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PREFACE

Human Resources are most valuable assets for any
organization, more so for a service industry like education.
Individual employees, collectively known as Human Resources,
constitute extended arms of the Management in rendering the
services and reaching the public at large. In this context, Human
Resources play a vital role in successful implementation of the
programs chalked out by the think tank of the Management,
so that organizational goals are achieved.

Considering the importance of Human Resources, the first
booklet on Employee Service Rules was released during 2003, to
throw light on various aspects including the employee rights and
privileges, code of conduct and disciplinary procedures. Due to
passage of time, a need was felt to revisit some of the existing
provisions in the service rules, with the aim of making the
workforce more vibrant. When employees fully realise their roles
& responsibilities & come up with excellent performance, their
aspirations are fulfilled in the form of career growth, resulting
in individual development which in turn leads to institutional
development.

The Board of Management of Sri Dharmasthala
Manjunatheshwara Educational Society (Regd.), Ujire, has
resolved to adopt these Rules and Regulations for its employees
to have excellent work culture and work discipline.

Accordingly, the first revised edition on Employee Service
Regulations are being brought out, which contains XIll chapters
in all.

UJIRE SECRETARY
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CHAPTER -1
PRELIMINARY

WHEREAS it is necessary to define with sufficient precision
the conditions of service to the employees (Teaching and
Non-teaching) working under SDM Management. Accordingly,
SDM Management hereby makes the following Rules for its
employees.

1. Short Title and Commencement
a) These rules and regulations are called: Sri Dharmasthala
Manjunatheshwara Educational Society (Regd.) Ujire

Employees’ Service Regulations

AND
Conduct & Disciplinary Regulations

b) These rules and regulations shall super cede in their scope
and application all other rules and regulations of service
and terms of appointment / employment of the said
employees to the extent now herein provided.

2. Extent of Application
a) These rules and regulations shall apply to all employees
in the services of the SDM Institutions / units attached to
these institutions and coming under SDM Management,
except to the extent otherwise expressly excluded.

b) These rules and regulations shall not apply to employees
who are

i) Appointed after superannuation
ii) Appointed on contract basis
iii) Appointed on casual basis
iv) Appointed on temporary basis




For them the guiding principle shall be the terms and
conditions of their employment.

c) As far as Grant-in-aid posts are concerned, their service
conditions and benefits shall be governed in accordance with the
guidelines issued by the respective Regulatory Authority from
time to time, and may be read along with these Regulations.

d) Service with abonding and commitment : Every employee
shall accept employment in the SDM Institution/ establishment
with full understanding and agreement to work in furtherance
of the objectives, development and welfare of the institution, by
placing all his time, energy, intelligence and skill at the disposal
of the Institution and by complying with the directives of the
authorities issued from time to time.

3. Power to Implement and Appoint Authorities under Service
Rules and Regulations

The President of Sri Dharmasthala Manjunatheshwara
Educational Society (Regd) Ujire, is authorized, designated and
notified as the Appointing Authority under these regulations for
all purposes. He is vested with all the powers to implement the
said regulations. The President is empowered to delegate from
time to time any or all of his powers to such other authority/
committee of persons as deemed necessary.

To ensure smooth functioning of the day-to-day
administration, the powers of Appointing Authority are delegated
to the Secretary or such other authority as decided by the
President from time to time.

4. Power to amend/ modify/ relax Service Regulations
i) The President mayfromtimetotimeissue suchinstructions
or directions as he may, in his opinion, find necessary for
giving effect to or carrying out the provisions of these
Regulations.

ii) The President is vested with every authority to alter,
amend, modify, revoke, suspend and change any of
these regulations in accordance with provisions of any
law, statute, enactment and rules in respect of SDM
employees.

iii) The President may formulate such other rules and
regulations from time to time, as may become necessary
for more effective and efficient functioning of the SDM
Institutions.

5. Publication and Interpretation of Service Regulations
i) These rutes and regulations of service will be printed
in English and copy will be made available in all offices
/ Institutions coming under the management of SDM
Educational Society.

ii) Ordinarily, interpretation given by the Management or
any other person authorized in this behalf shall prevail.

iii) Any modification or amendment made from time to
time and any notice or order or instructions issued under
these Rules will be posted on the Notice Boards of the
Institutions.

6. DEFINITIONS

In these Rules and Regulations, unless the context otherwise
requires and unless there is anything repugnant to the subject or
context:

a) “Academic Year” means the year beginning on such date
as the State Government, University or the prescribed
authorities by notification may specify with respect
to any educational institution or class of educational
institutions.

b) “Appointing Authority” in relation to an employee under
these regulations means the authority empowered
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c)

d)

e)

f)

g)

h)

and duly vested with powers to engage or to appoint
any person in the services of SDM Institution /unit of
the Institution, under the authority delegated by the
President.

“Board” means the Board of Management of Sri
Dharmasthala Manjunatheshwara Educational Society
(Regd), Ujire, Dakshina Kannada, Karnataka.

“Calendar Year” means the period commencing from
first day of January of a year and ending on 31* day of
December of the same year.

“Employee” or “SDM Employee” means teaching / non-
teaching staff engaged / appointed by the Management,
through a written order in any of its Institution / Unit
/ School / College, for hire or reward or payment and
any category of person employed for salary by the
Management at its Institution / Units.

“Employer” or “Management” or “SDM Management”
means and includes the President / Secretary, the
Head of an Institution / unit and any such other person
empowered and vested with the authority of managing
the affairs of the Society and their Institutions /units.

“Head Office” meansthe main office of SriDharamasthala
Manjunatheshwara Educational Society (Regd), Ujire,
situated at Ujire, Dakshina Kannada, Karnataka.
“Institution” or “SDM Institution” means and includes
the offices of the Society and also includes its other
units / institutions / schools / colieges managed by it.
“NoticeBoard” meansand includes the Boards fordisplay
at, or near the Institution /school /college premises or
within the administrative buildings, provided by the
Management for exhibiting notices under these Service
Rules.

i)

k)

m)

n)

o)

p)

q)

“Notice” means a notice in writing or typewritten
required to be served to employees or posted on the
Notice Board of the Institution / school / college for the
purpose of these Service Rules.

“President” means the President of Sri Dharmasthala
Manjunatheshwara Educational Society (Regd) Ujire.

“Vice President” means the Vice President of Sri
Dharmasthala Manjunatheshwara Educational Society
(Regd) Ujire.

“Secretary” means the Secretary of Sri Dharmasthala
Manjunatheshwara Educational Society (Regd) Ujire.

“Society” or “SDME Society” means Sri Dharmasthala
Manjunatheshwara Educational Society (Regd), Ujire,
registered under the Karnataka Societies Registration
Act, 1960.

“Principal” means the employee assigned with the
duties of principal by the Management to work as
the Head of the Institution, who is responsible for
managing the affairs of the Institution in its academic
and administrative matters and who is accountable to
the Management.

“Vice Principal” means the employee assigned with the
duties of Vice Principal by the Management, if and when
necessary, to assist Head of the Institution in exercise
of academic and administrative responsibilities. In the
absence of the Head of the Institution, nominated vice-
principal will officiate as the Head of the Institution.

“Non-teaching staff” means an employee appointed for
administrative, clerical, paramedical, skilled /unskilled
job, and such other jobs classified by the Institution
/ unit but shall not include employees undertaking
teaching work partly or wholly.




r) “Teaching staff” means and includes teaching faculty
appointed for the purpose of teaching, full time as well
as part time.

s) “Vacation staff” means employees eligible for regular
vacations as per their academic calendar.

t) Words importing the masculine gender shall include
feminine gender.

u) Words importing the singular number shall include the
plural number and vice- versa.

v) “Working Hours” means the working hours prescribed
by the Management, during which time the employee
is required to remain on duty for work.

w) “Appellate Authority” is the Vice President of Sri
Manjunatheshwara Educational Society (Regd) Ujire.

X) “Disciplinary Authority” isthe Secretary of SDME Society/
Appointing Authority as defined under Regulation 6 (b)
above.

y) “Inquiry Authority” is the person or the committee of
persons appointed to inquire into the charges levelled
against charge-sheeted employee.

z) “Subsistence Allowance” means monthly emoluments
paid to the employee, who is not entitled for pay or
leave salary during the period of his suspension.
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CHAPTER - 1l
CATEGORIZATION OF POSTS & CLASSIFICATION OF EMPLOYEES

7. Staff Pay Scales and Grades

The SDM Management shall have its own staff grades
and pay structure. The same structure shall be followed
during recruitments and promotions. Employee qualification,
experience, competency and skills shall be considered as
important criteria for deciding the grade.

The employee grade shall be decided at the entry stage itself;
which is subject to change when there is change in designation.

The SDM ‘Management reserves its rights to modify or
change the grade /grouping whenever such a need arises.

8. Classification of Employees: - i
The employees employed by the Management, teaching
and non-teaching, shall be classified as:
a) Permanent b)Temporary c)Probationary d) Part Time
Employee  e) Fixed Term Employee

a) Permanent Employee: is one who has been engaged for
work on a continuous basis and includes any person who
has been duly confirmed in service in writing, after he has
satisfactorily completed the Probationary Period.

b) Temporary Employee: is one who has been engaged for
work which is essentially temporary in nature, likely to be
completed within a limited period, or in a temporary post, or
in connection with a temporary increase in work for a limited
period or who is employed temporarily as an additional
employee on a leave vacancy and who has received a
temporary appointment letter from the Management.

¢) Probationary Employee: is an employee who is provisionally
employed to fill a permanent vacancy in a post. Such an
employee is required to complete the probationary period of
one year or the extended period of probation for 6 months
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as the case may be and the order of confirmation shall
be communicated to him within 30 days of completion of
probation or extended period of probation. The Management
at its discretion and depending on the performance of the
probationer may reduce the period of probation or increase
it upto two years.

The services of a probationer may be terminated at any
time during the period of probation or at the end of the
probation.

Period of Probation on Promotion to a higher Grade:

d)

All appointment to a higher grade on promotionn shall be
on probation for a period of one year, as the probation is
done to assess the suitability for the post.

However, the Competent Authority may waive this condition,
if the employee has already discharged for a period of one
year the duties of the post to which he is promoted. At the
end of probationary period, if the employee so promoted to
hold the post is found suitable for the post, his services will
be confirmed. If the competent authority considers him not
suitable for the post, by an order, he will be reverted to the
post which he held prior to his promotion.

Part Time Employee : is one who is employed to do work
for less than normal period of working hours and he shall
be entitled to such benefits as are determined by the
Management.

Fixed Term Employee: is one who is employed on a contract
for a stipulated period of time on the lapse of which the
contract gets terminated or renewed with mutual consent
either on the existing or different terms. Such employee
shall be entitled only to benefits specified in the Contract of
Employment in writing.
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CHAPTER -1l
APPOINTMENT AND PROBATION

9. Appointment in Service
a) Inevery case of appointment, an Appointment Order will
be issued to the selected candidate. No person shall be
appointed in service unless he is found physically fit. All
appointments shall be made by the Management or such
other person duly authorized by it.

b) All appointments made are subject to the condition that
the particulars furnished at the time of recruitment are
true and if the said particulars are proved to be false at a
later date, the appointment order concerned is liable to
be considered void at the discretion of the Management
and the employee concerned shall be removed from
service immediately.

c) All appointments shall be made only through written
order issued by the Management stating therein the
classification / category / post in which the person
concerned is appointed with particulars regarding his
emoluments and the benefits he is entitled for. Further,
a copy of these Rules and Regulations of Service shall be
made available to the appointee.The appointments will
be subject to the approval of the Statutory Authority,
wherever applicable.

10. Probation:

i) All new appointments shall be on probation for a period
of one year during which period their performance
will be assessed through methods deemed fit by the
Management. On successful completion of probationary
period, the employee becomes eligible for being
confirmed in the services as a regular employee.
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i) Ifsatisfactory standard of performance and conduct is not
achieved by the employee during the period of probation,
the probationary period shall be either extended at the
discretion of the Management or the services shall be
discontinued without notice or compensation.

ili) At the end of the extended period of probation, the
services shall be either confirmed or discontinued.

iv) The Management may, at its discretion, waive f
probationary period and employ any senior and Jor
skilled person directly as a confirmed employee without
probationary clause, having regard to his previous
experience and background. The Appointment order
shall contain a specific clause to this effect, waiving
probationary clause, for appointments made under this
Regulation.
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CHAPTER - IV
PERFORMANCE APPRAISAL AND PROMOTION

11. PERFORMANCE APPRAISAL '

11.1 Through Performance Appraisal, the Management
endeavors to make systematic evaluation of the
performance of an employee to understand his
growth potential. For continuous monitoring
of performance of all categories of employees,
performance appraisal shall be done annually by
adopting confidential method of appraisal or self-
appraisal, as the case may be, but as decided by the
Management from time to time. Accordingly, every
employee shall be bound by the guidelines issued in
this regard by the Management from time to time.

11.2 The target / key responsibility area / yardstick will
be fixed by the HOD / Head of the Institution or the
designated authority for the purpose.

11.3 The assessment of performance atthe end of the year
shall highlight the achievements vis-a-vis targets and
constraints faced, if any, in the event of not achieving
the targets.

11.4 The Performance Appraisal is vital in deciding
promotions, increments and rewards.

12. PROMOTION POLICY
12.1 The Management is under no obligation to promote
any of its employees to a higher post when the
eligibility / minimum qualification for a new or
higher post has been reached. When the higher
post falls vacant and if the Management decides to
fill the post, the Management is free to consider all
available candidates. The promotion of an employee
to a higher post or higher grade shall be determined
211 )
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on the basis of seniority, qualification, merit, quality
of service, loyalty, conduct, efficiency, ability, health
and nature of the job.

The above provision does not restrict the right of
the Management to fill the post by appointing an
external candidate.

12.2 The Office of the Secretary shall be the competent

123

124

b)

authority to decide promotion, except where an
Institution is specifically permitted by the competent
authority to have its own policy.

The Institution shall give due credence to the
guidelines issued by the respective regulatory
authority like MCI, DCI, UGC, INC, KNC, etc.

This Regulation provides for review of promotion
policy from time to time depending upon the needs
of SDM Institutions / Establishments.

Special Promotion

The Management may, at its discretion, grant
special promotion to an employee if he is an extra-
ordinary performer and willing to take up higher
responsibilities. However, no employee shall be
promoted more than one level higher in the ladder
under this rule.

The special promotion does not render an employee
ineligible for further promotion in the normal course.
However, there shall be a gap of at least five years
between two promotions.

» am
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CHAPTER -V
TRANSFER POLICY AND JOB ROTATION

13. TRANSFER POLICY
13.1 Every employee shall be liable to be transferred
from one unit to another, either existing or that may
be set up in future by the SDM management, for
ensuring proper and effective functioning of these
Institutions.

13.2 In case of a transfer, the employee concerned will
have no ‘claim for increase in his emoluments. In
ordinary course, the Management shall not transfer
an employee to a lower post resulting in reduction of
salary. «

13.3 At the time of relief, it is the duty of the employee to
hand over all the files / records / documents handled
by him and also list out / report the pending work to
the incoming official or next higher authority.

13.4 When the transfer order is issued to meet
administrative exigencies, if the employee is on leave,
he may be asked to report directly at transferee
place on expiry of leave. If the employee applies for
leave after getting transfer orders, such leave can be
granted only if the sanctioning authority is satisfied
about its genuineness.

13.5 |If the services of the employee are urgently required
at the new place of work, in view of the exigencies,
the Management may instruct the employee to
report for duty at the transferee place and take '
charge immediately by utilizing only the transit time

and advise him to avail joining time later. ‘
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14.

13.6

13.7

13.8

Joining Time / TA

a) The employee on transfer is eligible for joining
time of not exceeding 5 days, exclusive of the
actual time spent on journey. However, notional
journey period is not permissible.

b) Joining time is permitted only if the transfer
involves change in place of work and change in
place of residence.

c) Joining time is not permissible in the case of a
temporary transfer.

If the transfer is effected at the request of the
employee, the transfer benefits such as joining time,
reimbursement of travelling and transportation
expenses, etc., are not permissible.

Inthe event of refusal to accept a transfer /deputation
order, the employee shall be liable for disciplinary
action.

Job Rotation in Administration

Periodical job rotation among non-teaching staff augurs
well, both for the employee and the Institution. In tune with
this principle, the Institution may resort to job rotation to
its employees to enrich their knowledge in the work place.
This has the effect of making everybody competent to
handle any job at any time. However, this concept may not
cover jobs which are of skilled nature and which require
necessary qualification and skill to perform the job.
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15.2

153

i)

iiii)
15.4

15.5

15.6

CHAPTER - VI
TRAVEL EXPENSES AND HALTING ALLOWANCE

Reimbursement of travel expenses including
accommodation charges and Daily allowance shall be
in accordance with the limits prescribed for various
categories/ grades of employees. Travel by higher mode
/ class of travel is admissible only when authorized by
the sanctioning authority.

Only employees in Grade A, whether teaching or non-
teaching cadre, are eligible for travel by air / car /
taxi. Further, travel by car / taxi is permissible only if
the distance is less than 500 km between the place of
commencement of journey and the destination.

Reimbursement of travel expenses shall”include the
following:

Actual cost of ticket / fare paid for the journey by the
permitted mode of travel within the prescribed limit
Accommodation charges, if any, within the prescribed
limit

Daily allowance as applicable

The Management reserves the right to arrange or
prescribe travel and accommodation of its choice for
any class of employees while they are on authorized
itinerary. When travel or accommodation is not
provided, actual travel expenses /actual room rent
within the prescribed limit is admissible, subject to
production of original bills.

Any official travel by an employee shall generally be by
the least expensive mode of transport on the shortest
routes, thrift being a measure of standard in undertaking
any travel.

Cancellation of tickets on account of exigencies of the
institutional work, may entitle an employee to the
reimbursement of :

s
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i)
i)

15.7

15.8

15.9

15.10

15.11

i)
i)
15.12

the difference between the fare actually paid by him
and the amount refunded by the transport authority
cost of reservation.

The Head of the Institution has to authorize such
cancellation. The cancellation shall be made forthwith,
with minimal loss of fare. Proof of payment and refund
shall be enclosed to the claim.

Each travel entitlement shall be accounted for separately
and shall not be set off against another or available for
carry over.

Travel advance may be paid to the employee if a request
is made in writing. The advance shall not be more than
the approximate expenses to be incurred. If the advance
amount drawn exceeds the claim amount, balance shall
be credited to the Institution before submitting the bill
/ claim.

Daily allowance is admissible from the date and time of
commencement of the journey till the date and time of
return to the Institution /usual place of residence upon
completion of the itinerary.

Daily allowance is granted while on travel to defray
the cost of meals, refreshments, local conveyance,
room tips, laundry charges and other incidental
expenses. Therefore, these expenses are not separately
reimbursed.

Per Diem allowance is calculated as under: Itineraries
of the time frame

above 5 hours but less than 12 hours : 50 % Per Diem
above 12 hours : Full Per Diem

When boarding is provided by the Management/ cost
of food is included in room rent package, only 25% of
the Daily allowance is payable towards out of pocket
expenses.

15:13

15.14

15.15

15.16

15.17

15.18

If the employee gets reimbursement, either partly or
fully, of the expenditure towards boarding and lodging
by any outside agencies sponsoring the program, the
claim amount shall be reduced to the extent of amount
reimbursed by such other agencies.

Travel on academic work such as examination /valuation
or any other work of the statutory body where travelling
expenses are reimbursed by such bodies, shall not entail
the staff to claim reimbursement of such expenditure.

No Per Diem allowance is admissible on travel for office
work within a radius of 10 km from the office where the
employee is working. However, employees are eligible
for reimbursement of actual local conveyance expenses
and other out of pocket expenses, within prescribed
limit.

No Per Diem allowance is admissible for the period
of leave availed by an employee, while on an official
itinerary.

All TA / DA claims shall be made in writing in the
prescribed format to the Institution within a maximum
of 7 days from the date of return from the journey.

The TA Bill is settled on the basis of information
available on the date of admitting the claim. Once claim
is admitted and sanctioned, it shall not be reopened,
except for the purposes to verify the grievances or
genuineness of the claim, if such a question arises.
Accordingly, no arrears of Per Diem allowance shall be
payable where an employee is promoted or reverted
or otherwise granted a change in the scale of pay with
retrospective effect.
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CHAPTER VI
PAY AND ALLOWANCES

16. Pay & Allowances for Employees
16.1 The employee shall, unless otherwise directed, be

entitled to receive the remuneration for the services
rendered to the Institution, as prescribed by the
Management from time to time, with effect from the
date of commencement of his employment till the date
of cessation of service.

16.2 The Management reserves the right to fix and release

the pay scales and allowances for the different grades
of employees from time to time. However, in respect of
grant-in-aid employees, their pay scale and allowances
shall be as per the rules and guidelines issued by the
respective authorities.

17. Increments
17.1 Everyemployeeisentitledtoannualincrement / increase

in salary subject to satisfactory work performance,
conduct or other parameters as prescribed by the
Management from time to time at the sole discretion of
the Management.

17.2 An increment shall be drawn by an employee in the

ordinary course, unless it is withheld. It can be withheld
by the management for reasons of misconduct on
the part of the employee or unsatisfactory work
performance. Where the Institution has valid reason
not to release annual increment, the employee shall be
given an opportunity to show cause as to why it cannot
be withheld. Not being satisfied, if the Institution decides
to order withholding of an increment, the authority shall
state the period for which it is withheld and whether it
is with or without cumulative effect.

17.3 Ordinarily, the leave availed by an employee shall not

have effect on the date of increment, except leave

17.4

on loss of pay which is treated as break in service.
Accordingly, the period of time spent on leave on loss of
pay during the period of reckoning shall have the effect
of postponing the date of annual increment.

The Management may, at its discretion, grant additional
increment to an employee depending on the extra
ordinary performance, efficiency, ability and conduct
of the employee. No employee shall have the right to
demand additional increment.

18. Allowances

18.1

18.2

18.3

The Management may at its sole discretion determine
from time to time the allowances that are payable to
the employees who are eligible for these allowances
and the rates at which such allowances are payable. For
the purpose of calculating allowances which are related
to pay, the term “pay” shall include only Basic Pay and
such allowances that are of the nature of a part of Basic
Pay.

The allowances hereinafter set out are payable to eligible
employees in addition to basic pay, as advised by the
Management from time to time.

Generally, salary payable to an employee may include
Basic Pay and Dearness Allowance; and if admissible
various allowances such as House Rent Allowance,
City Compensatory Allowance, Special Allowance,
Professional Fees, etc., as the case may be.

However, Institution centric, if the employer so decides,
the components of salary payable to an employee
may be kept confidential, details being maintained by
the Institution. As far as the employee is concerned,
salary payable to him is consolidated salary in-built with
components as above which is at the sole discretion of
the Management.
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CHAPTER - VIlI

WORKING HOURS, ATTENDANCE AND PUNCTUALITY

19. Working Hours

19.1 The periods and hours of work for all employees shall be

notified by the Management. The Management will be
at liberty to fix at its discretion the actual work timings,
provided the maximum number of working hours as per
statutory provisions are adhered to.

19.2 The Management reserves the right to change the

19.3

periods of hours of duty at its discretion, subject to the
provisions of relevant laws applicable. Working hours
for all employees may not be uniform and may differ
depending upon the nature of working of the Institution.
Those who are required to work during late hours, night
shifts, emergencies, clinical work, nursing work, security,
house-keeping, etc., shall have staggered working /duty
hours spread over 24 hours a day and such employees
shall work as per the duty roaster made available to
them by the Institution from time to time.

Generally the SDM institutions are working during week
daysfrom Mondayto Saturday, with Sunday being weekly
off. The SDM institutions will be closed on all official
holidays declared and notified by the Management.

20. Policy for Attendance / Punctuality

20.1

Employees shall be prompt in reporting to work on time.
It is expected that employees shall remain on the job
for full working hours, unless specifically permitted by
the Head of the Department / Dean of the Faculty /
Office Manager, as the case may be. This holds good for
teaching as well as non-teaching staff.
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20.2

20.3

204

An attendance register shall be maintained which the
employees have to sign daily to mark their attendance.
Thisis done for keeping a track of employees’ punctuality
which will be a part of their performance analysis. Those
coming late will be liable for penal and/ or disciplinary
action.

Policy for Time — Keeping BlO-enabled time recording
tool shall be used by all employees to record time of entry
and exit, wherever provided. Accurately recording time
worked shall be the responsibility of every employee.
Time worked shall be the time actually spent on the job
performing assigned duties.

Movement register shall be maintained by each
department /institution and employees leaving the
office premises/campus during working hours shall
make a record of their movements and obtain signature
of their next higher authority, indicating the purpose
and place of visit.

21. Publication of Holidays and Pay Days:

a)

b)

Notice specifying the days observed by the Management
as holidays shall be displayed on the Notice Boards.

Employees shall be paid their salary / wages on or
before seventh day of the succeeding month, unless it
is postponed for a subsequent day under exceptional
/ unforeseen circumstances. Payment of salary will be

through cheque or Bank account, as decided by the
Management.

am am
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CHAPTER - IX
LEAVE
22. The employees are eligible for the following leave benefits:

Casual Leave

Earned Leave

Maternity Leave

Special Leave

Leave on Loss of Pay
Sabbatical Leave

National and Festival Holidays

23. The yearly entitlement for leave credit will be as under:

Category of Leave
Casual Leave
Earned Leave

Vacation staff Non vacation staff
15 days per year 15 days per year
10 days per year 30 days per year

24, Casual Leave

24.1

24.2
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Provision for Casual Leave is made for an employee to
avail leave in unforeseen circumstances including iliness
or other exigencies, subject to a maximum of 15 days in
a year, not exceeding 4 days at a time.

Prefixing /suffixing of Sundays and holidays are permitted
while availing casual leave, provided that the total period
of absence does not exceed 7 days in the aggregate. If
the total period of absence exceeds 7 days, the entire
period shall be treated as earned leave or leave on loss
of pay, as the case may be.

Clubbing of casual leave with any other category of
leave is not permitted. However, in exceptional cases,
subject to the satisfaction of the sanctioning authority,
the employee may be permitted to combine casual leave
with another category of leave, for genuine purposes.

BTN I, & o e 0« ® DRSS SN RN,

244

24.5

Generally, prior permission needs to be obtained before
availing casual leave. When this is not practicable, HOD/
leave sanctioning authority shall be informed orally or
through any other mode, the reason for proceeding on
leave and the probable duration of leave, followed by
written leave application.

Casual leave cannot be accumulated or carried over
to subsequent year except in the case of an employee
employed on temporary basis /on contract for a specific
period, in wﬂhich case the carry over lapses on the expiry
of con(t‘gact'period.

25, Earned Leave

25.1

25.2

25.3

25.4

The employee is entitled for Earned Leave only after
confirmation of service.

The leave account of every employee shall be credited
on the last day of the calendar year. The Institution
may, at its discretion, give credit of earned leave for its
employees on half yearly basis, as on 1st January and
1st July every year in which case the entitlement shall
be calculated on the principle that vacation and non-
vacation staff be eligible for 10/ 30 days earned leave
for full year.

If an employee was on loss of pay during the period of
reckoning, earned leave credit shall be proportionately
reduced.

For those who are on temporary basis /on contract or
any other type of employment for specific period where
the terms of employment provides for earned leave, the
earned |leave credit shall be pro-rata on the last day of
every month of completed service.

Accumulation of earned leave at any time shall not
exceed 240 days. Accordingly, any leave in excess of 240

——
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25.6

25.7

25.8

days shall lapse automatically unless otherwise ordered
by the competent authority / except where the earned
leave applied by the employee is not permitted by the
competent authority on account of exigencies.

Normally earned leave shall not be availed for less than
5 days, except on medical grounds and /or in exceptional
cases subject to the satisfaction of sanctioning
authority.

Generally, an employee will not be entitled to avail
earned leave for more than 3 occasions in a year.
However, the competent authority may, at its discretion,
sanction leave for genuine reasons, if it is satisfied with
the reasons given by the employee for availing such
leave.

Approved holidays and weekly off may be prefixed or
suffixed to earned leave. However, public holidays
/ weekly off falling in between leave period shall be
accounted as part of earned leave availed.

Vacation staff proceeding on earned leave should be on
duty either on the last working day before vacation or on
the re-opening day, absence on both days rendering the
entire leave including vacation as one of unauthorized
absence.

26. Earned Leave Encashment

26.1

The leave encashment facility is available for a confirmed
employee only, and cannot be claimed as a matter of
right by an employee. The employee shall be paid
leave encashment only after getting approval from the
competent authority.

26.2 The earned leave surrender facility for encashment of

leave shall be restricted to 30 days in a block of three
years.

4)

-

26.3

26.4

26.5

26.6

26.7

26.8

26.9

In order to be eligible for earned leave encashment, an
employee should have a leave balance of minimum 15
/30 days remaining to his credit after surrender of leave
for encashment, for vacation staff and non-vacation staff
respectively. ' _
The amount equivalent of the leave surrendered shall
be calculated at the rate of 1/30th of the salary for each
day of surrender, irrespective of the number of days in
the calendar month in which the leave is surrendered. .
The salary for this purpose shall be as drawn by the
emplqy_ge in the immediately preceding month.

Earned leave encashment shall be subject to statutory
deductions, if any. Salary for this purpose shall include
Basic Pay and Dearness Allowance only and shall not
include any other allowances.

An employee who has submitted resignation from
the services of SDM institution will not be eligible for
leave encashment facility. No employee can claim leave
encashment, if his services are terminated on disciplinary
grounds.

An employee who is unauthorisedly absent or who is
under suspension is not eligible to surrender earned
leave for encashment.

The leave encashment entitlement for an employee at

the time of his retirement / voluntary retirement from
the services, shall be as under:

Above 5 years of active service, less than 10 years 90 days

Above 10 years of active service, less than 20 years 120 days
Above 20 years of active service, less than 30 years 180 days
30 years active service & above 240 days

On the death of an employee while in service, the legal
heirs of the deceased employee shall be eligible to get
the benefit of encashment of accumulated earned leave




standing to the employee’s credit, subject to the cap
mentioned above. The salary for this purpose shall be
as defined under Regulation 26.4 and 26.5 above.

26.10 The management may review, change the policy or

withdraw leave encashment benefit by bringing an
amendment to these regulations.

27. Maternity Leave
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27.2

27.3

Female employees are eligible for Maternity Leave and
benefits as per the provisions of the Maternity Benefits
Act, 1961 as amended from time to time. The said leave
is not available to the employees who are covered under
ESI Act, 1948.

Provided that such benefit shall be restricted to first two
deliveries only.

Maternity leave may be clubbed with any other category
of leave, subject to the satisfaction of the sanctioning
authority.

No earned leave will accrue during the period of
Maternity Leave / ESI leave.

28. Special Leave

28.1

i)

i)

Institutional centric Special Leave may be permitted to a
faculty member by the competent authority, subject to
a ceiling, for the following purposes:

For work in connection with examinations conducted by
Colleges/ Universities.

For attending the meetings of the Academic Council,
Senate, Syndicate, Faculties and Board of Studies of the
Universities in Karnataka.

For attending the meetings of statutory bodies in their
individual capacity, as a member of the said body.
Where the faculty member is required to associate with
accreditation team for inspection work.
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v)

vi)
vii)

28.2

(b)

28.3

28.4

28.5

28.6

For participation in sports events of international
importance as a duly nominated representative on
behalf of India.

For participation in coaching or training conducted at
different institutes of national importance.

For participation in conferences, seminars and
workshops.

(a) However, if the faculty member is required to attend
meetings of statutory bodies such as MCI, DCI, AICTE,
INC, PCl, RGUHS, Senate, Academic Council, etc., for
any specific requirement of the Institution, then such
leave shall be treated as “On other duty” or “on official
duty”(O0D).

The principle of 00D is also applicable where the faculty
member is required to participate in sports events of
national importance as a duly nominated person on
behalf of the State, Zone or Circle.

Special Leave shall be strictly restricted to the minimum
number of days required for the purpose, including the
actual travel period.

Special Leave may be combined with any other category
of leave.

The Heads of Institutions shall take prior permission
from the Secretary before availing special leave or before
proceeding on OOD. They shall also nominate a person
to be in-charge of the Institution during their absence.

The Head of the Institution shall be the sanctioning
authority for Special Leave up-to 15 days in an academic
yearin respect of a faculty working under him. The details
of such leave sanctioned by the Head of the Institution
shall be forwarded to the office of the Secretary for
information. Any request for Special Leave beyond 15




days in an academic year shall be forwarded to the office
of the Secretary for sanction, with recommendations /
views of the Head of the Institution.

29. Leave on Loss of Pay:
29.1 When no other kind of leave is available at the credit of
an employee, extra ordinary leave without pay may be
granted to him, if the Management is satisfied of the
necessity for grant of such leave.The maximum limit
under this category of leave is restricted to 180 days in |
entire service.

29.2 Leave on loss of pay and allowances shall not be
accounted as service for the purpose of earning annual
increment by an employee. Accordingly, such leave shall
have the effect of postponing the annual increment,
unless the competent authority decides otherwise.

29.3 Leave on loss of pay shall be treated as break in service

granted or subsequently extended, he shall lose his lien
on employment unless he returns within 3 days of the
expiry of the said absence and explains to the satisfaction
of the Management, the reasons for his inability to
return on expiry of the leave. If the explanation is found
satisfactory by the Management, the absence shall be
treated as “Leave without pay”.

31. Sabbatical Leave
31.1 A confirmed employee is eligible for sabbatical leave

which shall be on par with leave on loss of pay for all
practical purposes. The purpose may be study abroad or
visiﬁnrg children /near relatives who are residing abroad
oranyothervalid reason acceptable to the Management.
There is a cap of two years for leave under this category
and it is only one time facility in entire service.

32. National and Festival Holidays : Every employee shall be
entitled for 10 days of National and Festival Holidays in a
calendar year with pay. The list of National and Festival
Holidays shall be notified by the Management before the
commencement of the calendar year.

and such period of absence shall not be counted as
service for the purpose of terminal benefits including
gratuity.

29.4 Approved holidays and weekly off may be prefixed or
suffixed to leave on Loss of pay. However, public holidays
/ weekly off falling in between leave period shall be 33. General Rules on Leave matters
accounted as part of leave on Loss of pay availed. i) No leave can be claimed as a matter of right by an

29.5

An employee remaining absent without permission for
10 days or more beyond the period for which leave
without pay was granted to him, will be deemed to
have abandoned his service and his employment will
automatically cease on the 11th day of his absence.

employee. Grant of leave is subject to the exigencies of
work and the decision of the Management in this regard
shall be final.

ii) An employee who desires to proceed on leave other

than casual leave shall apply in writing to the competent

authority, duly furnishing his leave address. Such
application shall be made not less than 15 days prior
to the date of commencement of leave, except under
unforeseen circumstances including illness, for which
satisfactory explanation shall be given in writing.

30. Absence without leave:
a) No employee shall remain absent without permission.

b) If an employee remains absent for more than 10 days
or absents himself beyond a period of leave originally

)
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iii) Where an employee is compelled to avail leave suddenly

onaccountof sicknessorunforeseen circumstances, such
absence must be intimated within 24 hours followed by
submission of a formal leave application.

iv) After proceeding on leave, if the employee requires

vi)

vii)

viii)

extension of leave for any valid reason, an application
shall be made before expiry of the sanctioned leave,
duly furnishing the leave address, mail id and cor_\tact
phone number, 5o as to send a reply or to commumgate
to him in case of need. Unless the employee receives
the confirmation of such extension of leave, it will be
presumed that his request for extension has been
rejected and he should report for duty.

An employee may cancel the entire leave sanction
obtained by him or resume duty before expiry of Iea.ve
period but he can do so only after obtaining prior
permission from the appropriate authority. The. leave
sanctioning authority is the appropriate authority for
this purpose.

No employee who has submitted resignation shall .be
permitted to avail any leave, save casual leave, standing
to his credit.

Leave cannot be granted to an employee who is placed
under suspension.

During leave period, the employee is eligible for full
salary and emoluments, except where the leave is on
loss of pay or the employee has abstained from work
after leave is refused by the sanctioning authority.
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CHAPTER - X
EXIT POLICY AND TERMINAL BENEFITS

34. Resignation
34.1 A permanent employee under non-teaching category

34.2
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34.4

345

34.6

34.7

may resign from the services of the Institution by giving
three month notice of his intention to resign from the
services of the Institution.

A permanent employee under teaching category may
resign from the services of the Institution by giving prior
notice of mot less than three months to the academic
year closure date or as per the guidelines from respective
regulatory authority or as per the terms and conditions
of employment of such an employee.

The Management may at its discretion waive or reduce
the requirement of notice period or payment of
emoluments in lieu of such notice period.

The Management may refuse to accept the resignation of
an employee during the pendency of any departmental
proceedings against him, if the Management desires to
continue the proceedings.

If an employee gives notice of his intention to resign, the
Management may accept the resignation and release
him at once or at any time before the date of expiry of
the notice period in which case he will be paid only for
the period he actually works.

An employee on probation or fixed term employment
or a part time employee may resign from service by
giving requisite notice in writing as per the terms and
conditions set out in his appointment order.

No employee shall resign by sending undated or predated
letter.
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34.8 Anemployee shall not ordinarily resign frorr! the services
without adhering to the terms and conditions thereof,
in contravention of the above, during the course of an
academic year. , -

. rement / Superannuation oy
353:.?:i The age/ of :::tirement of an employee of the Institution
is at the completion of sixty years. The Managgment
may at its discretion, re-appoint to avail the services of
an employee who has completed sixty years of age by
an order in writing for a fixed term. _
35.2 An employee shall retire from the services on the !ast
day of the calendar month in which he completes sixty
years of age.

36. Voluntary Retirement .

36.1 An employee may opt for voluntary retirement after
attaining the age of 55 years provided he has complfat‘ed
active service of 25 years in SDM Institution, by giving
three month notice in writing. The notice period counts
from the date of acknowledgement issued by the
Management.

36.2 The right to accept the voluntary retiremen.t request
of an employee remains solely at the discretion of the
Management.

36.3 Employees who exit on voluntary retirement and

' superannuation are treated on par for the purpose of
retirement benefits such as gratuity and encashment of
leave.

37. Discharge from Service or Termination of Employmgnt
a. The Management shall have the right to terminate the
service of a permanent employee for proper reason t?y
giving three month advance notice or three month pay in
lieu of notice subject to the provisions of the Karnataka
Education Act, 1983.

b. No notice is necessary in the case of termination of
the services of temporary or probationary or part time
employee or fixed term employee and their services
may be terminated at any time subject to provisions of
law applicable in such cases.

c. The services of an employee of the Institution found
guilty of any acts of misconduct may be terminated by
the Management in accordance with the provisions
contained in these Service Regulations.

d. Retrenchment of any employee shall be done as per the
provisiens of the Karnataka Education Act, 1983 and the
Rules framed there under.

e. An employee of the Institution may be discharged from
service on the grounds of mental or physical unfitness
when so certified by the competent medical authority.

An order relating to discharge or termination of service
shall be in writing, under the orders of authorized

signatory, and shall be served on the employee
concerned.

38 The employee who exits due to his termination/ dismissal/
discharge / removal / compulsory retirement from the
services, shall give complete account of the Institution’s
property, more fully mentioned here-under:

a) On termination /dismissal /discharge /removal /
compulsory retirement from service, an employee
shall hand over / give proper account of identity card,
reports and records, papers, books, tools, instruments
and any other property belonging to the Institution in
his possession, custody or charge, before settlement of
outstanding salary and other benefits due to him.

b) The value of all shortages / damage to the Institution’s
property which was in the employee’s possession,
custody or charge shall be recoverable from him and







