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SERVICE RULES



SERVICE, CONDUCT & LEAVE RULES

(as per APJ Abdul Kalam Technological University )

1. GENERAL:

These rules shall be called " Thejus Engineering College, Vellarakkad P. O,
Erumapetty, Thrissur Kerala- 680584, Service and Conduct Rules" and comes
into force from the month of ................... These rules supersede all the
rules put into force, previously.

These rules shall apply to all categories of employees (Teaching and Non-
Teaching Staff Members).

2. DEFINITION:

‘College / Institute’ means Thejus Engineering College, Vellarakkad P. O,
Erumapetty, Thrissur Kerala- 680584

‘Management/Trust' means Cheruvathur Foundation registered by Chairman.
"Teaching Post' means a post carrying a definite scale of pay sanctioned as per
AICTE norms and included in the cadre of sanctioned posts.

‘Non - Teaching Staff Members' means a person appointed in a Non-Teaching
post in accordance with AICTE / Govt. of Kerala rules.

‘Principal’ means Head of the institution authorized by management to
discharge the duties and responsibilities.

‘University’ means APJ Abdul Kalam University, Thiruvanthapuram, the
affiliating university.

3. APPOINTING AUTHORITY:
All appointments of the faculty and Non-Teaching Staff Members of the College shall

be made by the Manager, Cheruvathur Foundation, subject to the approval of the

selection committee constituted by Management.

4. MODE OF SELECTION:

AICTE/University/Govt. of Kerala shall be followed as per the rules prescribed for

selection of employees from time to time.




5. TERMINATION OF SERVICE/RESIGNATION:

Based on the opinion of the appointing authority, the efficiency of an
employee has been impaired due to any infirmity, his/her retention in service
is considered undesirable, his/her services may be terminated, by such
appointing authority.

Any employee of the College may withdraw his/her engagement, by
submitting to the appointing authority, one month notice in writing or payment
of one month salary in lieu thereof, if agreed by the appointing authority,
provided that the appointing authority may, for sufficient reasons, call upon
the employee concerned to continue till the end of the academic session, in
which the notice is received.

The other terms and conditions of such employment shall be specified by the
appointing authority in the Annexure which is given to all staff at the time of

appointment.

6. RETIREMENT:

The age of retirement of teaching faculty member shall be as per AICTE
Norms.
The age of retirement of other non-teaching Staff Members shall be as per the

State Government Rules or as may be decided by the Management.

7. PROBATION:

Every employee shall on initiated appointment be on probation for a period of
one year from the date of his/her date of joining the duties. The period of
probation may be extended by a further period not exceeding one year.
Service of an employee during probation may be terminated without assigning
any reason, the employee is deemed to have been on probation until the order
declaring satisfactory completion of probationary period is communicated to
him, even if the stated period of vacation is complete.

After confirmation, the appointment shall hold the office till the age of
superannuating unless otherwise found unsuitable to discharge his/her duties.




8.

10.

11.

INCOME-TAX:

The Institute will deduct Income Tax at source from the salary of the employees as
per the applicable rates and terms declared by the Government of India from time to
time. A salary certificate indicating gross earnings and deductions shall be issued by

the Institute in prescribed format if employee requests.

PROFESSIONAL TAX:

The Institute will deduct Professional Tax at source from the salary of the employees
as per the applicable rates of state government from time to time.

EMPLOYEE RECORDS:

The Department of Human Resources, maintains for each employee a personnel file
that contains vital employment information. To ensure that personnel records are up
to date, it is the employee’s responsibility to promptly notify Human Resources in
writing of any changes in name, home address, marital status, telephone number, e-
mail and person to notify in case of emergency. It is also important to notify Human
Resources of scholastic achievements that may enhance your opportunities for

advancement.

CASUAL LEAVES:

e The maximum period of casual Leave that can be taken by academic staff
will be 15 days and that can be taken by non academic staff will be 20 days in
calendar year. The maximum number of CL that can be taken at a stretch is
limited to 3 days. Leave will be granted proportionately at the rate of 15/12 or
20/12 per month as the case may be. Minimum period of CL sanctioned shall
be half day.

e CL will not be carry forwarded to next academic year & will lapse at the end
of the every academic year.

e CL cannot be ordinary be taken in combination with other leaves. CL can be
combined with authorized holidays provided that the total period of absence
from duty shall not exceed 5 days.

e When an employee serves the College for part of a year, he/she is entitled to
annual leave on a pro-rata basis calculated for every completed month of

service.




12. HALF PAY LEAVE:

A staff member is entitled to avail HPL only after successful completion of
his/her probation period.

The HPL admissible to a staff member in respect of each completed year of
service shall be 10 days. Service included periods of duty other than leave
without pay.

Every year HPL at the rate of 10 days for each completed year shall be
credited on 1st January.

Maximum limit for accumulation of HPL in entire services of an employee is

60(sixty) days.
HPL cannot be availed in combination with any other leave.

HPL can be commuted on medical grounds. For each commuted leave (CML),
two HPL shall be debited to the leave account of the staff concerned.

A staff member cannot avail CML for not less than three days during a single

occasion.

13. MATERNITY LEAVE

All woman employees are entitled to avail maternity leave of 60 days each for

the first two pregnancies.

Maternity leave will not be granted in the case of miscarriage including
abortion and for threatened abortion.

Salary for the leave period will be given under the condition that they will
work for a minimum period of two years after rejoining after the expiry of
period of leave.

One month LWP may be granted in continuation of ML in special cases.

14. STUDY LEAVE

Study leave may be granted to confirmed full time faculty after completion of

three years of continuous service in college.

e Faculty should have already secured admission for the course of study which

he or she would like to pursue.




e Faculty member on completion of study leave shall return to the college and
continue here further for a minimum period of three years.

e The intention to proceed on study leave have been informed in advance to the
HOD, principal and management well in time and necessary arrangement for
handling the concerned subject/topic has already been made internally by the
HOD.

e Request for study leave should be initiated by the employee through the
department head.

e Study Leave will normally be given only for the purpose of a specific study
program/Training in any university or institution, details of which must be given

in the application.
e Study Leave may be granted for maximum 2 years.

e Study Leave may be granted without pay.

15. VACATION:

All academic staff (Faculty and laboratory/Workshop staff), is eligible to avail the
annual vacation leave. The period of vacation shall be decided by the principal at the
end of every academic year. The vacation shall be in one stretch or in different slots as
decided. Vacation can be availed only during the declared period and not earlier or
later.

e The vacation eligible to an academic staff member is 30 days in a year.

e Full vacation of 30 days shall be admissible only to a staff member who has
been in continuous service of the college throughout the academic year
immediately prior to the vacation.

o If the staff member was on leave (ML, HPL/LWP) during the academic year
continuously, such period of leave shall be considered as ineligible period for
vacation.

16. ON DUTY:

e Teaching Staff Members shall be permitted to attend paper valuation duty as
well as examination observer duty as per university order. The period of

examination observer duty and paper valuation duty spent will be treated as




OD. Except this Teaching Staff Members can also avail 5 days for attending

FDP / Workshop / Conference / Symposiums / Seminars etc. in an academic

year. ON DUTY shall be availed only with prior approval of the Head of the

Institution

e Teaching Staff Members who are deputed for specific purpose on "Other

Duty" should submit a detailed report to the Principal about the purpose for

which they are deputed, on the next day without fail.

e The Staff Members who are proceeding on "Other Duty" with the approval of

Principal should produce the "Attendance Certificate™ immediately on the date

of joining the duty after availing "OD".

17. COMPENSATORY OFF

All employees including faculty members are eligible to enjoy this facility
provided the employee concerned has been called upon to perform official
duty on a closed/gazette holiday.

Faculty members who perform invigilation duty for University
examination or any such work related to University also shall be entitled to
such compensation off upto maximum of 10 days in a calendar year.
However, if the employee concerned has received any financial
compensation for the work done, (Honorium/DA etc) compensation off
shall not be admissible.

Compensatory off/leave has to be availed within a time limit of 60 days
failing which the same shall lapse.

At a time/spell only 3 days of compensatory off/leave can be availed and
the total absence from duty shall not be more than 5 days just like in the

case of casual leave.

18. LEAVE WITHOUT PAY

Leave without pay will be granted only under compelling circumstances

for a maximum of 30 days in a calendar year.

19. CODE OF CONDUCT & DISCIPLINE FOR FACULTY & STAFF:

Every employee shall be governed by these rules and is liable for all consequences in




the event of any breach of rules by him/ her

Every employee shall maintain integrity of character, be devoted to his / her
duty and be honest and impartial in his / her official dealings. An employee
shall be courteous and polite in his / her dealings with the Management,
Principal, other members of staff, students and with members of the public. He
/ she shall exhibit utmost loyalty and shall always act in the best interests of
the college.

An employee shall be required to observe the scheduled working hours during
which he / she must be present at the place of his / her work. No employee
shall be absent from duty without prior permission. Even during leave or
vacation, no employee shall leave headquarters except with the prior
permission of the competent authority. Whenever leaving station, an employee
shall inform the Principal, in writing through the respective HOD, or directly,
if he / she happen to be the HOD, mentioning the contact address during the
period of his / her absence from the headquarters.

No employee shall make any statement, publish or write through any media,
which has an adverse effect/ criticism of any policy or action of the college; or
is deemed detrimental to the interests of the college.

No employee can engage directly or indirectly in any trade or any private
tuition or undertake employment outside his official assignment, whether for
any monetary gain or not.

An employee against whom an insolvency proceeding is pending before a
Court of Law shall forthwith report full facts to the college.

An employee against whom any criminal proceedings are initiated in a Court
of Law shall immediately inform the competent authority of the college with
full details.

No employee shall except with prior permission of the competent authority
can take resource to law or to the press for the vindication of any official act of
the college which has been the subject matter of criticism or attach defamatory
character.

Whenever an employee wishes to put forth any claim or seeks redressal of any
grievance, he / she must forward his / her case in writing through proper
channel to the competent authority and shall not forward any such advance

copies of his /her application to any higher authorities unless the competent




authority has rejected his / her claim or refused redressal of the grievance or
has delayed the matter beyond a reasonable time.

An employee who commits any offence or dereliction of duty or does an act
detrimental to the interest of the college is subject to an enquiry and
punishment by the competent authority. However, any employee aggrieved
with the decision of the competent authority may appeal against such
punishment or decision within 15 days of the receipt of the orders of the
decision to the management and the decision of the management thereon is
final and binding on the employee.

No employee shall engage in strike or incitements, therein or similar activities
such as absence from work or neglect of duties or participate in hunger strike
etc. Violation of the rule will amount to misconduct and attract deterrent

punishment.

20. DISCIPLINARY ACTION:

All employees are liable for disciplinary action in case of disobedience,

misconduct and dereliction / negligence of duty. However, such disciplinary

action shall be taken after establishing the grounds on which the disciplinary

action is initiated and after a reasonable opportunity has been provided to the

employee to defend himself / herself.

As part of the disciplinary action, the following punishments for good and

sufficient reasons may be imposed upon the employees of the institution, after

establishing the facts about committing an offence and dereliction / negligence

of duties.

i) Censure

i) Withholding increments / promotion

iii) Recovery from his salary whole or part of any financial loss caused to the
college due to negligence of duly or breach of orders / rules.

iv) Suspension

v) Removal from service

vi) Dismissal from service

vii) If the competent authority feels it necessary to constitute an enquiry
committee as a part of the procedure for taking disciplinary action, the

enquiry committee shall consist of three members - HODs from amongst




the senior faculty. An employee can appeal against any punishment
imposed upon him / her by the competent authority to the Management /
Governing Body as the case may be.

21. PERFORMANCE APPRAISAL.:

e The formal written evaluation program is established to provide
.................. , a planned, scheduled, opportunity for the employee and
supervisor to meet and mutually identify, discuss, and document the
demonstrated job performance and accomplishments of the employee during a
specified rating period.

e Indicates where he/she stands in relation to the expectations of the Institution.

e Assures mutual understanding of responsibilities and work assignments.

e Serves as a source of assistance and guidance in improving and preparing for
advancement.

e Helps identify an employee’s performance level, growth potential, and
developmental needs as measured by the standards of performance for the job.

e Assures that the employee is fully aware of assigned duties and
responsibilities.

e Provides an opportunity to recognize effective performance and to let
employees know that their contributions have a direct impact on the overall
goals of the University.

e Serves as a foundation to formulate with the employee a specific plan of
action for achieving goals and improving job performance.

e Establishes the basis for better two-way communications.
e Serves as a major consideration in matters concerning employee development,

promotion, transfer, retention, salary, and job performance improvement.

PERFORMANCE APPRAISAL REVIEW PROCESS

e Performance Appraisals shall be done for all staff members of the Institution
and copies must be placed in the personnel file in Human Resources. The
appraisal will be done by the immediate Head of the Department & Head of
the Institution (the rater) and will be reviewed at the next level of supervision

(the reviewer).




YEARLY INCREMENT:

Increment of any members of staff, teaching or non — teaching will depend
upon the performance of his working ability and satisfaction he gives to the
management in discharge of his duties and attendance, self-appraisal &

interview.

22. OTHERS:

Allowances for Presenting Papers in Seminar / Conferences etc.

The regular Teaching staff who are sponsored for presenting papers in
seminars/ conferences are eligible to claim travel by one 111 A/C or Il A/C (as
per cadre) by rail in addition to reimbursement 50% of registration fee. No
D.A. is admissible. This facility is limited to once in an academic year i.e.
July—June.

Allowances for Attending Seminars, Q.1.P. Courses, Refresher Courses etc.

The regular teaching staffs who are permitted to attend the seminars as
delegates, and to undergo Q.1.P. Courses, Refresher Courses etc., are eligible
to travel by Il sleeper class. No D.A. is admissible. This provision is not

extended when the organizing agency is meeting the T.A.

23. AMENITIES

The Management shall encourage faculty members to upgrade their
knowledge and in this context shall undertake to bear the cost of higher
academic qualification or special training of faculty members after signing a
necessary conditional bond to serve the institution for a certain period after
benefitting from such academic qualification/training.

Free transportation shall be provided to all the faculty members to and from
the Institution within the city limits.

Staff Members are permitted to pursue Higher Education, as part time
programme, while serving the Institution.

By providing registration fees and other facilities, Staff Members are given
full support to undergo their research work and submit proposals.

CCL is given to Staff Members for carrying out the assigned works during




holidays.

e Management shall pay 50% fee for patent registration.

e Any kind of celebration within the campus has to be organized after seeking

approval from the management, in prior.

e If found dissuading from anything listed in these Rules, the management shall

have the power and authority to decide and act upon any matter of concern

that leads to chaos and arising difficulties.

24. TRAVEL ALLOWANCE

e All members of the staff are eligible for travel allowance, when deputed on

official duty as per the order of the Principal.

e The Travel allowance eligible for various categories are indicated below:

Travel Dearness | Accommodation
Category Grade Class Allowance /Hotel Rate

Principal / Director/Dean/ Rail Il AC
Professor 1 (2A) 800 2000
HOD/Associate Professor/ :
Administrative 2 Ral(lzg\)AC 600 1500
Officer/Placement Officer
Assistant professor/
Accounts manager/Office Rail 11
Supdt/Phy. education Director/ 3 AC 500 1000
Librarian/Workshop Supdt
Lab/trade Instructors/Office _
Assistants/Warden/Matron/Secur 4 Rail 11 300 600
ity officer class (SL)
Lab Assistants/Drivers/Attender Rail 11 ¢l

5 ar o cass 250 500

(SL)




Subject to limits prescribed in the schedule above, reimbursement of travel or fare
paid for the actual cost of ticket or fare paid for the journey and accommodation
charges, if any, will be made.

Higher class of travel or accommodation is permissible only on special sanction.

Air fare shall be approved only on special occasions and on prior approval.

Travel shall always be made only on the shortest route.

If cancellation is made on order from the sanctioning authority, cancellation charges
shall be reimbursed.

Travel claim / settlement shall be made within 5 days after completion of travel.

If the cancellation is made by the staff, the advance drawn if any should be
immediately refunded within one day.

DA shall be calculated at the rate of 50% for 5hrs to 12 hours and 100% for more than
12 hours. No DA shall be paid for period less than 5hrs.

Expenditure towards local travel, telephones, porter charges etc. if any, shall be
reimbursed at actual on producing of the bills/vouchers. (I bills are not available )
Any other expenditure involved shall be reimbursed subject to eligibility and approval

by the management.




25. PAY SCALES

ENGINEERING FACULTY PAY SCALE

TABLE - I: ENGINEERING FACULTY PAY SCALE
Exp. Total Total Annual
Cadre Qual after Experienc Pay Scale AGP Starting Increme
qualificatio e pay nt
n
20%
Lecturer B.E/B.Tech 8000-275-13500 of 9600
Basic
Asst.Pro B.E./B.Tech 15600 — 600 x 3 — 17400 600
f.(AP) +M.E/M.Tec 6000 21600
h/ Ph.D. in
Humanities
and
Sciences
Asst.Pro B.E./B.Tech
f M EL Tec 3 3 | 17400-650x2-18700| 7000 24400 650
(AP)Gr- h/ Ph.D. in
I Humanities
andSciences
B.E./B.Tech 18700 — 700 x 29 — 700
ERSPIOf | +MLEM Techy 5 5 | 39000 gooo | 26700
Ph.D. in
Humanities
andSciences
Asst.Prof B.E./B.Tech 700
1l h/ Ph.D. in
Humanities 10000
andSciences.
Ass0.Pro 37400 — 1400 x 4 - 43000 1400
f(ASP) B.E./B.Tech 2 2 5 |- 9000 56400
TMEM.Tech | 1500x16 - 67000 +
10000
37400 — 43000 —
Professor  [B.E./B.Tech 5 as 10 | 1500x16 - 10000 63000 1500
ASP 67000
+M.E/M.Tech (43000 min.) + 10000
Principal g £ /B Tech Brof 1500x16 10000 | 66000 1500
— 67000
:g"h-ED/M-TECh (43000 min.) + 3000 +

10000
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