

Advance PlaInifg and aflangenrents for repairs oF Lhe Library resoLrTces as
and when req!trcd.

Organrzatton and management of safety and upkeep cf the trbr.rry books,
period cals, v dco L:ipes, CDs, f!rn ture afd other assets.

Any other responsibilty assigned by the Secretary/Director/prirrcipar ol the
Institute.
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6.04 PHYSICALEDUCATION:

a. Physrcal Education is treated as one of the important co_curricular activities,
along with the academic activities, as it is the combination of the body and
the mind that accelerates the tendency of the student for better health to
keep him/her active throughout the lite. Hence. physical education has
lleen made a part of the academics for all the students of the Institute They
are encouraged to partrcipate in sports, games and other physical fitness
activrties,

b. The Physical Education rs headed by the Physical Director whose dutiesand
responsibilities are indrcalcd below: He is guided by the Sports Comnlittee
ol the Institute in planning the intramural and interclass rnatches.

6.04.I]I. PHYSICAL DIRECTOR:

a. Gencral administration of the Physlcal Ed!cation of the Inst tLrte under the
overall supervision oFihe Director/Principal.

b. Preparation of the annual budget of the Physcal EducaLion consrsttnt
with the gLridelines glven by the Director/Principal.

c. Undertake the work of Laylnq new play fields and maintalning the existinq
ones in perfect condition on continuous basis.

d. Identrfication and procurement of lhe materials requrred for various
sports and games with the appro',al of the Director/Principai.

e. Preparation ol the calendarFor varrous sports and games aciivities spread
over the entire academic year, obtain relevant approval for the same and
mplenlent rt.

r, conduct rnter-cass and ntramural matches in various sports and .Jarmcs

activities and orqanize the Annual Spofts Day every year.

g. Identify the conlpetency of the students, provde coachinq !"',herever
requlred afd organrze partic pation oi the Institute n lnter-collegtaLc and
othertournanrcnts conducted bythe University,

h. Organize tournaments or friendly nratches with neightroring institutrons on a

reguiar basis,

i. Ensure the safety, proper upkeep and maintenance of the assets alrd ollrcr
spofts and garnes materials ot the Physical Education of the InstitLlle.

j. Assist the Director/ PrincipaL n preparing the developmental plans of thc
Physical Education.

k. Assst the Director/Prircipal in the effolts to generate resources for thc
Prysiaa Ea i-rcalion.

. Any other reslJorlsrb ity assi!trc.l by the Dr _eclo./pr i r. pa olLrclnstlute.
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6,05 P[{OJE'J'I' ENGINEER'S OFFICE:

6.05.00

a. The Project Engineerng Oflice is headed by the Project Eng neer. All
constnrction work is carried out under supervision of ihe Prolect Engineer to
ensure quality, economy and efficient and speedy execLrtion. Iilost of the
building accessofles are fabricaled by the fabrication wing. lYajority of the
items oF furniture are also Fabricated in the fabrication shop.
Cleanliness and hygiene of the Campus are meticuloilsly maintained by
the llaintenance Section of the Project Engg. Office

b. The Project Engineer's Office is responsible For:

Buildinq Consiruction work
[4aintenance of burdrngs and the Campus/Hostels
Power anrl Water Supply, Sewerage
Fabrication jotrs, vehrcles and Gardening.

6,06.01 PRO]EC, ENGINEER:

l ne duties and responsibili' es of the Project Engineer are given below:

a. Responsible for all immovable assets of the Institute like land, bulldings,
roads, drains, sewage, rvater and electriclly supply systems and other utilities
as well as furnibure. Proper upkeep of all and maintenance of relaLed

records always up-to-date,

b, Identification of the maintenance requirements of the immovable assets and
lurniture of the Institute. Assist the Director/Principal in the preparation of
the annual budget for the maintenance of immovable assets and furniture.

c. PreparaLron of detailed estLmates for the maintenance/llrinor modlFcatiol)s lor
qetling relevant aPProval.

d- Assist the Dlrector/Princrpai in the preparation of proposa 5 for rrcw
buildings anrl services required by the Institute and for getting relov:nt
approvals.

e. Preparal on of detailed p ans and estimates for ali nelv .-onsLrLrction \r/ork5 irnal

toaststthcDtr(t.tor ttsacttrlllgal)l)rovalsoflllcrl)rrll){'l.nt,rilllal ly.

L Execlrtion of all approved nra nterance work afler callinq ioi Lcnder's or
qLrotations wherever necessary, malrltain relevaft accotrrrts and ftrrnish
completion reports toqether w th rc ated expendlture statements.

g. Supervis on of all approved new construction work, ensurng qLral ly,tnl.l
schedule and adherence to the approved estrmates Submlsslon oi progress
reports and expendrture statements periodrcally.

h. Procurernent of vanous materals required by the Proicct Enqineer's offce
after followinq al procedures a d dor"r'n for the same-

i. Clstodian of lhc stores of the Projecl Engineer's Oiflce; ensLrrc rcqul.r
nraintenance oF stock registers, record ofissuesand NleJSLllenlent Books.
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k.

t.

Arir,llr r(rirl ,,1 ,lL 1r.i n) Lllr rt.rll ,rl LIL| Pr.,.l [r !]rr,' i i)lllr' !,r),lr
rrLrd.r! riL.rrnlafailac (rl lnrr aiil !ii1r.lcir, dra jr!.rvsL'll ol nll rt:rnl.r,

Enlla!cment ol casual abour ,Jrlh lhe approval ol Llre comlretent i Lrlhorrly,
supervrse t rcir v!ork and process therr rvage bil 5 prornptly.

Lra son with laboLrr rulhor tres, APNPDCL and oLhcr Govt. iigefc e5.

Payment oftaxes, etc. to the Grarn Panchayat/Local bodies.

Any other responsrbilrty assigned by the Secretary/Dlrector/Prrncipa of the
lnstrtrte.

CHAPTER 7

7,OO RECRUIT[1ENTS:

7.00.01 All the posls of the InsliLute shall normally be fllled up by invitinq
applications through press nolifrcahons and by reportrnq t.r thc conccrncd
enlployment exchange. However, the Governing Body has the power to FIll

Lrp the posts of Director, Principal, Professors, Training and Placement
Offrcer, Registraror Adminrstrative Officerby invitation aiso. Further, the
Governing Body shal have the power to decide to frll up the posts ol
Tedlnical S!rpportrnq, l"linislerial and Class IV Staff by promoLion f|om
amorgst the members or the stalf takrng into consideration thelr
elliciency/perfoflnance, quaIfrcalion, experience/ confidential and service
records.

7.0002 For recruihnent lo lhe posts ofPrincrpal, Professors, Associate Professors and
Assrstant Professors, lhe quaIfrcations shall be tlre same as prescribed by
the AICTE frorn time to time. In respect of all other posts the Governing
Body srall have the authority to prescribe the recruitment criteria.

7.01 Ifthe post is to be firled up by open advertisement il shall be notified by the
Socretdrv.

7.01.01 The applications received for the posts belonging to various .ategories of
teaching staff, in response to advertisements shall also be screened by the
Drrector/Principal or a Committee before presenttng them to the concerned
Select on Conrm ttee of the Unrversity.

l.O) :lclr(tl)ll Corlrfrll(,,,, l,)r r(\.roitrlcnl l0 Llrr, lxr',11, ol llrr III',IIIIIII'r'IIII(Il)y
advcrtrsenrcnt or by pronloton from arnongst llre mclnbcts of llt!r !tdll
of the InstiLutc(exc uding fhe posts on contract basis) shall be constitlrted rn

tlre manner lad down bclo,v, However, coflpostion ol these comnlittees
shaLl be modi[red rvhenever sLJch n]odrfications are called l'or due to
.l reclives reccrved from the AICIE/Stale Government/ Affiat n!] lJn vcrslty.

7.02.01 For recru tnreft to Lhe post of Pnncrpal the Se ection Committee v/il consisl of
the fo lowingi

Vrce Chance lor of INTU
- Cllarrnlan or his nom nee

Secretary
Director
One Expert l.lember to be nominated by the Chairman of Governing Body.
Two;experts from Univers ty

- DTE nomrnee
- AICTE nornrr]ee
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1_O2.O2

7.02.43

For Faculty Pos tions(Proiessors, Associate Professors and Assistant
Professors as per the .INTU nonns)

For Registrar/Admn. Offlcer/Trainrng & Placement Officer/Prolect Engineer/
l,led cal Officer/Libranan/Phys cal Director etc.

Charrman oi the Governing Body of the Institute
Secretary of the Inst rute
Director of the Instrtlrte
PrincipaL of the Instrtute
One Expert l\4ember to be nominated by the Chairman of the Governing
Body.

The Chairman of the Governing Body shali be the Chairman of this
Committee and in h s absence the Secretary shall be the Chairman of the
Committee,

For the posts of Academrc SLrppofting, I{inisterial, Ilaintenance and Class iv
staff.

Secrelary of the Institute.
Director oF ihe Institule.
Prin.ipal of the Institute.
Head of the Department.
One Expert l'4enrber lo bc nominated by the Chairman oi the Governinq
Body-

The Secretary shal be the Chairman of the Commiltee ancl rri his abserrcc
lris llominee w ll act as Cha rman,

When a post is to be filed up ternporanly rn the cadres of Asst. Professors
and academic sltpportir,J staff and non teaching siaff, the secretary may, al
his discretion, const tute such adhoc committees as the crrcumstances

7.O2.A4

7.02.05

nlay perrnrt.

7,03 TERIIS AND CONDITIONS OF SERVICE OF A PERI'4ANENT EIIPLOYEE

7.03.00 Permanent employees of the lnstitute shal be qovellred by tlrc lolloy( 1.1

terms and conditrons:

7.01.01.01 Evcry nl)lroiflIr('riL ,lr;rll l)c 5irbj(xt lr) tl)., (orl(iilri)rrllr'ri llr, rlrl ,,r rl," i

-. '', |ed as beflrll ir soLrld heallll arlri plrysrcalLy lrL lor 5,rvr.r Ly .r

l.leoica auth.flty nominated by the Governinq Body. In case oi a ry apD.,r;il
againsL the accrsion ol such a lYedrcal authorty, thc Govcrrrrl(r ao(ly firy
reFer the .ase to a l"ledical Board constituLed by Lt for the purpose. Thel

dec sion of such a Board shall be finai.

7.03.01.02 The Governlng Body may, lor sufficenl reasons, relax the mcd cal Ftness
requirements rn any partcular case or cases, subject to such conditions, rl
any, as may be aid down by the Governing Body.

1.03.02 Subjcct to fhc provrsion ofthese rLrlcs, all appointrncrts on rarJr,ll 1r.51,

for tre frsts ol the Inititlte shai ordrnanly llc fllade or p olrnt.r r lor i,
peflod ol 2 yelrrs after rvhrch the appointee, if cor fiflred, sha I coft fL.
to hokl hrs offi.e s!ble.t lo the provrsons of th€ relevaft ru1c5, Lrll th,r.nd
.ithe ffo.r'r if !.rhr.ll re atta rls the agc of s!perannrrirtion.
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1 .O3 _O4

7.03.05

7.03.0 5.01

LA:).05-42

7.03.02.01

7.03.O3

7.0i.06

1 .O3.Al

Persons irl the crllployment of thc IfstitLitc and appoLrltecs to h(lllt'r
posts by erllrcr sc ect orr or promotlon 5lla I bc on probntl.rl Ior 2 ylrar!

The appo ntrnq a!thoflty slal h.ve lh€ power lo extenrl Lhc period ol
probation of any employee of the Inst tute for such periods as may be found
necessary- If, afler the probanon, the enlployee is not corrflrmed, and his
probalon is also not formal y extended, he shal be deemed to have

cont nued on temporary bas s and then his services may Lre ternlrnatcd v'rLth

one mofth notice or on payment of a month's sdlary in ieu thereof

When an employee completes tlle period of probatio,r/ or the extended
period of probatron, the appoinling authorily sha I assess hrs
performance durinq the said period, decide whether the probation is

completed satisfactorily, and if it ls so decded, it may confirm him in the
post,

The appornting authority shall have the power to termlnate lhe services of
any member of the staff during the period of probation wlthout assigning
any reason,

In the case of terrnination ofthe services of a probationer nothodinga
substantive post n a lower cadre one month's notice may be qiven in
writinq or on(] month s salary may be paid rn liel] thereoF-

l.lnless otherwise stated specificaly in the terms oF appolntment, arl

employee on probalon and not holdifq any substantive post wllh 'ihe
IrslitLite nr.y re5.Jnand leave ttrc 5ervlces ai the inst lLrL. lry -.rvn.l !nrl
rno L r s noi .e n t,lr ! r !l to the appoint ng aLrt rorrlT l]orr.iv.r, llre
.rppo rl rr.J authonly rray rn sJreciilc calcs accepl llle sa ary for on. lr.ntir
nnd \ir.rvr llLe r e!u r erJrefl oi cne monlh s notice or palL Lhcreol.

I dl .'olr' ) -'at.t 'rlllr.p'hpoo\! r' le'lr
anv fierber of the stafl by qivng 3 rnonths nolce n r,!rlin! or o.r
pnyfrent of 3 ronths salary (LotaL emo umenLj) ln lie! lhercol, l, on

me.lical grouflds, ccftfieo by the ['1cd cal autl]onty fonrrnaL€d by 'Lhe

Governing Body, rt s decrded thal his retcnton in servce rs .orrsdcr.d
undesrrable and aFter olrLa ning the approval oi tlre conlpeLent .!t rority.

Thc Goverrrr! Body Shal havc the power to lernr nalc the serviccs oi_

nry l)orrrrlri,rrl rrr(rrrilicr ol tll(r 5tll[ r]rl (Jlr)Llrnl, Ir[ r(lr1'r rlrrrrr'rrl lrr

ccononry bY (trvlrr(l LJ irorrllr5 noLicc irr wrll rr! or orr l)iryrrrrrrrl ol ('| rr r) rl r"
salary in I eu therecf.

A pernranent employee ol the lnstitute may resLgn and terlrLirate h s

engagemert rvith the Institute lry giving the apponting autliority f morrLhs

notice or on payrnent oi 3 months salary in lleu thereof. The vacalion or
leave availed of by the employee during ihe notice per od wil not b.
coufted towards the notice period.

An employee of the institute shall route hls application for appointment in
any external orqanization through the Principal and Director oF the Institute.

A member of the staff who is on probation and not holdinq any
substantive post shall be permjtted to apply for appointment in any oiher
organization on y if he/she resigns befcre making such an appllcatlon

7.03.08

t .03.o9

7.03.10
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7.03.11

7.03.12

I _43.13

f .03.14

7.03.15

If a member of the staff who had executed an agreement applies for
appornUnent rn any other organiration his/her applicatlof nay be

forwarded provded llrat rf he/she is selectcd for appointmenl rn the
external org:jnization helshe will be relieved only after completlon of
lhe period of serv ce spe:ified rn the agreement executed by him/her.
However, more than 2 applicatioirs of an employee sha I not be forwarded
in a calendar year.

A tenrporary cmployee of the Insttlte who has no obllgation to serve the
Institute for a certain min mLrrn period may be permrttcd to appy ior
appoiftrnent in an external orlanization not ntor€ Lhan 2 times ll a

In the case ol posts alainst whch recrutmcnt is to be made by open
sclectiorl, if two or moTe candidates are selected for appotnttnenL in a
particular caaire in the same Department by a Selection Commlttee, the
senrority of the candidates so selected shall be decided by the order of merit
in which the candidates are placed by the Selection Committee.

In case oF posts to w rch appo ntmenls 3re made by promotion, if hvo
or nlore candidates are pronoted to the same cadre on the same day,
the inter se ,nert shall be determined by the seniority in the feeding
cadre,

If on the same day an internal candrdate is promoted and an extelnal
candidate is selecled for the same cadre, ahe interna canddateshall bc
considered to be the senior.

Sut'iect to these rules the emFloyees of the Institute in dlfferent cadres
shall retire on attainment of the age of superannuation as given be oI'/:

Principal

Teaching stafi

1,4a il,ltenal rLe stal"f

C ass - IV Staff

: End of the mortll ir $/lr.h llrc rrflr l)rrrrl
completes the age of 65 yrs.

: End of the morrth in whch the rfcumbent
completes the age of 60 yrs.

Regstrarand other officers: End of the month rn whlch the incLrmbenl
conlpletes the age oi 5S Yrs.

l'lrnrstenal SLrff : End of Urc nronll rn vr'lr.li lhe n.Llmbcrrl
t:omp elcs a.Jc oi 5tl y r,.

Acracrr . Srrrp,r(rrll stnff : Errd ol Ll)c nrorrt r rrr !,/lr Llr t1r! rr'Lrrrrlr I

comP etes the aqe ol 56 Yrs.

: End of the nronth irr Yrri.h the rrrl urrrbeiLi
.ompletes the age of 53 Years.

: End of the moirtlr irr which ire n.rlml'ent
completes the aqc of 60 Yrs.

LA3.76 Noh,flthstandlng c aLrse 7.03.15 the Governitt.J Body sha I have thc pow,:r

to retirc an employee completing ether 25 years of servlcc or an
atta nnrent of the age of 50 years ii n thc op nlon of tre Governin!
Body the employee has outlived hs !trlrty or is ri.rl fil: to .ontrfu€ rn

the servrce of the Instrlute for one reason or the other. Such an enrploye€
shall be qiven 3 months notice or pa d 3 months salary in lieu thereof-
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7.O3.t7

f .o3 _14

An employee may retire elther on cornpletion of 25 years o[ scrvrcc or on
attaining the age of 50 years by giving 3 months notrce in writrng Lo the
iLLiirtute. The Appointing Authorily for valid and sufficient reasons may
either red!c: or waive the said notice period.

If the Governing Body Feels that the continued service of a person even aFler
the age of retirernent rs in lhe rnterest of the Institute il may retair/re
appo nt him/lrcr

POSTING TO O;HER INSTITUTES ON DEPUTATION I

The menrbers ol 5i.afl of the InstituLe may be depute.l to v!ork o olilcr
nst tutes of the So.rety or oLlrer Inst tltes/orlanizatrons \r th th.r app.ova
ol tlre C. npeteft Aull).,r ty.

7 _44

7.44.O7

CHAPTER 8

CONDUCT RULES

f1.01 An enrpoyee of rhe Inslrlule shall devote his/he, v/hole trme lo Lhe seryce
oi lhe Institute and sha carry out such duties ard lunctio rs ard hol.l
such resporlsLbrlities as assigned to hinl/her by the aLrthortes of Lrc
Institute from time to time.

8.02 Unless otherwise stated speclfcally in the terms oi appoint ent, cvcry
employee is a w role-t me employee of the Inslitute and may bc calcd Lrpon

Lo pcrform such dutics as may be assigned lo h m/her by tlre conr|l(ter I
authoriLy beyond the scheduled working hoLrrs and on lr.ridays arLi
SLr ndays.

8.03 An employec shal be rcqu red to observe the scheduled hours of r{ork,
dLrring lrhich he/she must be presenl al the place of his/her rvork.rl rhe
Irslitute.

Except ior valid reasons or unforeseen contingencies an employee shall not
be absenlfrom duty wlthout prior permission ofthe Princrpal.

No employee residrng in campus shall leave lhe headquafters except v/ilh
tll(r pturviour, 

| 
) ( 

: r r r r r 
, 

, r , r r ) r l 0l thc Princil)al cvcI drrri[{J (rrv(! or viranll{)r].
Wllcncvcr lcaviIq tlrc 5trliorr, aI crrployce shoukl illlo11 tlr! UlrcLturl
Principal throuqh the Head of the Dept. the address/ Phone No. where
lrc/slrc wotlld bc .rvail.rblc dLring the period ol his/her nbsencc frofi the
hcadatuarters,

8.04

8.05

3.06 Evcry cmployec of lhc Institlte shall be devoted to his/hcr duty and
shall marntarf absolutc rnteqnty, confidentrality, drscrpl nc, impartiality
and sensc of rcspons bi ity.

u.?,

s.08

No employee sha I act in a manner which is unbecominq of him/her or
derogJlor) to the prestige of the Institute or place his/her official position
under any kind of enlbaTrassment,

Every employee should, al ail times, be courteous in his/her dealings with
other members of the staff, students and members of the public.



8.09 No employee of the lnsLitute shall participate in any strike or similar
actlvilies like; absence from duty or work wrthout perm ssLon, negligence Lo

duty wlth the objective of compelling the Institute to take any offic a
action and any demonstration or fast like 'hunger stfike wilh Lhe
objective of compelling the lr4anaqement to take any officral action or
incitement thereto.

No employee shall speculate in any busness nor shal he/she make or
permit his/her spouse or any member of his/her Family to makc any
rnvcstmcnt ikel/ to cmbarrass or rnfuence him/her in the dscharqe of
h islher officral dutres.

l\o employee shall end money on ,nterest to any person for sha I he/slre
borrow mon:y on rnterest from any persof with wlronr lre/she is Ikey
to Idt- c)" ., d-d ng<.

An employee sha I so rnanage his/her privaLc affairs as to avord habitua
rndebtedness or insolvency. An employee who is irrvo ved in legal
proceedinqs for insolvency shall forthwith report the FLr I facts to the
Institute.

Ar employee, who is aetained in police custody, whether on crimin.l
charlcs or othcrw sc for a period longer lllan 48 hor rs, shall rrot jo rt

ris/hcr Jutres n lhe Instilule unless he/she has obtarred wril:ien
permission lo that effect from the D rector/Principal.

No arnp oy -c shal , cvacpt with the previous per s5on oi llr! c.rxriraL.rnt
;urror l/, fn!t,'j!tc rr.r(-ty .r iir(iLrrrly, rrr arry I nrll l,i rrirliiL .r,iy
pi !rl.r tuton ., ufr,rtake ary .rrpln/fr!fl orlrrl,, lr!,/l .r .,llr,irl

The.rbove restriclrons ahal rot appy lo a.a.lellrc !!orli rfLi c.] rsr, lai!,)
practce !ndertaken with the prior pernrissio r of lha ao npatcnt irur.lorlly
\r'hich may be qivef, sLrbject to cond trons re!tilrdrn!t aL.a€lliarraa ,ri
remunerat on as per the !lLridcIncs ard dorv 1 by the Gc),/ern n! Boay.

No eniployee shall, exce!l in accordance wllh any qeferal or spacral oralar of
thc .onrpetert rrutllor ty or in thc Dcrlorrnarcc in qood l.rtlr oi thc .l!trr:;
assrgned to him/her, commuficate/convey d rectly or irdrr€at y, any offctal
rlo(:llntoIl o. ||frr|1rtilt( 1 l.r any pcrsoll to wljolll lt./.ill. i., r.l i tflr.t /1 il lr)
pdsl, of !Lr(lr irl0r lIntr0

No employee shal take part in pollrcs or be associalcd r{th ary |a(y or
organizaton vvhrch takes parl in political activity, nor sha I he/she sulrscrrlre
to aid or assist in any manner any political moven'rent or actrvity.

No employee shall car]vass or otherwise interfere or use his/her influence rn

con,lection with or take part in any election to iegislati,.'e body or local
authority.

An employee of the Institute qLra ified to vote al such an election may
exercise his/her right to vote but to whom he/she does so, helshe shal give
no indicatron nor the manner in which he/she pro)oses to vole or has voted,

8.10

8.11

8.12

8.13

8.14.01

S.1,1.02

3.15

s.16.01

8.16.02

8.16.03
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8.17.01 No employee shall, except with the previous sanction of the competent
authority, or in the bonafide drscharge of his/her duties, participate in a

Radio/TV broadcast or contribute any adicle or wrrte any letter either
anonymously or in his/her own name or in the name of any other person
to any newspaper or periodical.

No employee shall, in any Radlo/TV broadcast or in any document
published in hrs/her own name or in the name of any other person or
anonymously or in any communication to the press or in any public
urr6tan.e, natF d' /,Ldtement ol adoroP,nror whLh hd, adver<o effe.r
on dny LU'renL or rp hn polr/ o, alfro' of lhe In\l'lul--ol ,rr 5 rcr.oobl'
of embarrassirlg/straining the relations between the Inslitute and the
Central Governmenl or any Siate GovernmenL or any other Institute or
organLzation or rnembers of lhe pub ic.

8.18.01.1

3.13.01.2 Noth ng in thrs r!le sha I apply to any statement made or./iews cxpressed
by an cmployee in his offical capacrty or in the performance of the duttes
assiqned to Irrnl/hcr.

8.18.02

8.18.03

B.18.04

8.19.O1

3.19.02

8.19.03

No employee shall in the discharqe ofthe official dutles dea with any
mafter relating to the award of any contract in favo!r of a company or
firm or anyother body or person in which he or any member of his farnrly
is interested, except with the prror permrssion of the Competent Allthorily.
After such a perm ssron is grantecr, the employee shall refrarn l"irn/herse i
from extend ig any undLre advantage or benefit to such company, llrnl
or body as the case ma / be.

An empoyee lhalnot accept or permit any member of his ianriy or nny
person actrnq on hLs behalf to accept any g ft n cash or n krrrd tor o\,rn
benefit from any person including another employee lor a work to be done
if connection \"rith the bus ness oF the Institrrte,

An enrployee shall not accept, sol ciL or scek except vv th the prcv o-ls
sanctron oF tlre Competenl Authority any ouLsrde offrcc, strpendidry (rr

honorary work. He/She sha I nol engage rn arly work or bLJsrrress or carrvas
in support oF any commercial or ir,jurance compant? olvned or managed by
any member of h s fanrily.

No employee shall, except with the previous sanction of the Competent
Aulhority, 9 vc cvidence in connection with any enq!iry conducled by any
pcrson, comnlrtlcc or authority.

Where such sanction has been accorded, no ernployee t/hile givng such
evidence shal criticize the policy or any aclion oi the I strtuLc or llrc
Centra Governnrcnl or aNy State Government,

These rlstrct c,ns slra nol appiy to evrdence !trv.r i'L lrny cn!lr ry
co rdLrctcd by .ny aLrthorlty appoinLed by thc Inslrlute, []y Pnrlarrl.nL nr by
Stale Lelti!,lnture; .,r evrdelcc.livcn in any aepirrtnrerta .r qLi ry ordcri-.1 l)y
tlrr If!iiLLrl:.

l.lo empo!!!:h.rl , .rr.pt xth lhe |revro|]s sanclior ol ihr Cornl.et. t
Arrlrorll/, lr.iv. ..r)u 5. 1., any .oLrt .rl lnrr or to llre pre::s for I ru

vrnd..t or Lrl nf l/ arllrciil acl r,/hrch r.s bacI Lha: stbj.rl nraller oi iia!r _r:,.

cr t Lrsm or ar attack ol defamalory character.

3.20.01
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s.20.02 Nothrnq n thrs rule sha I be deemed to proh brt an ernp oyee from
vindicating hrs/her pnvate character or any act done by h rnlher n his/her
private capacity.

No cmployee of the institute, sha I bring or try to bring afy polrtical or other
external influence lo bear upon any superlor authorlty For the lLrftherance of
his/hcr inLercst

ll an employee, u/hLle on duLy, evades to atlend to lhe cass,,/ro.k/',rorli
assiqrcal Lo lrm/hcr, the sarn€ shall lre treated as nrisdenreallor on the l-r-rl
of the e nployre.

Il an cmpl,r/ee causes.ny disocation oi any ciss \ro_k/!,r'ork/ tha safre
5 ,a lrc LrciT,,d a! a misalc naarar a!r lrs/lrar lraft.

No crnp oyc.. $/ho ras a !./ilc iving shal contraal another mnfi a.rl
wrthoLrL firsL obtainlng the permrssro r of the Gove-l nq D,r.ly
notv,/rlhsl.nding lhat a subsequenl marnage is peflrrssibe 1rni€r r.h!
pcrso rarl and rc ig ous law, for thc trnre bcrng appic:blc to h nr nnri
vrolaton oi tlris rule will ead lo hrs rnrmcaliatc drsnris5ar ir'ofr lhc
servlce of the Instltute.

No female employee of the Institute , whether Lrnniarried or r!rdo\1/ecl or
divorced. as the case may llei shall nlarry any person vvho has a 5pouse
Iving without first olltaining the permission of the Governing Body, Lhough
the partres are governed by the personal law which otherwise peflnrls
them to contract more than one marnage whlle the prior marfiage is
subsisting.

Whenever an employee wishes to put forth any claim orseeks redressal oF

any grievance or of any wrong done to him/her, he/she must forward
his/her case throuqh proper channel, and shall not Forward sLrcfr
advance copies of his/her application to any h gher authority, un ess the
lowerauthority has rejected the aaim or refused relief, orthe disposa ol
the mafter rs de ayed by more than 3 monlhs.

No enrployee shalL he srqnatory to any jornt represcntat on addressed lo tlle
autl)orLtics lol rci:lrcssal ol any grcvancc or for aIy other nraLtcr,

An employee sha I be goveraed by the provrsions oF the relevant rules
regardiI,lg nlposition oF penalties and preference of appeals against any such
action taken against hrm/her. The affected party may appeal aqainst the
orders of the punishing authoriiy withrn 15 days of receipt of slrch orders
and the decision of the appellate aLrlhority shall be final.

8.24.01

8.21

4.22

8.25.02

8.26

8.2,1.02

B.2 5.01
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4.21

i)

ii)

iit)
iv)
v)

vi)
vii)
viii)

ix)
x)

xr)
xii)

xill )
xiv )
xv)

xvi)
x ",i)xv ii)

L2B

[4iscof dL].t sha ifclude:

Any action by an employee conlrary to the p'ovisions of the rules of the
Institute.

Go n! on ileqal strikc, abethn!l lncludinq rnstigallon or action rr hirthcrillr('
thereof
Theft, fra!d or dishonesfy
Break of any rule
Willful or negligcnt damage oF the Inst tute's property
Refusal to accept any order, charge sheet or other commLlnication
Convictio r in the court of law.
Riotous or disorde':y behaviour, threatenlng, intinridating or cocTcln!l

relating to any duty or work.
Neqligence in disch3rging any duty.
Vro erae or r0c t ng violence,
Stopping work or rncitrng any one not to work.
Al.owr , ny or'n wrrlrr,lr.el o rLr.d 'rPrri\L\
Falslficalion of or tanlpcrln.l wiLh any p;rper or rcco(i oi Lhc Irr5trttrtc'
Obtaining employnlent by misrepresenting facl:5
llaking any fa lse alleqation
Comnitlrngnur ..n.e-l,1ro Ld(eool ofhel ,5e.
ilisappropriation of any arnount rr property of the InstltLrte.
Committrrg any act involving moral turpitude.

The decision of the Governin! Eody of the Institute on all q(estons
relating to the interpretation of these rules shall be Final.

CHAPTER 9

SUSPENS]ON AND APPEAL RULES

9.01.01

9.01.02

9.02.

9.02.01

A rnember of the 5taif of the Instilute may b€ p a.ed 'rnder
suspensron lry the Compctent Autho'ity ol the lnstil!te il

alrlaiprriiry r:rocu.alrrrrls a.Jillrrst hrr/'lcr ar!l:o tr:l !rlirirrll(rir'rL' I

. .asa illlal l:,t h nl/rer lr rcspeat ol ary ari ilarl irl{Lr l{r ri I ril':r

rrve:l r:r rr. r. r rlltr ry .r lr ii .

1i . | .rnrlrer oi Llle'rlali rs,:lcl.rned in .rslo.ly ror i p.i ul (rrrtLri rrr 'lll
lr.Lr,i w r'1h i rl r/rrrL..lan ITllr .r arinrnil.fl'rrr',r lrr lrrLrlrl :r y :r', rl

11rr( LrL Lrl r rrL lr t vrilrrll l,rr l)rt'v|rrlr!1 lL l|rrr I , L' ri i

st.lf slrall be .leerrr.rd l-o liave beerr p.r.cd lry Llre Lorrrpcl(rrrl /iirl rrr ly
run.ler s!spcrrsrorr urrlh eflecL from tlle date on whl1:lr rc/she !'/ir!' 5o

During the period of suspension, ihe empoyee shall be enttled to tlc
following allowances:

Subsistence Allowance cqual to the leave sa ary which the enlployee !"r'oulcl

havedrawn ifhe/she had been on eave onhafaverage payor of hef
pay and rn addrtion, Dearness ALlowance, if adrnissible on lhe basls ol such

leave sa ary,

Ilthc perrod ol suspension exceedssx nlonths lhe Conli)cLcrrt Arrtlrorrly

shall lle empowered to vary the anlount of Subsistefce Alo[/ance lor any
perod subsequent to the period ofthe firsl six months as lollows:

9.02.01.01
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9,02.01,02 The anlount of subsistence allowance may be increased by a suitable mount,
not exceeding 50o/. of the Subsistence Allowance admissible d!ring the
per od of lhc lrrst six rronths, if, in the opinion of the
Competenl Authority, the period oi suspensron was prolonqedi for reasons,
to be recorded n writing, not directly attrib!table totheemployee under
sllsPenSi,rn.

9.02.01.U1 The amount of SLJbsislence Allolvance may be reduced by a suitable
anlouft, not exceedln.t 50./. of the Subsistence Allowance admrssrble
during the period of iirst six months, rf, in ihe opirion oF the componeft
Authority the perod of suspension was prolonged due to reasons, to be
recordcd n wrilln!1, d recLly atlributable Lo the enrpioyee undeJ suspensron.

9.02.01.0.1 The rate of Dearness Allowance will be based on lhe increased or, as the
case may be, decreased amount of lhe Subsrstcncc Allowaricr,
adn'rssible under the above two sub cialies.

{).02.01.01, llow.,v.r, ro trryrrr,rl shall lx' rLir(1r, Lrrl.,.. I ri, lirrl llL rr r r

IuflISl cr a cerI IrL.tc to tllc cffcct Llrrt lrc/s]rc ! ,ol tr.Jnrt,]|l rr ,Lry
olher employmenl, bus ness, profession or vocation.

9.02.02.01 Wlr eun.l.rsuspensrontheeriployeesrall not Lre dll!,!eilo res!lrlo'
sh;rll he/she be granl ,d eave by tfe.onlpetent authorly.

9.02.02.02 The employec u der suspensio shall not accepL :ry prvatc or !lar fLl

employrnent. The employee !nder suspefsof shall not lea'/a lra
headquarters aluring Urc perod oF slrspension wrthout the pror approva of
tlre Competent Authority.

9.03 The follov,/ ng penalties may, for good and sufficient r!asont, nrrl ,r:r

hereinafter provided, be imposed on ally employee of the IfstrtLrte.

9.03.01 !vrthout prejudice to the provisior,s ofany iaw forthe tinle-being in [orce,
the followirq penalties mayr for good and suifrcient reasons and as
herginafter provided, be imposed on the aollege employce found gLrilty ol
rnisconduct, etc.

9.03.01.01 lYinor penait es:

i. Censure
r. ln.

fl. V/Lllr r)l(l r(l ,)l r r.rcrr. rl ,)l ).Ly

v. fr\iitlrlr.'ld rr!t of prorrol oI
v. Re.o\rcryfror;rii:,her pny,or su.lrotr(:r rr|,)rn|.:'] ,'t. lr 'rr',

Lrcfir!,tttr)r rnl olriry p.,:rIr.y ln:jji.irL::!r r! iIr.,rL,r L, r,

Inilil rle, ir,/ ie!l !er.! or Lry Lrc,rLlr.ri (,r(i'r !.
.r.0:l.l)i.tl2 llirl,,r P!, r li,r!:

i. Rcducl on to a lolver rank in Lhe seniority list
li. Reduction to a lower stage in the Lime scale of pay
iii, RedLrcion to a ower time scale of pa) not be ng lower than thal

to which he / she was directly recruited
iv. Reduclion to a lower grade or posl not being lower than that to

which he / she was directly recruite'l
v. compulsory retirement
vi. removal from service
vii, dismissal fronl service
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9.03.02.01 No or.lcr mposlrlg on any member of Lllc stafi any 
'rf 

tlre alrovc purrJ lc5
shall be p:s.seir rry th. Compctcrt Arrrllorrly Ix'cPt 'rlt'r 'rr 'n(lrrrv 

ri'

beenlrci.j.llldthCelnploy.{'lr.lsbcCll!|lVc]nlc.l5oll.llrlIoi)ll]lllLlrllyt)l
showing caLrse of the actiorr proposcd to be taken ngiirrct hrnr/lrc

9.03.07 02 No ordcr llrllr(rs lr!J orr .rrly crrrploycc 'rrry ol tlrtr 'rlr)vc l)r'r 'r lL'

shal be passecl by Conlpelent Authority Llnlcss Llie enrploy€c

con-:crrreJ has beef qiver an oppot!nity io nakl: a reprcs'rntalof io llrr'
aPPc lant aL,!horltY.

9.03.02.03 Notwrthstandirrg the abovc prcvrsLon, it shall not trc neccssary t'r folhw the

procedule nrentloncd above ln Llle tollowln! casesi

Whcr. .rn crnpoY(:c rs arsnrissc.l or rcnrovctl or 'orrrlnr|'()r 
lv rol rr(i ()r

,"ara.a ',, rarrt orl the ground of co[ducl wllrcl! lr'9 lc'i l!
his/her convi.t on on .l cr minal charqe.

\l/ r(r! llrrr arrtli! rty cnrlr!!v.rturd Lo ilrsrrl s! or lcrrrovrr "r Llrrrr)L 1)rr'/

retrrcorrc Lrreli:rr.rrirssalilJe.l Ural' krr rcls.r kr ll r'r!rdetl rvtlr'il
.uthor tv nwr!rrl,Ll:: dl reiJonablv prn'r"lrl'r tc (.1 !'rlr'r1 prr'ir ri
.pp.rrlrr. ly f.ir sho\'rrrlg ri.rrse

Il irrri lL .:i'ur "rri'i vr'lr'tl! I 5 rrilir'rlnlrt dllrii r!

' " " o' Lr'l' l'
:rUth.] ly .-lrn I lrir lLrLnl.

Ar, ernt lo,-. .i|re.,|o,d,ol lor Ilo| ' l'

Co,,p.,-',, a o' i'ooo n t rr h'r 5lr"r L'p p" rre I ru p' "
f'ti! cor".n,rlr Body ir he/she belongs to the ca'lres 

'rf 
Aca'lcnri' slirll 

'rr'
Art,,r n st'atlve dffrccrls; arrd to thc Sccrelirry rf hc lxrl'irr! 1(r tl r' 1 i'ir' lrl

l,l,nisteiral Staff, Technlca SLlpporting Stafl'or Class'lV Staff, agarrr!'l such

orders. The decision of these appellate e!thorities shaLl Lrc fina

No doocdl 'r o,r llrr' ,rb'-d-5.5 dll le 'lrloldl 'l '1r"" l'

trf,, ,ti"O t,,,,ri .r lcr oll ol Llr-'c (JJ r'ru_l i lr'" r r"" l"l' 'r' " 
I

ine appettant receives a copy of the order_appeale'l agalnst' pr'rv ded

thal lhe appellate authority nray entcrtaln tlrc appcal altcr trr
;xpiry of the sald perlod, if it s satlsfied that lhe appellant ras

suifi. cnt catlse f.rr not stlbfiitting the appeal in time'

The auLhoriLy to whorr an appeal againsl an ordcr rrrrposrrrg perrally urrd'l

Rule 9.03 is nrade may, of ts own motive or otherwise, call for the

records of the case rn a disciplinary proceeding to revrew any

order arld pass slch orders as lt deems fit as given hereunder'

Confinn, modifY or set as de the order.

Impose any pcnalty or set aside, reduce, conflrm or enhance the penaly

imposed by the order.

Remit the case to the authorrty which made the order or to any other

uuif-,oii,y oi."atlng such ftrftrrer action or enquiry as considered

properin the circumstances of thecase; or

9.0 L02.0.1

9.0 3.02.0 5

9.0l.02.06

9_04.01

9.01-O2

9.05

9.0 5.01

9.05.02

9.0 5.03
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9.05.04

9.05.04.01

Pass sLrch olhcr orders as it deerns frt. Provrdcd that

An or.lcr mposnlr orefl ancrng r penalty slral not br p.ssed unlcsrtlrc
emp oyee concerned has been qiven a reasonable oppo(!n ty for mak fig
any representalron rryh .h he may wLsh

Lo akc iqi nst s!ch cnhancca l)crlalty.

Ifthe appellate aLrthority prop.rses to impose any of th. pefalUcs n a ca:e
vvhere proper enqu ry has rot been held and thereaftcr, orr corrs.l.rnton
of the proceedrnlr o1' such enquiry, arr.l aitcr grvrnq lhe empioyce
concerned a reasonabLe opportunity of mak nll any representation wh ch he

may !,/rslr to nral(c against such perlalty, l)ass such or(lcr: il:; lt nriiy allr.rrr
fit. However, no action urlder lhrs rule shall lre ilriLtatcd more tharr slx
months after the clate of lhe order to be reviewed.

when an enrployee oflhe lnstitute who has been drsmissed, rcmoved or
suspended rs reinstated, the authority competent to order the reinstatement
shall consrder and make a specific orderl

;.egarding the pay and allowanc.s to be paid to the mernbcrofthe stafi ol
the Institr te for the period of his/her absence flonr duly.

WheLher or not the said per od sha I be treated as pertod sferrt o r(luly.

Where such Competenl Althority hods thaL thc ernployee ol th.l
Irsttute has lreen luly €xon€ratedi or rn the case of susp€llslorl, tlrarl l- v,'as

wholly r njr sLrircd, t re cmployee shall be !JVen llre f{rll l)iytowhi.lr hc/.r,'
!!.ruld have beerr.nltlcd lrnd h.r/sl e rlol b.rcrr dL! rrS!,rtl, rlrrlovr:,,
coflpusoriiy retrcal Dr suspended, as lhc case rray be, toi.lclhcr Iv lh ii r /
ai owances oi \'vhrah he/she r',/as n rccapt pror to lis/hcr dsnlr5,l ,

rarnovrli.ollrpUsor-yTetremenloriuaircnsion,.n.l llre p.lriara ol ntr:rrl !
lror.lltyslr:l l).rlr.ral.r(l as peroil 5i).rrrt 'rr lrrlylor n trir.tirr.

Jn ol .r .ase5 Lha c ployee ol lre Institule shal :rc !i verr :: .lr
lrrnforlior af pry arrd a o!'/ances .rs the .orrr!.i,rrrl .!rh,'r i,!
spe.iil.Jly.lir.cts (or y i Lhe employce is iounrl rrot !j!ir-y).

ProacdLrrc ior nrpos r.j tl nor Pcia tyi

No full fledqed and elaborate departmefta cnqrrrry shal bc {rccess:r)' l.rr
infhcllng minor penally- In slch cases, the cnrpoyee slr.ll b. !rlv.1
intlmalon of thc act of miscondLlct committe.l by h m and he !ri lbe!lver
r rca:,(,ral)J.r r)t)llortrrrrrLy Lo hrrni.r li.; arplnrr;rtrl)rr, 1)rl.rt' llr(' lr r,,ll

P or.(JLr(: lor irrrpu5rr!t M.ior Pcrr.lty

The order imposnq maior pcnaty shall be made only.ite arr errllrLl)/
s lr.ld. Whcr(rv.r tlr.i Compctarrt Author ly rs oi lh.r ll)ir rri r tlr, l tir'i l

arc !trolrrrls t()r i'rrrtrrlry into tllc lrlrtlr oi rII|rIII,ILI() I 1I rrlr L rr rr' l ,

which nray rcsLrll n rrator pcnaty, t ay ilscll er(1Lr rr rlo llrr trrrtl|r
appoint af althorty to enquire into the lruth thereof f t s proposcd to
hold enqu ry aqa nst the ernployee.

After conlpletion olenquiry proceedngsas per the Standard Code Rules,

theDrscpl nary Authorty is todecide the punishmcnt to thc elllploycc.

9.0 5.0.+.02

9.06.01

9.06.Ur.ur

9.06.01.02

9.06.02

9.06.03

9.01

9.0s

9.08.01

9.08.02
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CHAPTER 1O

VACATION STAFF

The Governing Body shall be vested with the authority to decide about the
emplowees ot the Institule who shall be elrtit.d forvacaLion-

CHAPTER 11

PERFORNlANCE APPRAISAL

The Governing Body sha I have the aulhority [o pre_ icril]e a schenle
for appraisal oi the perlo[mance of ihe emplot'ees ol'tlre lrst t!te.

detaied bclow.

12.01,01 The services of a temporary or adhoc employee shal lre iable lor

term nation at any time w th the notice of one monlh ir $rriring q ven

erthcr by lhe enlp oyee to the appoinlinq author ty or by the apl)(rrrrI rrq

authorily to ihe employee, or by paying one ,nonth's 5aary by llrc parly
whi.h is givinq a notice in lieu oi the notice perroC

12.01.02 Ho!^/ever, the appolnting authority may, for s(ifcrent reasons/ el r'rr

reduce th s perlod or accept a esser amounl in lieu oi tlle lloLicc perri)rl

12.02.01 A tef-rporary or an adhoc employee, may be pernritted to appiy for
appointment in external organzalions rlot more lhan two times ill a

calendar year.

D.a2.O2 However, temporary and adhoc employees of the InslilLrte shall lrave lcl

route their applcatrons For appointm' nt outslde through the
Djrector/Principal of the Instltute.

12.A3 The tenlporary and adhoc employees of the lnstitllte shall be
governed by the Conduct Rules as laid down in Chapter I

12.O4 The ternporary and adhoa employees oF the Institute shall be entitled to
lei ve and vacatron tn accordance with relevant provisions prescribcd by

the Governing Body.

CHAPTER 13

EI,lPLOYIYENT ON CONTRACT

11.0

CHAP] ER T?

TEI.4PORARY AND ADI]OC EI,lPLOYI]ENT

12. i) Tllc tcrnrs alld condrtions ol service oF tcnlporary and aalhoc crlll)loyccs nlc

11.01 Not wrthstandrng anyth ng contarned in this lYafual, the Governing Body
may, !nder special circ!nrstanccs, appont a suitabie, quallled and
experienccal person on contract for a perlod not exceeding 5 years, !iith a

provisior lor rcncv?al ior lurther perio_d if requ red

.)



13.02 The Goveilr! Body nray prescrbc a consolrclatell s.rlary Ir ca5c ol srclr
contract appointments and lay down the [erms and condilions appllcabe to
such apporntees. The Chainnan/Secretary of the Goverring Body may at
his drscretron constrtLrte a comrnittee for negotiatinq the salary and tenns
and condrtions of service with such candidates arLd considcr rts
recommendaLions for appoinlments.

lhe contract apporntees of the lfst! ute shall qenerally be
governed by the Conduct Rules as laid down Lrnder Clrapter 8 except as
otherwise provided for in the appo ntment order/contracl.

13.03

CHAPTER 1.1

LEAVE RULES

1.1.0

1.1.01

Thcsc rulcs shal be app icable to all enrployeesofthe Instr:Llc exccpti

a. r Iployccs appointed on contract c of temporary ba5s or on ad hoc basis
for a pcrioal css llLar onc calendar year,

c,

b. Paft-tinre employees who are engaged to do ceftain work without pre.judice
to the regular exercise of their profession in other respects.

Work-charged staff and persons paid from conLingencies.

An employee sha lbe enlted to the following krnds of leave.

Earncd L!ave

C.m nuted Le. ve

Erlr. Oi.l, rnry li:.ve {LOPI
a: |, rii L.ri, 'r':
Spr.rn aa:r al 1..,v'l

LE.ve.rc..rLrnL slr:rl lrl mrrntarncd foreach emflo'/'ee n the forfials rrivcn ait
Annexlres I & IL

a. No lcave shal be granted to an cnrploYcc beyond I rc rlnla' on 1,! ri,: l
lle/slrc rnrrsl Lorrr!L l!(r ly rcrtirc or rnlltI bc r1]I,'vr'11 1 1:lIi riLl,'rll t')
res !l atron.

b. No eave olher than Casua Leavc, sha be qranled d!rirr.J llrf
notice period when an employee tenders resgnatron front his/lt-.r
post.

c. Leave s earnc(l by "DLrty Only". Duty nclucles qazrtt.d holid;rys,
otlror lrolrdays dc.larcd to bc hohday! l)y lhr D rlrr-lr)r/l) Llr( ).r ,

vacalion and a I lypes oi eave except Exlra-OrdrnaIy Lcavc
sanclioned to Lhe emPloyee.

d- Casual Leave can nerther be prefxed nor sufl xed to Earned Leavc,
Half Pay Leave, Commuted Leave, Leave Not Due, l'laternity
Leave or Vacation.



c. Lcirvc can not bc cairred as a fralLer L:rf fllhl. \llrcr llra
exillen.ies oi s{rv.e so rcqule or whc thc iruthority errirotr.rtd
Lo saf.tiLrn lrnv,r ri .onvrrccd tiint tl'c c,rrIl()y(1r r! l,lnyirlr liun rt,
the drscretion to refuse/revoke leavc ol any descrip!orr s vesled !rill'
the leavc aarncton rn! a!thority. EnsLrrinq prop.rr conaiuct of re!!lar
ciass work iin.l !x.rrfnUor: slla I Lrc trrnlcil .r:, !r)nr( r[ , r(l

f. The nature of eave due an.l applied ft,r Lry nn crr]p.ryce .an ror lr.l
altered at the discretron of the sanctionrnq a!thorty.

g. An crnployec on eavc or on vacatron liha I n.rt Lakc up nry .etv..l
or accept any empLoyment rnclLrciing consultarrcy ot dtd$/ drty
scholarsh p withoUl obtaining the prior approv.il of the appontLn!

h. An employee who remarns absent afterthe end of iris/h€r leavc, 5

art ll(\l lo rr{, l.,rv('',irlitry [or llrlr p.rriod ol r,lr.lr ill)',,'lr/( ,r i1 lll,rl
peflod shall be debrle(l agalrsL hrtlher eave account as though rt
were leave on loss of pay, unless his/her leave rs extendeal by the
Drrecior/Principal. willlu absence from duty after the expiry of the
icave may be lreated as misbehaviour arld dereliction of duty and
tlrc al)sefcc rs to bc trcated on loss of pay.

r- Every application for Commuted Leave or Leave Not Due shall be
accompanied by a l"ledical Ceftificate issued by a Registered lYedical
Practitioner, duly counterslgned by lhe Institute's I{edical Officer,
specifying clearly the nature and probable duration ofthe illness. It
vill be within the powers ofthe sanctioning authority in any case

to call for a second medical opinion by sending the employee either
to the l'ledical Officer ol the Institute or any other Reqistered l'4ediaal
Practitioner,

j. No employee of the Institlte lvho has been granted leave on medcal
grounds may return to duty !rithout first producing a certilicaLe ol
lilness from the Reqistercd l,ledicai Practiiioner duly countersqr ed
by lhe lYedical Officer of fhe InsliLute. The sanction ng authority
rrary require a srmilar certrficate n the case of any employee who has
been granted eave for reasons of health, even thoLrgh such enve
!!as not actualy qranted on med cal qrounds.

l(. AI cirl).ry!r, rlcll(l riJ to lcavc th{r hoild (lu;rrtcr', (l(rr[.J l]r,' lx r .(l
ol lc.rvc L) vncdLrof llrr]st obta Uc r[! oll lrof r I rr

D re.tor/Principal of the Institute in writrng and also slrou d lurn slr
his/lrer addrcss and phone No. ior correspondence durng such perior:ls

l. Empoyees associated wiLh class work ancl examinalion alutLes, while
proceed ng on lLravc arc requircd to makc allc11ritLrvc annfi!lcrllitrrlt
for their class/exam nat on work and inform the concerned auLlron!e5.

m. Ernployees r/ho are on vacatron nray be callcd for any work of t.he
Institute and n such cases Lhe enlployees returning from autslrtio|
will not lrc cl !lrb c ior T.A.
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n. lf a1 employee of the Institute, belonging lo the cadre of vacation
staff does duttes duflng vacatton and is separately remunerated
thereof he/she should not be considered as having been deprived of
h s/her vacation,

o. In case of the Director/Principal, the Secretary shall be the
authoriLy to sanction leave. For all others the Director/Princlpal
sha lbe the althorlty to sanctton leave.

1.1,01.01 VACATION

The followrnq posts in the seruice of the Institute shalt beionq to thc
vacation cadres,

' Dircclor1 princ pal
1 Pr.riessor
' Asso.rale Profcssor* Assrstant Protessor

' LLtr ar ian

' ir ry:r Lnl Drrir(torI Acade,nlc Supportifg St.ilf-

Note: The post of Trainrng & Placement Officer does not belong to thc
vacatron cadre.

Emtloyees of tlre Instrtuie belonglng tc the vacatron cadrc sra bc
ehgible for the follolvir1q vacation in an acaderlc ycarl

been rn continuous service of lhe inslrt!!e
el'lrh e r ,r u0 day( o'

i. A permanent ernployee who has
for 12 months or more, sha I be
acadernrc year.

ir. In carse ari employee is Jlc,,,ented from avail ng ol vicatoll il,.:.
to hinr/her, crther ir parl or iuLl, lhe employee ,,!i bc el !ti,rl,,: lor
conrpensatory Ealred Lcave at tlre rate ol 1/2 of the perod Lry !,rlch the
va!.,'. - r ilct!ally avarled ialls short of th, entrtled vacatlon,

rri. Howevcr, for the purpose of detennrning the compensatory Earneai Leavc
enhtle.l, the vacdtron pcrnod during which the enrployce !ncJert.rIcs assr(1nnr.fts
forwhrch he rs separetely remunerated shall not be taken into account,

iv. A p(,rnlil r1]rrt 1,rrl)!ryc( wlro lr,rt rro[.orrll]atad l2nrorllr.,ol (()lll I1l,,r., ,,r!v,r'
wilh the lnstltute shal be elll ble for vacalion at tlre rate ol J0 ilay:i [] n|
acaal.mic year ior lhe period he/shc was rn scrvicc airrrinal llrc ycir ) ovrtl!(i
the(]nplryeehadservaal thc in3lit!tc lor nlorc tlrurn6r]lor,Ur5 Ir I ru .lir,:lc lll(

v. A pe nrirncr t afployca !.r'liosc continrolrs :ervraa !ryillr lrr lr ltrlrl! | il ,l

acadcnrayear ln sshorlol 6months s nol ehqrbefor any va.arlron. H.)!.,'ever,
lhir D r.rlorirP ,':i!. cf llre Instll]le nray, at hi5 dis.rctDn, p.ririi sLr,r:
c flr iyi:.: lo nrr i !l' vaaart ar r ol e,<aacali rlt 14 a]:lys.

',r lliir t)|.r.l.r/Pr rr.pdl olllrr:lr:llLrleshirll beth. cor rl:r.t.]rl- rlthirrity 1.,

d., .l: l|.r vaa.:l of pcrioCs nral vaaal on sa r!.lLrl.rs ol I rc er|p oylej
belollqlnq lo the vncator caalres bascai of [he aaidaieir i: an cnijii ol I ]!
InstiLule.
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iv.

1,I,{]T,02 EARNED LEAVE-NON V'.CAIION CADRES

14.01.02.01

The Earred Lcavc admissrllr ity to an employee beongn.J t.r tlL0 to
vacaton cadre shall be govcrned as follows:

i. The Jeave account of an employee holdinq a sLllrstantive post or a temporary
employee who has completed lwo years ofaontinuous service wiLh the lnstiuLe
shall be credited with 30 dayq of Earned Leave in 2lnslallments, e.ch of 15
da,- -i :he 1st of.lahuary and the 1st lf luyeveryyear

ii. The leave accounf of a probationer or a temporary employee who has
conlpleted one year but not conlpleted 2 years of continuotJs servicc wifh the
Inslitute shall be credited with 20 days ol Earned Leave in 2 inslallments, each
of 10 days on the 1st of lanuary and the 1st of lulyeveryyear.

The leav: at tl:e credit ol' an employee at thc closc of t|e prevrols tratl
year shall be carried forward to the next half year, subject to the
condition that the leave 50 carried forward together with the credit for
thaL half year shall not exceed fhe maximum limit of 90O days.

The credit of Earned Leave as prescribed under Clauses (i) and (i ) Above shal
be reduced by 1/1oth of the period of extraordrnary leave avai ed cjurng the
previous half year, sublect to the maximunr of 15 oays.

Wlren an ernpoyee is appoinled on prollatron or on ternporary basis nller I
lan!ary or lst J!ly, Earned Leave should be credited at the rate of 1 1/3 aays
for each conrp eted month of service wlrich he/she renders in the caiendar ralt
year in whlch he/she is appointed. Ir'/hile affordinq credit of Earned Leave under
Lhis Rulc, fraction of a day will bc rolrnded off to the ncarost day.

1t,01,02.02 EAIiNED LEAVE FOR VACATION CADRE:

lhe Enfirc.l l.,rvc .{lr1r.,s Lr ty to.]|ployc.:, lri]lr) tt l]..t to ,.j! rlr\ r

(:ad,es shal bc !ovi:n)ed ;s follou/si

r. Tlr€ Enrfe.l Lenve ialIrsSil)lc to a penf.rnent ellrploy!'e .Itt(j to viaiiLr.r
n respectof any year in r.Jhich he ts preveftc.l lro avnil !t lIms!1-ollh.:

iLrll vir;rl11)f, or .r .rl llll,ll!rl,.ilr.rll l)r,rr ,,lLl lr l)r,lr,)rl,,r ,)l r{r Ll f ,

ycnr ds Llrc rru rUirr ol (l(ryr ol vdc.rtror n,rt vcl r(l ol Lrnr to llr| l! I

vacaLiorl provded thal the employce slra I reasc to e.r r su.h leave !,Jhe|
the Earned Leave duc is accumulaLed Lo 300 days.

ii. An employee !",/ho is prevented from availing htmself of -lhe f{rll v.callon
of 60 qays in a year, sl'rall be entttled to earncd leavc for thirly days.
'Srlniarly the employee who is prevented from avaIng himself of
twenty one days out of the total vacation shaLl bc entlted to earned
eave for Len alays, and so on.

iii. Tlre Ieave at the cred t of an enlp oyee at the close of the prevlous half
year shall be carried forward to the next half year subjcct to ihe condition
that the leave so carried forward together wrth the credit for lhat h.lf
year shal nol exceed the maxrnlum limrt of 300 days.
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14.01.13 HALF PAY LEAVE

14.01.03.01
The Half Pay Leave entitement of employees shall be
given hereu cler:

t.

ii.

ii.

14.01.04

governed as

The Half Pay Leave is admissible to a perrnanent employee holding a
substantlve post or an employee in a temporan, post who has
conrpleted 2 years of conlinuous service with the Institute,

An employee who is in a substanlive post or who has completed 2
ycars of continuoLrs scl "/rcc will bc ctcditc(l with 20 dalys of lhll pily
Leave for every year of continuous service after gaining eligibilriy t'or the
Ha f Pay Leave.

The periods spent on duty as well as on leave including Exttaordinary
Leave shall bc consi.lcre(l lo dilternlrne the Half Pay Laav.r enlill.ntonl.

Half Pay Leave due may be granted to an employee either on the basis
oi o lvledr.al celtrFrra-e or lor p Va(e dridirs.

Wlrile availing ol Hall"Pay Leave the employec is eligiblc lo halt tlril
substanLive pay including any o:her emoluments classifted as pay on
day before tl'e ieave commences.

CO1414UTED LEAVE

The Comnluted Leave entitlement of enrployees shall be governed as givcn
hereunder:

ConlnrLted Leavc o frrlr pay, noL cxceeding ha I Urc alllourt ,rl
Half Pay Leave due, may be granted only on production of a l{edtcal
Certificate duly countersigned by the Institute's I{edical Oificei io an
employee holdlnq a substanlive post.

Cornmuted '-eave during Lhe enLire service oF an c,nployce sllal b{r
lmiled Lo a ma\rnrr,m pe od of 740 ddys.

When Commuled Leave is granted twice the number of days of leave
shall bc delelcd i.lainst l-lalF Pay Leave due.

Commuted Leave nlay be granted under this rule only if the authorlty
conlpetent to sanction thls leave is satisfied thal therc is reasonablc
prospect of lhe employee returning to duty on ltre expir_y oithe leave.

Enrploye.s holdinq sul)s[antive posLs rnay l]e sanctroned cli.tiblc HiiLf Pny
Leave subject to other conditions of grant of such leave and permitted to
dra'ry full pay up to lhe maximunl period ofsix months in lieu of twelve
months h.lrr pay leave, ifthey a[e sL]ffering from eprosy, tLrL]erclriosis,
cance[, mcfta ]llness, heart attack or renal fai ure if cerLilied by a

Regrstered [.ledica Pra.titioner du]y countersigned by the InstiLutes
I,4edlcnl Off cer.
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14.01.05 LEAVE t!OT DltF

Leare not due on half pay may be granted to all empioyee holding a
sLrbstantive post only on medical qrounds, provided the need for such
leave is duly certified by the Institute's I'tedical Olftcer.

Leave not due saDctloned to an employee shall be ltmit-ed to 1gO days
durinq th,3 entire service,

Leave not due shall be sanctioned only when no other leave is admissible
according to the rules.

Leave not due sanctioned shatt be debited against the Half pay teave the
efiployee earns subsequent y.

Leavc not due nray be granted only ii the autho(ty empowered to
!,; rlro I ri .:h ,rrvI r.i sntr.iIicd ti]t thcrc ,s rcaso at,t{t i)o.pcct ol Urc
cnrtroycc lctrl r|!J to dLrLy oll ttrc c,rp ry of the teav(,nnd rt slr(,Lrt(t tr!
lrllrled to Lhe Half Pay Lcavr he,/she rs likety to earn thereaiter.

14,01,06 T1ATERNITYLEAVE

l 4.0fi 0l Ol
llrc qrant of lrlateflllly leave to a marred woman employcc ol r_a

lnstillrtc shall be governed as given here!nder:

i. l,.laterntty Leave on full pay may be qrarted to it marfled perrnanent
y/onran eraployee of the inslifuLe tn case of conflncmenl ior a
period oil9! days provtded she has tess than two surviving chitdren.

ri. IlaLenrily Leave on full pay rnay be qranted to a nranted Derrtanc t vrornan
cmployee of the Inslltutc in cases of caesarian, m scaTTt<l.le, aborl on ar
.rny oLher medicai problems to thc lvoman empoyee or eu/ly horn ba,!
s!ble.t lo t e prodlction of t"ledical cert ficate tronr a Rellistered i{.dt..l
Pra.Lilrorer .luly r:ountr-li!lned by the Inslitute's I!edt.a Otiiccr irj..v.ltrt
she has le5s than hro survivino chilalren.

iit. l,laterirty Lenve nrny lle cornbtneal wrth eave ol any olher krnal, .r(ci)l
C.r.;L .l lci!., lrlrl . ty ,iLrt:lr r,.ve npp|.ri ior il ..r rli|L ,11rr)n ot I

f,l,Ll!llrty l{\rv,. rrl,ry 1,, ,1 !|rl(\l ollly rt llr(, r,11Ui,,l r. ,r t)lr)rt,, lry .L

lvledrcdl Cert lic.Lo ssu.rd by ir Reg stcrc.l t"ledica priictrt orr.r ltti y
countersrqned Lry tlr€ Inst t{rtc's l'ledical Officcr.

;,,), type of lcave, other than Ca!ral Leave, in continuation oi l,lalerntty
Leave, may rlso be granled in case of ilness ol lhc fewy Lrorn bary,
subject to the prodLtctron of Medical Certiftcatc fi-orir a ltc0tstcr..j
I\l.d, al Pr r ltl o'p , Lut/ or rre s,!.e.t o/ thp I.5t,tut ,,Lt J. O r ,,
to the effect that thc condition of the ait ng baby warrants the moflrers
personal attenLion and her presence by the babys sidc is absoutely

Ilat.rr rity leave is fot deh tcal agaiilst thc lcavi ;t1]co1lIt brrt I Lt. tt
t ris ellecl 5l nl be re.ardeal I th-. serv ac reLor.i .ra I c c! t.€nrir.l

iv,
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M.O7,AI EXTRA ORDINARY LEAVE,/LEAVE ON LOSS OF PAY.

1.1.01.07.01
The grant of Extraord nary Leave to an enlployee shal be qoverncrl ns

iii.

grven hereundcr:

Extraordinary Leave without salary may be granted to an employee of Lhe
Institute holding a substantive post under specral crrcumstances as given
below:

- When no other leave is adrnissrble under the rules.

- When olher l,.ave cvef tho!gh admissrble lie employee concerned
applies rn wr ting lor tlr€ grant of Extraordrnary Leave.

Tlrc d tllonty .rnrpo!rc[cai to !lranl lcave may retrospectively commute
ilre porod ol Jbsencc wrthoLrt leave tnto Extra-ordtnary Leave.

Extra ordir ary Leave bcyond one month at a time shall not be
sanctioned Lrnless it is supported by a 14edical Certificate oF a
Rcgrstcrcd flcdic.l Prnctrtroncr duly co(ntcrsigncd L)y thc Institutc's
14edical Ofircer.

11-OI.O7.O2 CONTIN UOUS ABSENCE

The following sha I be the limltations on combrnation of leave and
continuoLrs period ot absence on leave:

i. Earned Leave, Half Pay Leave, Commlted Leave, Extra ordinary Lcavc
and Vacirtiof ci rctlrcr Uc l)rcfixcd nor suffixcd to C,rsua tcirvc.

S!bjecL lo the restrction. specified hereinafter, any klfd of leave and
vacation adnrss ble, excepL Casual Leave, can be granted in
cor1lbinatorl wilh any olhcr knd af ieave SO adrnsstbe, or tn
cofl nllrlLon ol a.v! l,iken, Nltetllcr of lhc sar e ;]r(l ,/!t alty otlt|r
ti nal.

Tlr. lot.l (iur.rtro r rl E.flr.d Leave, Hall Pay Leave, C.rIrrl!tc(i Lirvr,
Extrn-od nary Le;,ve an.l valcatton n conjunction sha I Iot excecd 130
i l, ry.,.

Lr exceJrtronal cas€s thc Governrfq Body of the Instlutc tnay pcllit
sence on d fferent kinds ol lcavc if corjunator ior a .oftrrtlour
,.1o: up oalld/ru rol 5 yed '.

1:1,O1,OTJ CASUAL LEAVE:

14.01.08.01
The grant of Casual leave to employees shall be govemed as ltven
Underl

i. Ca5!al Leave rs.r co aessrof qrven to enabc an cnLiJ a,y.tit It spcLirl
circunrstar]ces to be absenl from ddly for short penods wthorrt s!alr
absefce being treatad as leave ufder the app icable Leive Ru es.
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iii.

i. No efrployee nray, in any case, be absent on Casua Leave for mor€ than
20 days rn the .orrrsc oi ore calcn.lar year.

Cn.(nl l.nv..irnnot h.,tnkcf alonq !,rlll nny otlr.r l(.;rvr or vnr.rfion,

v Caslal Leave may be combincd wLth Sundays or othcr authorz€d
holdays provrded that the lotal duratron .loes not exceed 1O drys.

v. The fact that the maximum number of days has been fixed for the qrant of
Casual Leave which lnay bc laker wthin a c.rlefdar ycnr .loejj rrol rnaii r

that an employee is entitled to t.rke the fu I Casu.i Leave as a nrntler ot
co!rsc,

v. In case of grant of Cas!al Ledve to a newly recrLLited empoyee, th€
snnclronirci .utllority shal tlse its discrctron Invrrr{l r.r),,r(l lo llr.
lengllr of scrvlcc p!t rr lry suah d crrployee.

vi. An employee rllay be granled CasJal Leave for h.lf a day ctrer fr.rn
09.30 lo 12.50 Hrs./FN or 1.50 to 04.30 Hrs./AN on all r/orklng days.

vir .A record ofthe CasLIa Lcavc laken by llre crlrpL,ycc3 slrni Le nr.rr rl.Ilcd

rx. Nornrallyi prorsanctron oileaveslroula be olrtained beforeavnil n0 o' such
lcavc. Tcachin! staff should rnakc altcrD.rtive arrafgencnI for lllcr alii.j,;
work, lYissed classcs l1rL]st be compensated before avarlrng CL is gra ted.

1.1.01,09 SPECIAL CA'UAL LEAVE

14.01.09.01
Thc gturnt of Spccral Casual Leave to cmpi,rycc! shnl br qov{rflrd
as given hereuncler I

i. A male empoyee !!ho Lindergoes steri ization operation Lrnder Llle Faffily
Welfare Programme may be qranted Special Casual leatve not exceeriir!
6 wod(in! aiays commcnc irg lrom thc alaLe oi opl]r.rt,:ir arrac dui nq Llr.
s.rvce sulrjelt lo tlre producr_cn ola 14edc.l Cerl fic.te f(,rr th. D.r.l.r wr.l
t,.ifL,flr.,l llrir.r.rilor).luly..rrrlcrsiqrLr.l byrrL. Inrtrlr1,,.i tll, r1i Oil.:i-r

tii.

A 1,ir;i,. ,rr),ry,L iir1 Lrr],,r(t1),, lr,,,11,rLy lrtl,r],r Lo,l,! llLi, rriT
\'l,rl.r r i' o r'L rrrrrt r ry l,(, (tr,rrrLfr il)rr,rl (.r:,tr,rl l( r!, ri,r1 t ,, r' ,lr ,l l

.h!5 aanrn afanal frofr lha riatc ol opcraLion onac alurIqt Lrc rcrvr..r:,rr[j..1
to I rc r)rnrlu.ltri !1 , r'lrl .. Crrlrirr.tr rssura Lt tlr,r tl!.1(i !rlr. 

I 
r , r r I ( , r r r , , ' L I

lhe operalon d!ly co!fie 5igfed by lhe lfsLrtLrte's r'1eLli.nl Oflccr.

A male employee lvhose wrie undergoes a Tubectoiny operaton unaer ll'.: Fnnlr y
Welfare Programme may be granted Special Casual Leave not exceed nq 7
days commencinq from the date oithe operation sub.ject to the pro.luclion of
a l'4edical Certificate from the Doctor lvho performed the operaLion duiy
countersrqned by lhe InstituLe's tqedical offceriothe effect lhat
the presence of the employee was essential f.rr the period of leavc to look
after h s lvrfe during conva escence afterthe operatiof-



14.01.09.02

Specral Caslal Leave, not counted agains[Casual Leave maybe granted:o
an enrfiloyee for a penod not exceeding 15 days in a calendar year wthoul
dctrllrcfta] lo tlle class work and exanlination duties for thc followlng
pLrrposes:

r. To attefd to ncad nlic coirlerences, senllnars and work shops to whtch
he/she s sponsored by the Institute.

i. To aLtclld Lo sunrntcr schools, wintcr schools and other sltort-tenn
.ortnuinq edlcaton pro!rammes to which he/she is deputed by the
Institute, I the period ls notdurinO the vacation-

iii. To attend to meetings of academic bodres of Universities and Institutrons
on which he/she is nom nated as a mcmber.

iv, To atlend to meetings of commrttees constitLrted by the Government of
lrCia, Governmeft of a State, AICTE, UGC, ISTE, unrversties and olher
CertraL and State organizatrofs of which he/shc is a nlcmbcr.

v. To atLend to meetings ol Staff Selectoo Commttees of UPSC, State
P,S.C., universties, rnsrilutions and PubIc Sactor Undertakin!s lo !vhich
lle/qhc rs ll(r ririat.,(l as a rncnrber by tlle Instrtrltc.

I 1.0 .10 LONU LTAVE

1.1.01.10.01

The grant oF long eavc to an ernployee holding a permanenL post sha I tre
governed as given hereunderl

iv.

ii.

iri.

L Il he/she wants to go on onq leave for foreign assrgnment or for any olher
purpose he/she rs reai!ired to deposit I f'onths salary with th.r Oflicu. Il
he/she ls proceeding for hrgher studies/deput.rtion not reconrnrcrdc.l by
the Insiriule the employee has to satisfy the condtion of thrce,nonlhg
nol cc tleriod.

Tre amounL deposiLed sha I be kept in a joinl accouft ol lh! cnrpoyee Jrd
the Drrector/Principal.

In case o1' his/lrer reloin ng after long leave or iorerlln assignment,
he/she rvill be a lowed to Joln in the same post and thc servrce beneirts
such as increnrents wi I be !1iven provided he lurnrshes a bond that he
lvoud scrva the insttute ateasl eqLral to the long leave period, The
amount depos ted !/i lbe refunded wrth rnterest,

If he/shc farls to retLrrn on the spec fied date or tenders resiltnat on
from thc losl hcd by hirn/her, Lhe.leposit sfa lt]e a.llusted tof,,ar.ls lh. l
mont rs rroliac parilal vr'hich s appl aablc rn cese of ar pcrrnnn!rt
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CHAPTER 15

15,00 COIYPENSATORYHOLIDAY

15.01 The grant of ConrpensaLory Holiday shall be llaverned as given hercundcr:

Ar) ('rliroy.(, I , ( , 
I t r r r i I r i r { I ro Ar irl( |r. 5rt)|r)rllrLr il, ll r}r rrr l,,l rl

Sr(rrl or Cld5s lV St.rrt, wlro is ..lltd Lrpon to .rlt!rLl lo L)1r,,. ,1

harliday, except as a punshmenti may be qranlcd anourcr lrorLiay iI
its place !vlrell opporlunrty offers.

Cornpcnsatory Holi.iay shall not bc adrrissrlrlc wlrcr nr .r1p oy.c rr.nlc,l
uDon to pcrlornl duLies on a hoIday rn .onneclior wrtlr tJfrversrty
examination for whrch he/she rs paid remLrneration geparate y.

vi.

tv,

ii.

iii. Conlpensatory Holiday shall not be availed of by an employec wthout thc
previous permission of the authority who is competent to qrant htm/her
Casual Leave.

r HLPt Eit ta,

16,00 LEAVE FOR. STAFF APPOINTED ON AD HOC/TEIJPORARY gA5]S

16.01 The leave enliLlement of emp oyees appo rtea on an .rl hlc or t! mpor.rry
basis for a per od of one year or less shall be as qivcn hereu rder:

Not more than 10 compensatory holidays in ali may be taken in a
calefdar year and no slrch holiday shall be taken after the expiry
of 180 days from the pub ic holiday for which it is substituted.

Not morc than 7 slch holidays may be accunlulatcd.

Conlpensatory Holday may be combined with Casual Leave or olher
authorized holidays provicled the total period of absence lront duty does
not exceed i0 days.

He/'she fray be gr,rirlcd C.5ual Leave proportonaLe to hrs/her per od .rf
serv.e .t tl-re rate af-)9_days Oer l2 months

nn .r.lho. cnrpl.,yrc r.in r!tin!t t! llre vacatroir cadrc !vrl nnt bc c iq ble lor
a y vacaton. llo!\/ever, lhc Dtreclor/Pl-lfcipal of llie lnsUlul€ nray, al hl:,
aliscretion, permit such employee to avail of vacatroD not exceedrnq
14 days n an academ. year.

i. Helshe shall not be eligible for any Earned Leave.

ii. He/she nray be grantcd, qir subnlission ol 14cdiaal C.rtrfr.nt.' rluly
cculltcrsrrr,ecl Ly tl,c lr !4iL'5 14,'lr.dl OIIc., l',.r., uI lr,rlr.ry.rt tl,
'are of [0 days per ] 2-f rontns ofthe pefloo spenl on outy.z

rii.
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CHAPTER 17

17.00 LEAVE FOR STAFF APPOIN]'ED ON CONTRACT EASIS

17.01 The leave entitlenlent of enployees appointed on contract basis shall be is
given hereunder:

i. The lcavc and vacation entiLlefirenl oF a contraat anpoi[loc should
norn'rally be specilied in thc ordcI of appoinLmcnt llowcvcr, rl tlrc lc.rvc
and vacation entitlement is not specified in the apporntment order, Lhe
Secretary in consultation with the DirectorPrincipal may decide the leave
and vacation entitlement of such an employee.

CHAPTER T8

1B,OO ABSENCE FROI'I DUTY

13.01 Absence fronr norm.l duty of an enrpl./ee sha I be lreatea ns .Jr Oi rr
Duty (OD) under the follo\!,ng c r.unrstances:

. Vy'hen an cmp oycc is rcqrircd to grvc cv aience on behalT of the In5nt te rr
a court case.

WhFn an enrrjloyee s deputed to attend tc lhe work of lhe Insl iLrtc.

When an cmpoycc is rcquired to conduct a practrca cxlrmination as nI
Externa Examifer oF the alfiliated un verslly.

When an ernpoyee is required to appear before a Staff Seealion
Commiltee ol the lnst t!t. n connection v/ th hi5/her .ippl .nlion for n

hrlhcr post n tho Ifsrilut!.

When an enrp cyee is aleirllcd o r oifica duty

Ab5en(e or Or'her D!iy oi efrpoyees, shal be lmte.l i! :!, alits r .l
ca cnal.rr y.rar L r ass spcaiiiaal y perrnittcd by the Scarclary.

ii.

iii.

iv.

Vi,

CHApTER - 19

19.00 A}1FI\DNlENT TO RULES

19.01 The Governing Body of the Institute shall have the authority to rrrodity,
amend, delete ard/or add to any or all oi the above rules.

sq
,rrs \u."'ra,r. / ?,
a6a ,/it)
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