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This HR Policy Manual shall come into effect from 1st August 2014. In case of any point left 

uncovered or if there is any ambiguity or conflict, the interpretation and decision of the 

Management shall be final and binding. 
 

This HR Policy Manual is to be read in conjunction with the I.S.O Quality Management 

System and Procedures laid down in the ISO Manual and followed strictly. 
 

1.0      Employee Classification: 
 

 

i. Temporary Employee:  He is one who is appointed for limited work/time. 
 

 

ii. Trainee: He is one who is a fresher without any previous relevant experience for the 

job, and is appointed for on the job training for a prescribed period with or without 
stipend. After successful completion of training the trainee maybe considered for an 

adhoc appointment or probation against a permanent post/vacancy at the sole 

discretion of the competent authority of the institute. 

 
iii. Adhoc employee:  He is one who is appointed on a adhoc basis for a limited period 

as specified in the appointment letter and is essentially temporary in nature. 

 
iv. Probation: He Is one who is provisionally appointed on specified conditions for a 

stipulated period   to a post for determining one’s fitness/suitability for eventual 
confirmation in the post.  Probation period may be extended if required or reduced 

as the case may be at the sole discretion of the competent authority. It shall not be 

necessary to assign  any reason  for  terminating the service of  an employee on 

probation. 

 
v. Confirmed employee:   He is one who is confirmed in the service of the institute 

after  satisfactory  completion  of  the  probation  period  as  per  the  terms  of 
appointment by a separate communication in writing to that effect duly signed by 

the competent authority.   No employee shall be deemed to be confirmed 

automatically  at the end of the probation period. 

 
vi. Programme Head: It is a prestigious post given to able and effective faculties in 

MMS, PGDM and Part-time programmes respectively.  It is not dependent on the 

criteria or level of remuneration of any kind paid to an individual.  All programmes 

come under the purview of Director. 

 
This HR policy manual covers the following categories of employees. 
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Category Indicative Titles 

a.   Teaching Staff Director,  Professor, Associate Professor, Assistant Professor, 
Visiting Professor, Librarian 

b.   Administrative 
Staff 

Registrar, Assistant Registrar, Placement Officer,Accounts 

Officer, Administrative Officer, Course Coordinator, Office 

Assistant, Office Executives,  Placement Assistants, Library 

Assistant, Computer lab Assistant,  Dispatch Assistant, 
Secretary, Receptionist, Maintenance Supervisor, Driver etc. 

c.   Support Staff Peon, Attendant. 
Notes: 

 

The above titles are only indicative and there could be many other titles. The titles which 

are not included in the above list shall be classified under appropriate categories depending 

on the decision of the management. 
 

These rules cover all permanent employees as well as the employees who are on probation. 

It does not apply to persons working on contract/temporary or visiting faculty basis. 
 

2.0           General Working Conditions 
 

 

2.1             Working hours for Academic Staff : 
 

In addition to the rules mentioned so far in this manual, the following rules shall 
apply exclusively to the teaching staff. 

 

Work Hours : 

i.          Faculty members are expected to observe office timings from 9-30 am to 

5.30 pm from Monday through Friday and on Saturday from 9-30 am to 
1-00 p.m, unless they are asked to observe some other timings for some 

specific reason. 

ii.         Any   increase   in   work   hours/days    shall    not   attract    additional 
remuneration unless otherwise committed. 

iii.        Duty hours are inclusive of 45 minutes of staggered lunch break. 
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Teaching and other work load: The overall workload of teachers shall be 44 

hours per week. 
 

Category of staff                                              No. of teaching hours per week 
 

Principal/Director                                                              4 
 
 

Professor                                                                           12 
 

Associate Professor                                                           14 
 

Assistant Professor                                                            16 
 

In addition to teaching, the teaching staff is also expected to discharge the 

responsibilities of administrative work, co-curricular and extracurricular activities 

assigned to them. The teaching staff is also expected to participate in research, 
consultancy and short-term training programs undertaken by the Institute. 

 

Teaching staff members will have to teach in any of the full-time or part-time 

programs in any discipline. 
 

2.2       Working hours for Office staff and Class IV employees : 
 

 

a)  Office Timing:  Office Timings for Office staff and Class IV employees  is from 
09.00 a.m to 5.30 p.m for all employees. However, depending on the needs of 
the institution a few staff members may be asked to observe different time slots 

from 8-30 am to 8-30 pm. of similar duration. 
 

b) Any increase in work hours/days shall not attract additional remuneration. 

c) Duty hours are inclusive of 45 minutes staggered lunch break. 

 

d) Placement (CMC) Working hours 10.00 a.m to 6.30 p.m. 
 

 

2.3     Attendance: 
 
 

i.    All the employees are required to punch in and out  on the electronic finger print 
reader  machine  (bio-metric  identity  machine)  .    ln  case  an  employee  has 

forgotten to record his/her attendance he/she is required to regularize the same 

by giving a letter duly authorized by competent authority to the Office. 
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ii.      All the employees are required to adhere to the office timings. Late reporting or 
early going is permitted at the discretion of the  Management to take care of 
personal exigencies. An employee reporting late  or going early for more than 10 

minutes at the start or end of the day on more than 3 occassions in a month will 
lose one day’s Casual leave which  will increase in the same proportion for every 

subsequent 3 occassions.  An employee reporting late on duty or leaving early 

for work by 1 hr. will lose half day’s casual leave for each of such occasion. If C/L 

is not available then P/L will be adjusted and if C/L or P/L are not available, then 

salary will be deducted. 

 
Notwithstanding the above, the competent authority may condone late coming 

for genuine reasons viz. disruption/delay of public transport system, heavy rains, 
bandh or such other reasons. 

 
An employee shall seek prior sanction from the competent authority to report 
late for work or to leave for genuine reason.   Such late coming must be 

subsequently regularized by a written note duly sanctioned and submitted to the 

Accounts Section on the following day. 
 

iii.     Habitual late reporting on duty or early going will also amount to misconduct 
and Management shall take strict disciplinary action as deemed fit. 

 

 
2.4     Working days: 

 

 

I.    All  employees  shall  observe  hours/days  as  applicable  to  their  respective 

categories in the institute and as may be communicated by the Management 
from time to time.  Any increase in work hours/days shall not attract additional 
remuneration. 

 
II.      The Institute works from Monday to Sunday (all seven days in a week). 

In general Sunday is observed as the weekly off day. However some employees 

will observe the weekly off day other than Sunday. 
 

 
2.5     Movement out of college premises: 

 

 

If a faculty/staff member is required to go out of the college premises for any 

personal  work  or  official  work,  he/she  must  inform,  his/her  superior,  take 

permission  and make entry in the Movement Register (outdoor duty card). The 
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conveyance voucher if any for outdoor duty should be submitted on the same day or 
the next working day. 

 

 
2.6     Absence without permission: 

 

 

Except in case of emergencies or sudden sickness, an employee is required to obtain 

prior permission whenever he/she needs leave. 
Leave without prior sanction will be treated as unauthorized absence and hence will 
be treated as leave without pay. 

 
 

2.7     Holidays: 
 

 

The college  usually  observes  public  holidays  as  prescribed  by the University of 
Mumbai. However, discretion to make any change in the list remains with the 

Management.    The  list  of  holidays  will  be  announced  in  the  beginning  of  the 

calendar year. 
 

 
2.8      Identity Card: 

 
Employees who have been issued Identity cards are required to wear and display 

them on their person at all times while in the premises of the institute without fail. 
Faculty shall also ensure  that the students as well wear their identity cards in the 

college campus. 

 
2.9      Dress Code: 

 
All employees shall wear decent clothes. Wearing of revealing or tight clothes, 

sleeveless tops, T shirts as well as caps shall not be permitted. 
 

 
2.10    All employees are strictly prohibited from using or carrying cell phones with them 

during teaching hours, class activities, common programmes, official meetings or 
conferences,  visiting college departments, Chairman/Director’s office etc. 

 

2.11   Canteen Food Service: 
 

From the  safety and hygienic point of view no eatables or food items except biscuits 

will be served by canteen in the faculty/staff rooms, classrooms or offices. 
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3.0    Leave Rules: 
 

No leave can be claimed as a matter of right.  Every kind of leave requires specific 

sanction from the Chairman/Director as per leave sanction procedure. Discretion to 

grant/refuse/revoke or cancel leave already granted depending on exigencies lies 

with the sanctioning authority. 
 

For the purpose of calculating and maintaining leave records the year is taken as 

calendar year i.e. January to December. Employee leave card is maintained by the 

Accounts Section. 
 

An employee remaining  absent without prior permission shall become liable for 
strict disciplinary action. 

 

No   leave   can   be   availed   during   Notice   period.   However,   in   exceptional 
circumstances leave may be sanctioned at the sole discretion of the Management 
and in that case the Notice shall be extended by the same period. 

 

3.1     Casual Leave (CL): 
 

Every employee (Permanent/Probationer/Adhoc) other than Contractual is entitled 

to get maximum 8 days Casual leave in a calendar year. Employees joining in 

between a calendar year will be granted casual leave on pro-rata basis. 
 

   Casual leave shall be applied in advance.   However in exceptional 

circumstances  where  leave  cannot  be  applied  for  in  advance  the 

employee may apply for sanction subsequently post-facto.  In exceptional 

circumstances leave  sanctioning authority may grant post-facto sanction 

of Casual leave.  If the leave sanctioning authority is not satisfied about 

the exceptional circumstances the Casual leave availed of without prior 

permission  may  be  treated  as  leave  without  pay  or  unauthorized 

absence. 

   Leave sanctioning authority may refuse to grant Casual leave depending 

on exigencies of work or if the reason does not appear to be genuine. If 

no casual leave is balance in the account of an employee the 

Chairman/Director may at his sole discretion grant leave without pay. 

   CL is given for the purpose of meeting unforeseen/unavoidable 

situations/circumstances. 
   CL can be taken for half-a-day also i.e. pre-lunch or post-lunch period. 

However, pre-lunch half day CL will have to be applied for in advance. In 
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the absence of advance application, pre-lunch half day CL will not be 

granted. 
   CL cannot be taken for more than 3 days at a time. 
   CL  cannot  be  carried  forward.  C/L  can  neither  be  accumulated  nor 

encashed. 
   CL cannot be combined with Sick Leave and Privilege Leave. 
   CL will be with full pay. 

 

 
3.2     Sick Leave/Medical Leave: 

 
   All permanent employees  (teaching & non-teaching)  are entitled to 8 

days of sick leave with full pay on medical grounds. 

   If an employee reports sick for more than 3 consecutive days at a time, 
he/she shall be required to produce a medical certificate from a Govt. 
Medical Officer or Registered Medical Practitioner alongwith leave 

application  which  may  be  sent  through  messenger/courier  or  by 

registered  post.    The institute  shall  have right  to  verify  the  medical 
certificate produced by the employee.  If such verification of the medical 
certificate does not satisfy the sanctioning authority that the sick leave 

applied for is not on proper medical grounds, the institute may refuse to 

grant such sick leave and take appropriate action.  Unutilised sick leave 

shall be carried forward to the following year subject to maximum 

accumulation limit of 15 days. Any sick leave beyond the accumulation 

leave shall automatically lapse.   Sick leave accumulation cannot be 

encashed. 
 

3.3     Privilege  Leave/  Earned  Leave  for  confirmed/permanent   teaching  and  non 

teaching staff only: 
 

   All confirmed/permanent teaching staff and non-teaching staff are 

entitled  to 30 days earned leave per calendar year. Unutilised earned 

leave at the end of the year shall be carried forward to the following year. 

Earned leave can be accumulated upto 120 days. 

   An  employee  who  is  entitled  to  PL  will  have  to  submit  the  leave 

application in the prescribed leave card to the concerned authority at 

least 15 days prior to the actual date of commencement of leave. 

   No employee can take PL more than what is credited to his/her account, 
that  is,  there  is  no  provision  for  advance  PL.  However,  for  genuine 

reasons the management may grant advance PL as a special case. 
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   An employee must avail of minimum of 4 days PL at a time. PL can be 

availed of twice a year. PL on a third occasion/break in a year may be 

considered subject to genuineness of reason. The maximum earned leave 

that may be applied for at a time shall not exceed 60 days. 
   The administration staff will be granted PL taking into consideration the 

exigencies of work prevailing in the department. 
    In the case of Faculty, the PL will be split into 10 days winter break and 

20 days summer break, normally. However, the Chairman/Director will 
approve the PL if it is at a time other than the summer and winter break 

after taking care of the academic schedule of the Institute. 
   PL cannot be availed in excess of 3 breaks in a year. Weekly off/holidays 

falling within the period of PL will be counted as PL. However, if weekly 

off or holidays are prefixed or suffixed to PL they will be excluded. 
 

3.4     Privilege/Earned Leave encashment: 
 

   All accumulated earned leave (i.e. max. 120 days) is encashable only at 
the time of retirement on attaining the age of superannuation from the 

institute. 
   The cash equivalent for the purpose of encashment of earned leave shall 

be only Basic Pay + Grade Pay + Dearness Allowance. 
 

 

3.5     Annual Increments: 
 
 

Annual scale increments of 3% of Basic + GP will be granted only to confirmed 

employees and probationers who have completed one year of probation and 

who are in the second year of probationary service. 
 

 

Increments are not given to non-performers as reflected in the performance 

appraisal and to whom letters in writing are given about their performance 

discipline, conduct, attendance, punctuality etc. The Management will inform 

the employee concerned in writing as to reason for not granting increment 

or granting of lesser than 3% increment. 
 

 

3.6     Compensatory Off: 
 

Excluding Faculty and Class IV employees administrative staff are eligible 

to avail Compensatory off in case of: 
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   The employee should be asked by his/her reporting officer to work on a 

weekly off/holiday declared by the institute. 
   Information  regarding  an employee  attending  the  office  on a weekly 

off/holiday should be sent to the concerned authority in the prescribed 

format at least one day in advance. 
   Compensatory  off should be taken in such manner that an employee 

does not cause any administrative inconvenience to the institute. 
   Compensatory leave can be taken with Casual leave but not with Earned 

leave or Medical leave 
   The employee must apply for compensatory-off in the prescribed form. 

 

 
 

3.7       Maternity Leave: 
 

   A lady staff including a teacher who has been confirmed in service and 

who does not have two or more children living on the date of the 

application shall be entitled for maternity leave on full pay for a period of 

90 days from the date of it’s commencement. During such period she 

shall be paid leave salary equal to the pay drawn immediately before 

proceeding on leave. 

   Any increment/salary increase which may fall due to a lady staff during 

maternity period shall be effective prospectively without any arrears only 

after resumption  of duty. 

   The employee who wants to proceed on maternity leave shall get her 

leave sanctioned 15 days before proceeding on leave. 

   In case of miscarriage or abortion; after providing proper medical proof 
of the same an employee shall be eligible for 42 days leave subsequent to 

the miscarriage or abortion. 
   In special cases management is authorized to make exceptions to the 

leave rules. 
   A female employee who has not been confirmed shall also be eligible for 

maternity leave, subject to the provisions of this clause as under: 
   A probationary female employee who has completed two years of 

continuous service irrespective of whether she is confirmed or not shall 
get maternity leave on full pay. 

   A  probationary  female  employee  who  has      completed  one  year  of 
continuous  service  but  is  in  service  for  less  than  2  years  shall    get 
maternity leave on half pay. 

   The above leave provisions are not applicable to female employees on 

ad-hoc appointments. 
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3.8        Rules for Extraordinary Leave (EOL): 
 

The Management has decided to introduce, in addition to PL, CL, and SL the facility 

of EOL for the up-gradation of the faculty member and to enhance the reputation 

of the institute. This facility would be available for the permanent faculty members 

of the institute only. 
 

This benefit of EOL will be available to the faculty members who participate as 

moderator/speaker of National or International Conferences/Seminars/Workshops 

or called upon to officially present research paper/s (as distinguished from 

sending/submitting). 
 

Subject to the following conditions : 
 

1.   The name of the faculty members  should  be shown as representing  the 

institute. 
2.   Entitled to a maximum of 21 days EOL in a calendar year. 
3.   EOL can be taken at one stretch of 21 days or in 3 tranche in a year. Each 

tranche will not be less than 3 days. 
4.   EOL cannot be carried forward and/or accumulated. 
5.   EOL is not en-cashable 
6.   EOL can be either prefixed or suffixed with PL but not both ways. And PL 

cannot be inserted  in between EOL 
7.   The faculty member will have to make an application for EOL 21 days prior to 

proceeding on EOL 
8.   The leave should be duly sanctioned by the sanctioning authority. 
9.   EOL    will    be    sanctioned    taking    into    account    the    duration    of 

conference/seminar/workshop and the time for journey to reach the venue. 
10. EOL is not available for attending as delegate or participant. 

 

The application should contain all details of national/ international 
Conferences/Seminars/Workshops which the faculty member proposes to 

attend.The name of the institute should be mentioned against the name of 
the faculty member in the invitation brochure/leaflet. 

 
3.9     Study Leave to Faculty pursuing Ph.D. program: 

 
The Management as a gesture of encouragement and in order to fulfill the required 

needs directly related to pursuing doctoral degree has decided to grant 10 days 

special study leave in a calendar year. Faculty can avail this leave on proper 
application and prior sanction from the sanctioning authority. 

Prof. Akhilesh Yadav
Highlight
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Ph.D Study should be pursued only in UGC approved prestigious category of 
universities under the Central or State Govt. and institutes such as listed below: 

 

1.         All IIMS (Indian Institutes of Management Studies) 
 

2.         All  the  Management  institutes  associated  with  the  Indian  Institutes  of 
Technology. 

 

3.         Other prestigious institutes like XLRI, XIMB, Tata Institute of Social Studies, 
MDI, Gurgaon, FMS Delhi, IIFD Delhi etc. 

 

In case an application is received for similar institutes not listed above, this can be 

referred to well known experts of our institute for their opinion whether a particular 
institute can be treated as comparable to the above mentioned institutes. 

 

Applicants are required to submit details of the course they are pursuing to the 

sanctioning authority. This facility takes effect from the date of registration of Ph.D 

for a period of 3 years which is the normal period for completion of the degree. 
 

 
4.0       Training Programme/Workshops/Seminars/Major 

functions/Programme of the Institute: 

i.     As part of the efforts for faculty development and improving teaching quality 

in classrooms, the Management has made a decision to sanction an amount 
not exceeding Rs. 15,000/- in a financial year. This amount may be utilized by 

the permanent faculty members for attending/participating in a 

conference/seminar/workshop within the city or country. 
ii.    Faculty are required to take prior sanction in writing from the Director before 

registering for workshops, seminars,conference etc. 

iii.   Permission shall be granted only for such learning programmes, which  are 

useful for the institute. 
iv.   The institute shall publish the said participation in its newsletter, Annual 

Plan, Website etc. 
v.    The faculty member after participating in the seminar/workshop/conference 

or presenting paper will be required to submit a report together with the 

papers, as prerequisite condition for release of payment for EOL. 

vi.   This facility can be revoked or unilaterally withdrawn at any time without 

assigning any reason whatsoever. 

vii   All staff and faculty members should attend all the major programmes and 

functions organized by the institute. 

Prof. Akhilesh Yadav
Highlight
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5.0.      Outside Teaching: 
 

a)  Teaching staff is not allowed to teach as a visiting faculty in other institutes. 

Any such  act shall  be construed  as  misconduct  and  breach  of trust  and 

appropriate action will be taken against such staff. 

b) Teaching staff can however, deliver occasional guest lectures in other 

institutes/organizations with the written permission of the Director. Such 

lectures should not be a part of the regular courses conducted by the inviting 

institutes, the invitation letter of the inviting institute should be enclosed 

while applying for permission. 
 

6.0       Minimum expected performance: 
 

a)  All   the   teaching   staff   should   keep   in   tune   with   the   technological 

advancements, library work, project guidance of the students visiting outside 

organizations  namely  Corporates  and  Institutions  when  required  in  the 

interest of the students and in the building up of high standards of 

Administrative  set-up  such  as  NBA  Accreditation,  ISO,  Implementation 

process,  auditing  process  etc.  All  the  teaching  staff  below  the  level  of 

professor is required to publish minimum 2 papers/articles in an academic 

year in some reputed journal/periodical/newspaper/magazine or they should 

carry out some such activities which can be accepted as equivalent to 

published papers/articles. For example, presenting papers in seminars and 

conferences (training and consultancy assignments are not acceptable as 

equivalent to research and publication). 

b)  In every subject taught, the teaching staff must get a minimum rating of 3.5 

on a 5 point scale in the final student feedback for the semester. 
 

6.1        Staff Performance Appraisal System: 

 
Performance Appraisal and evaluation of the teaching faculty as well as of non- 
teaching staff shall be carried out at the end of each semester. The institute has 

a   performance   appraisal   and   evaluation   system   namely   a)   Academic 

Performance Indicator (API) b) Evaluation by students   c) Self Evaluation   d) 
Evaluation by Director. While granting annual increment, promotions the 

assessment and evaluation so done will be taken into consideration. 

Prof. Akhilesh Yadav
Highlight
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7.0       Rules for Consultancy Assignments: 
 
 

Consultancy  assignments  are important  for  every  B-School  for  the following 

reasons. 

 
1.   To get hands on experience of what an organization needs. 

2.   To understand how theory gets translated in to practice and what are the 

needs of customizing. 
3.   To establish industry-academia interaction. 

4.   To do it as part of research. 
5.   To open up placement opportunities for students. 

 
The teaching staff getting consultancy assignments has to get the approval of the 
Director and the Director should obtain the approval of the Chairman. 

 
As per the industry practice 50% of the income will go to the institute and 50% to 

the individual. 

 
8.0       MDP: 

 

The  teaching  faculty  involved  in  taking  MDP’s  will  be  paid  Rupees  600.00 

(Rupees six hundred only) per session . 
 

In case of external faculty the fees chargeable will be the same. In case of 
exception prior approval of the Director and Chairman will be required. All 
invoices will be raised by the institute’s account department 

 
9.0       Alumni Association: 

 
As  per  the  rules  of  the  alumni  trust  all  faculty  members  are  automatically 

members of alumni association. 
 

10.0     Misconduct and Discipline: 
 

All  employees  shall  abide  by  and  comply  with  the  terms  and  conditions 

stipulated   in   their   individual   appointment   letter.   The   omission   and/or 
commission of the following acts shall be treated as misconduct: 

 

1.   Wilful insubordination or disobedience. 

2.   Going on an illegal strike or abetting, instigating or acting in furtherance 

thereof. 

Prof. Akhilesh Yadav
Highlight
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3.   Wilful slowing down in performance of work or abetement or instigation 

thereof. 
4.   Theft, fraud or dishonesty in connection with the employer’s property or 

theft of another employee’s property within the establishment. 

5.    Demanding and accepting bribe/commission or any illegal gratification. 
6.   Habitual absence without sanctioned leave. 
7.   Habitual late attendance. 

8.   Habitual breach of any rule or any law applicable to the establishment or any 

rules made thereunder. 
9.   Engaging in trade or business or taking up any part-time or full time paid 

work without the knowledge and written permission of the management 
10. Drunkenness    or   riotous,    disorderly    or   indecent    behavior,    use   of 

abusive/vulgar language. 

11. Threatening or intimidating other employees or wrongfully interfering with 

the work of other employees, assault on other employees’ or on Institute’s 

property. 
12. Gross neglect of work or habitual negligence. 

13. Habitual breach of any rule or instructions meant for the maintenance and 

keeping of the cleanliness of the Institute’s premises. 
14. Holding  or  attending  unauthorized  meetings  inside  the  premises  of  the 

Institute without previous written permission of the Management. 
15. Canvassing  for  union  membership,  collection  of  money  for  any  purpose 

within  the  Institute’s  premises  or  elsewhere  in  connection  with  the 

Institute’s business. 
16. Being   rude   towards   Management,   Director,   Faculty,   Staff   members, 

Government or other officers, visitors and other persons in the Institute’s 

premises or elsewhere in connection with the Institute’s business. 
17. Distributing  or  exhibiting  within  the  establishment,  handbills,  pamphlets, 

posters etc without prior permission of the Management. 
18. Falsification, defacement or destruction of records of the Institute. 
19. Wilful misrepresentation of the information given by the employee at the 

time of application for employment. 
20. Wilful damage to work in process or to any property of the Institute. 
21. Disclosing any confidential information related to methods or activities of the 

Institute to any unauthorized person. 
22. Gambling,  consuming  alcohol.  sniffing  drugs,  smoking  or  spitting  in  the 

premises 
23. Possessing lethal weapons or fire arms in the premises of the Institute except 

as permitted under the law and with the permission of the Management. 
24. Refusal  to accept  a charge-sheet  or other  communication  served  by  the 

Management 
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25. Accepting expensive gifts from suppliers, customer, students or any party 

dealing with the Institute. 

26. Canvassing for or recommending any candidate for admission 

27. Helping students in the use of unfair means during examination 

28. Any  leak  or  disclosure  of  question  paper  or  confidential  information  to 

unauthorized persons will invite immediate suspension of an employee 

pending enquiry. 
29. Misappropriation of Institute’s funds/moneys and manipulation in the books 

of accounts. 
30. Falsification of bills, bogus vouchers etc.. 
31. Sending lewd SMS/MMS, secret filming and posting it on public domain 

32. Any other activity or action or work which in the opinion of the Management 
is a misconduct or subversion of discipline. 

 

An employee guilty of misconduct may be: 

Warned or reprimanded in writing or orally 

a) Suspended without salary or 

b) Deprived of his/her yearly increments or 
c) Demoted to a lower grade or position or 
d) Discharged/Dismissed with or without notice depending upon the degree of 

misconduct performed. 
For imposing any disciplinary action, Management will follow the procedure of 
conducting enquiry according to the principles of natural justice. 

 

10.1   Sexual Harassment at Workplace: 
 

The  Management  respects  and  upholds    the  fundamental  right  of  ‘Gender 
Equality’ granted by the Constitution of India.  Gender equality includes protection 

from sexual harassment and right to work with dignity, which is a universally 

recognized basic human right. 
Equality in employment can be seriously impaired when any person is subjected to 

gender  specific  violence,  such  as  sexual  harassment  in  the  work  place.The 

Supreme Court of India while laying down certain guidelines to ensure the 

prevention  of  sexual  harassment  in  workplaces,  has  made  it  a  duty  of  the 

employer or other responsible person in work places to prevent or deter the 

commission of acts of sexual harassment and to provide the procedures for the 

resolution, settlement or prosecution of acts of sexual harassment by taking all 
steps required. 
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11.0  Separation from the institute 
 

All teaching and non-teaching employees may be separated from the Institute in 

the following events: 
 

a)  Retrenchment : (i)      in the event of abolition of a post or reduction in work 

load a teacher may be retrenched/terminated by giving him/her one month’s 

notice or payment of one month’s pay. 
 

ii) three month’s notice or three month’s pay in lieu thereof if the 

teacher/employee is confirmed in the post. 
 

iii)  in case the work load is reduced to half or less than half if the teacher so 

desires he/she shall be continued as a part time teacher and shall be paid as 

per scale of part time teacher. 
 

b)  An employee may resign. 

 
c)   An  employee’s   service  may   be  terminated   by   the  Management  for 

misconduct and /or for indiscipline, lack of efficiency, poor performance or 
for any other reason which in the opinion of the Management is  sufficient 
reason to terminate the employee after following the principles of natural 
justice. 

d)  The institute will not issue any experience certificate to any   members of 
staff/faculty during the course of their employment in the institute. 

 

12.0     Re-imbursement of Expenses: 
 

Reimbursement of expenditures is needed to be claimed within 48 hrs of 
incurrence of expenditure, supported by valid documents. 

 

All expenditure will be incurred as per the budget only. 
 

Expenses of events/SMT/Clubs: Expenses towards events/SMT/clubs will only be 

incurred as per the approved budget. 
 

Expenses vouchers will be filled in by the student representative, supported by 

faculty members, recommended by the Director & approved by the Chairman. 
After obtaining approval from the Chairman, expense sheet will be forwarded to 

the treasurer/account department for payment. 
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13.0     Festival Celebrations: 
 

In the beginning of the Session the no. of festivals to be celebrated will be 

discussed and finalized by faculty members with students. This is done to involve 

the students in the process. 

 
14.0     Miscellaneous: 

 

14.1        Super Annuation/Retirement Age: 

The superannuation/retirement age of the Director shall be   65 years of the 

teaching faculty 60  years and staff it shall be 58 years. However, extension can 

be given at the discretion of the Management within the prescribed 

University/Govt. Rules & Regulations. 

 
14.2        Contributory Provident Fund : 

All confirmed employees as well as those on probation shall be covered under 
the provisions of the ‘Employees Provident fund and Miscellaneous Provisions 

Act 1952’. 

 
14.3       Employees Group Gratuity-cum-life Assurance: 

All confirmed employees shall be covered under the Group Gratuity cum Life 

Assurance Scheme of Life Insurance Corporation of India (LIC) the benefits on 

leaving service shall be applicable to the employees covered under the scheme 

after completion of 5 years continuous service in the institute from the date of 
confirmation. 

 

 

In case of any point left uncovered or if there is any ambiguity/confusion, the decision of the 

management shall be final and binding. 























































































Staff Awards for Excellence 

 

 

Ms. Ethel Fernandes received Staff Award for Excellence during 2017-18 

 

 

Ms. Louis Vaz Staff Award for Excellence during 2017-18 



 

 

 

Mr. Sabu V. received Staff Award for Excellence during 2018-19 
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