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. Preamble:

1. These rules shall be called Dr G U Pope College of Engineering, Sawyerpuram
“Service and Conduct Rules" 2002 (Governing the conditions of service of Teaching and
Non-Teaching staff)

2. Therulesshall comeinto forcefrom 11" September 2002

I1. Definition

2.1.College
College means Dr G U Pope College of Engineering, Sawyerpuram, established and

managedby CSI Thoothukudi-Nazareth Diocese
2.2. Management

ManagementmeanstheCSI Thoothukudi-Nazareth Diocese representedbytheChairmanand
Office Bearers.

2.3. GoverningBody
Governing Bodymeans the Governing Body of Dr G U Pope College of Engineering,
Sawyerpuram which has been constituted in accordance with the provisions laid down in
this respect by All India Council of Technical Education.

2.4. University

UniversitymeansAnnaUniversity,Chennai-600025 2.5.Principal

Principal of the college is the Head of the Institution authorised by the Management to

discharge the duties and responsibilities of the Principal.

2.6. Employee

Employee includes all employees, without exception performing whatsoever function
assigned to him/her and is in the whole or part time employment of the College, whether

such employment is probationary, temporary, permanent or contractual.



2.7. TEACHINGSTAFF:Theteachingstaffcompriseofthefollowingcategories.

1) Principal
i) Professor
iii) AssociateProfessor

iv) AssistantProfessor

v) Anyothercategoryofpost declared so bytheExecutiveBody.

2.8. NON-TEACHINGSTAFF

Non-Teachingstaffmeansthosecategoriesofstaffthatarenotcategorisedunderthe teaching staff
shall be deemed to be non-teaching staff.

2.9. COMPETENTAUTHORITY:

(a)ChairmanoftheExecutiveBody incaseof Principal

(b) Principal in case of other employees.
2.10. DUTY:Anemployeeissaidtobeon“duty” forthepurposeofservice benefits.

1) When the employee is discharging the duties of the post to which he/she is appointed or is
undergoing training prescribed for the post.

i) When the employee is absent from duty on authorised holidays or permitted vacation

orwhen availing leave other than extra-ordinary leave sanctioned by the competent
authority.

iii) When the employee is attending conferences/seminars/summer schools dulypermitted by
the competent authority.

iv)Whentheemployeeisattendingtotheworkassignedtohim/herbythecompetentauthority, in the
interest of the Institution.

2.11. LEAVE

Leave means leave granted by the appropriate authority to an employee, to which he/she
is eligible.



2.12. PAY

Pay means Basic Pay in the time scale or Basic Pay with Dearness Allowance and HRA

as the case may be.

2.13. YEAR
YearmeansCalendarYear/Financial Y ear/AcademicY earasthecasemaybe.

I11Appointment,SelectionandProbation

3. 1. Appointments:

The Management is the competent authority to appoint any employee based on the
recommendations of the selection board. The appointment orders shall be issued by the

Management.

3.2. Qualifications:

The qualifications, age, experience etc., shall be as per AICTE/UGC norms in respect of
teaching and non teaching staff.

3.3. GeneralProcedureofRecruitment(AppointmentRules)

3.3.1. Allpostsatthelnstituteshallnormallyand,asfaraspossible,befilledbyadvertisement. The
Chairman, Principal and the Heads of the departments are responsible for the recruitment
of faculty and administrative staff members.

Additional posts may also be created, as required, for the extension of specific projects
and or research and development activities.

3.3.2 TheSelectionCommitteeshallinclude:-

(a) InthecaseofrecruitmentoftheHeadofthecollege:-
(i)  TheChairman
(i)  The Correspondent
(iii) Office bearers
(iv) Aneducationist,nominatedbythe GoverningCouncil,and
(v)  Apersonhavingexperienceofadministrationofcollege,nominatedbytheGoverning
Body.



(b) Inthecaseofrecruitmentofteachingfaculty:-
(i) TheChairman

(i) The Correspondent
(iii) ThePrincipal
(iv) TheHeadoftheDepartmentsofthe college,

(v) Asubjectexpert/industrialexpert.

(©) Inthecaseofrecruitmentofclericalstaff/labassistants:-
(i)  The Correspondent
(if) ThePrincipal
(d) Incaseofrecruitmentofmaintenancestaff :-
(1) The Correspondent
(i1)The Principal

3.3.3 Thefollowingprocedureisfollowedintheselectionoffacultymembersinvariousdepartments

« HODsforwardthestaffrequirementdetailstothePrincipal,takingintoconsiderationadditional work
load or staff leaving the Institution.

« After consolidation of the requirements from various departments, the Principal with the
concurrence of Correspondent arranges for publishing advertisements in the newspapers,
specifying the qualification, experience and other skills required for the post concerned.

» TheapplicationsreceivedfromthecandidatesarescrutinizedbytheHeadsofDepartments. The
applicantswhofulfiltherequirementswithregardtoqualificationandexperiencearecalledfor
interview.

» The selection process consists of four stages (i) a screening test (ii) test for competency in
teaching (iii) personal interview on technical and general aspects by a panel of experts drawn
from related disciplines of Engineering(iv) final interview by the Principal and Correspondent

» Appointment Orders are issued to the selected candidates and joining letter is received from

them.



3.4. Probation
(i) Everyemployeeoninitialappointmentbeonprobationforaperiodofoneyearfrom
thedateofhis/herjoiningtheduties.Services of an employee during probation may be
terminated without assigninganyreason.
(it) Ifanemployeedesirestoberelievedduringtheperiodofprobation,itwilloe ~ necessary  for
him/her to give three months notice in writing or three month's salary including all

allowances unless and otherwise the Trust permits relaxation under special circumstances

3.5. Confirmation
(i) If the work and conduct of an employee during the period of probation are found to be
satisfactory, he/she will become eligible for confirmation on the expiry of the period of
probationwitheffectfromthedate of expiry of the said period provided he/she fulfils other
requisite conditions.
(ii) Theemployeeshall be informed of his/her confirmation after the completion of probation

period.

3.6  Salaryand Promotion
(i) SalaryispaidtoallthestaffaccordingtotheAICTEnorms

(if) Promotiontothehigherpostswillbemadeasperthe AICTE norms.

3.7 TerminationofService
(@) Ifanemployeeatanytimeafterconfirmationintendstoresign,he/sheshallgivethree months'
notice in writing or three months' salary including all allowances.
(b) TheTrustshallhavethepowertorelax theperiodofnoticeorpaymentofsalaryinspecial

circumstances.



3.8 Retirement

EveryemployeeoftheCollegeshallretireonattaininganageofsuperannuationasprovided for by
regulatory bodies like the AICTE and in force from time to time. Extension or re-

employmentmayalsobegivenaccordingtosuchprovisions,atthediscretionoftheGBonly, on
such terms and conditions it deems fit.

IVV.PromotionPolicyforFacultyMembers

4.1 Experience
Experience, means the teaching experience in AICTE approvedEngineering
Institutes/Institutions. The experience gained by working in Companies/Industries  may
alsobeconsideredpartially/fullybytheManagementCommittee,inexceptionalcases, depending
upon the quality and relevance (to teaching) of the experience, nature of the job,
designation/postheldandthereputationofthecompany/industryatNational/International level.

Experience gained in sick/poor companies/industries shall notbeconsideredfor any kind of
equivalence.

4.2 Promotion
 Every person with eligibility for promotion is being considered for promotion based on
therequirement in the department as per the AICTE Norms.

« The committee consisting of the Director, Principal, HOD of various departments review
their profile for the promotion.

4.3 PromotionPolicies
As per Norms for Faculty Recruitment in Affiliated Colleges

V ProvidentFundandotherBenefits
5.1 ProvidentFund:

An employee becomes eligible for enrolmentinto theProvidentFund scheme after
thecompletionof their probation period as per the Provident Fund Act.

5.2 ESI

Faculty members who are getting salary Rs.15,000/- and below are been enrolled in
ESI for getting the state Government benefits.

3. Christmas Gift:GiftcouponforRs.2000 will be given to staff every year during the month
of December.

VI Conduct Rules

1. Everyemployeeshallatalltimesmaintainabsoluteintegrityanddevotiontoduty,andalso be

strictly honest and impartial in his / her official dealings.
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Anemployeeshould atalltimesbecourteousinhis/herdealingswithothermembersofthe  staff,

students and members of the public.

Unless otherwise stated specifically in terms of appointment, every employee is a full-time
employeeoftheCollege,andmaybecalledupontoperformsuchdutiesasmaybeassigned to
him/her by the Principal or his/her higher officer, beyond scheduled working hours and
onclosedholidays,andSundays. Thesedutiesinteraliashallincludeattendanceatmeetings  of
committees to which he/she may be appointed by the College.

An employee shall be required to observe the schedule hours of work, as may be notified
from time to time, during which he/she must be present at the place of his/her duty. Unless
otherwise stated, all employees of the College are required to work effectively for at least
40 hours per week.

Except for valid reasons and/or unforeseen contingencies no employee shall absent

himself/herself from duty without prior permission of the designated authority.
Wheneverleavingthestation,anemployeeshallgetpriorpermissionandinformthePrincipal

andinhis/herabsence,theHeadoftheDepartmenttowhichhe/sheisattached,theaddress ~ where

he/she would be available during the period of his/her absence from station.

All employees are expected to be exemplary in their public as well as private life. Their

loyalty, sense of dedication and integrity should at all times be a model and inspiration to

student community learners committed to their care.

Allemployeesareexpectedtobehaveaccordingtotheidealsofnationalintegrationshowing  love,

concern, respect to all without any discrimination whatsoever of caste, creed or
community. Any act or speech against this rule will be considered as a serious breach of
disciplineandwillinvitestrictdisciplinaryactionincludingsuspensionand /ortermination from
service.
Everyemployeeshallstrivetoinstillinthestudentsunderhis/hercareahighsenseofvalues,
socialconscientiousness,andprideintheirCollegeandloyaltytothecountry.ltisthesacred  duty
of all the employees to work for the intellectual, moral, social and physical development of

all students.

10. Anyassociation,activeorpassivebyanyemployeewithanyunlawfulorganizationisstrictly

12.

13.

forbidden.
Consumptionordistributionofalcohol,drugsoranyotherintoxicantsincludingsmokingby
whatsoevernamecalled,byanemployeewithintheCollegepremises,isstrictlyprohibited.
Employee shall only be relieved from their duties upon resignation etc. at the end of the
semesteror uponfulfillmentoftheir noticeperiod whichever is later. Forthis purpose, end
ofsemestershallbedefined asthetimewhenall attendance,marks,projectevaluationsetc have

been evaluated and submitted to the appropriate office.



VIl.LeaveRules

7.1. GeneralRules

Everyemployeeshallbeentitledto12daysCasual Leave.

Accumulationofleaveis not allowed.

Leave is a privilege and not a right: It maybe refused or revoked by the authority
empowered to grant it. It would, however, generally be granted unless the
exigencies of service demand otherwise.

LeaveApplication: TheApplicationshallbesubmittedonprescribedformwellin
advance and shall get sanctioned before availing the leave. The faculty members
shall make alternate arrangements/internal adjustments among the faculty
members of his/her or any other department to keep the students engaged.

No leave can commence unless it has been sanctioned.Mere submission of leave
applications does not authorize an employee to avail the leave applied for.
Availing of leave without getting the same sanctioned makes the employee liable
for disciplinary action besides penal deductions.

Acceptance of alternateemployment/engaging in trade/business etc. causing
him/her the monetary/personal gain is an offence and the employees shall refrain
from the same.

No leave will be sanctioned on telephoneexcept in case of extraordinary
circumstances/sudden illness etc. This shall however be regularised immediately
on joining the duty in writing.

Continued absenceof more than six days, or repeated irregularity without
intimation of any kind may render an employee liable for disciplinary action

including termination of services besides penal deduction.



7.2 Kindsof Leave:

Provisionexistsforthefollowingkindsofleave:

(a) CasualLeave (CL)

(b) Earned Leave (EL)

(c) MedicalLeave(ML)

(d) DutyLeave/OnDuty(OD)

(e) StudyLeave

(f) MaternityLeave((ML)

The rules and norms governing the grant of leave are given below. Any exceptions from these
rules due to emergencies or rarest of rare circumstances may be considered by the GB in its sole

discretion. The decision of the GB in this regard shall be final and binding.

7.2.1 CasuallLeave (CL)

a) Every employee held on the roster of the Institute is entitled to (one) 01 day casual leave for
eachmonthofdutyperformedbyhim/hersubjecttoamaximumoftwelve(12)daysofcasual leave in
one calendar year.

b) CLwill not be carried forward to next academic year and will lapse at the end of the ensuing
academic year.

7.2.2 MedicalLeave(ML)
| Medical leave may be granted in case of sickness of the employee and not his/her dependants.
MedicalcertificatefromaDoctorwouldberequiredincaseofabsenceforthreedaysormore.
7.2.3 Leavewith-out Pay
a) No provision as such exists for the grant of leave without pay. However, for reasons
beyond ones control, if any employee has to avail leave in excess of authorization,
he/she may be granted, Leave without pay at the discretion of the Correspondent
subject to exigencies of service.
b) Absenceofanemployeewithoutsanctionedleaveisacaseofindisciplineanddoesnot  fall
under this category.

c) Leavewithoutpayshallalsobegotsanctionedin advanceasanyother leave.



7.2.5. DutyLeave/OutdoorDuty(OD)Leave
AnactivityofanemployeewhichcanbringrecognitiontotheCollege,orwhichhastobe performed for
work of the affiliating University may be considered for grant of this leave.
ODcannotbeavailedofunlesspreviouslysanctioned/approvedbythePrincipal. Thereisno provision for

post facto approval of OD.

The Duty leave will normally be restricted to a maximum of twelve days during an academic
year but may be extended subject to the approval of competent authority.
Leaveissubjecttothe followingconditions:-
a) Awrittenrequestfromthecompetent authority.
b) Thepaperhasbeenacceptedforpresentationandcommunicationtothiseffectreceived  in
writing.
Dutyleavemaybegranted foroneormoreof thefollowingpurposes:
a) Todeliveracademiclectureinhighlyreputed/rankedorganizations
b) To attend meetings of the BOS, examination committees etc. of the affiliating
University.
c) To present a research paper in a Conference /Symposium of National / International
Level or to attend a Quality Improvement Programs (QIPs) when duly authorised by
the Principal.
d) To attend selection committee or other such committee meetings provided they are
convened by a Statutory body / University recognized by the Government.
e) Toinspectacademicinstitutionsattachedtoastatutorybodyorauniversityrecognized by
the Government.
f) Any other special case on merit as approved by Management on the basis of
recommendation of the Principal.
13.2.6. StudyL eave
Thefacultymembersare sent for study leave to continue their higher education

13.2.7.MaternityLeave Eligibility:

e The permanent women employees having more than one year service at the College are
eligible to avail maternity leave. A suitable medical certificate from a competent doctor
must be attached with the leave application.

e Maternityleavecanbegrantedforaperiodof 45days(uptoamaximumoftwochild).

e Salary for the leave period shall be paid after the employee joins the duty (on completion

of leave period).
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