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Standard Code Rules, 1998 1

GOVERNMENT OF MAHARASHTRA

Higher, and Technical Education Depanment,
Mantralaya Annexe, MUMBALI - 400 032, Dated the ......

In exercise of the powers conferred by sub-Section (3) of Section (8) of the

Maharashtra Universities Act, 1994, the Government of Maharashtra hereby makes
the rules prescnbing the Standard Code Rules prowviding for the terms and condi-
tions of service of the non-teaching employees including Officers of the Universi-
ues in the Maharashtra State and of the Colleges/Recognised Insututions other
than those managed and maintained by the State/Central Government and local

authonnes.

-

3.

CHAPTER-1
SHORT TITLE, COMMENCEMENT AND DEFINITIONS.

(1) These Rules may be called the Maharashira Universities (Non Teach-
ing Employees) Standard Code Rules, 1998.

(2) These Rules come into force with effect from 199 .

The employee accepts the employment under the University, College or
Recogmsed Insutution, as the case may be, with full understanding and
agreement to work in furtherance of the objectives, development and
welfare of the insutution that he serves, by placing all his ime, energy,
intellizence, skill at the disposal of the employer and by complying with the
provisions of the Act, Statutes, Standard Code, Ordinances, Rules and
Regulations and such other directives of the/University Authonties, orders
of the Management and of the Officers competent to issue them, issued
from tme to nme. Hence these Rules shall apply to all non-teaching
employees including the Officers working in the Universines, Colleges, and
Recognised Insututions. Except where it is otherwise expressed or implied,
they shall apply to :

(1) Full-ume non-teaching employees of the Universities, Colleges and

Recognised Institutions; and

(2) Persons appointed under the sub-Se~ = /" of Section 8 of the Act.
The Govemnment shall have the nght ot interpretanon or these Kules.

Where Government is satisfied that the operation of any of these Rules
causes or is likely to cause undue hardship in the case of any employee or
class of employees, working in the Universities, Colleges and/or Recognised
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lnstitunons,\n may exempt any such employee or class of employees from
any prowvisions of these Rules or may direct that such provisions shall apply

' to said employees with such modifications not affecting the substance

thereof as may be speciﬁed,
The terms of a specific contract enforceable as provided by the Act,
necessarnily overmide the provisions of these Rules.

No powers may be exercised or delegated under these Rules, except in
consultation with the Appointing Authority, as mentioned in the Act

The definitions given in the Act shall hold good for the purpose of these
Rules. In these Rules, unless the context otherwise requires;

(1) ‘Act’ means the Maharashtra Universines Act, 1994,
(2)
(3)

*Appendix” means appendix appended to these Rules;

*Appointing Authonty’ means the authonty competent to make the
appointments,

*Audit Officer’ means an Audit Officer appointed by the Comptroller
and Auditor General of India, whatever his official designation, in
whose circle of audit the employee 1s serving or has served,
*Authonty' means the authonty of the University as prowvided by or
under the Act;

*Cadre’ means strength of the service o- a pan of service, sanctioned
as a separate unit, by the Government from time to time;

*College’ means affiliated, conducted and/or autonomous college
of the University;

‘Competent Authority’ means the authonity competent to exercise
different powers under the Act and in these Rules;

(4)

()
(6)
)

(8)

*Continuous Service” means service rendered by the employee, under
the Appoinung Authonty or Authonties, without any break >

(10) ‘Compensatory Allowance’ means an allowance granted to meet
personal expenditure necessitated by the special circumstances in which

(&)

) v -k —

(11) 'Agreement’ means the contract entered 1nto in wntng between the
employee and the Competent Authority/Officer or the person

authonsed;
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(23) "Foreign Service” means service in which the employee receives his
salary, with the sanction of the Competent Authonty, from any source
other than the University Fund or funds and finance of the manage-
ment of the College, Recognised Institution or any other organization,
as the case may be;

(24) ‘Finance and Accounts Officer’ means Finance and Accounts Officer
of the University,

(25) ‘Government’ means the Government of Maharashtra;

(26) ‘Gnevances Commuttee” means a Committee constituted under the

(12) 'Conrroller of Examinauons’ means the Controller of Examunatons of
the University; B

(13) Director, BCUD' means the Director of Board of College and
University Development of the University.

(14) *Disciplinary Authonity’ means the Authonity or the officer authorised
to ta_ke disciplinary action against the employee, except otherwise
provided in the Act, and the management in case of the employee
working in the College or Recognised Institution.

(15) Duty’ means the compliance of the things the employee is expected A
ct,

to do by the wirtue of taking a job or assuming an office and as
< (27) "Holiday’ means a Sunday, a weekly off or any other day declared as) = ~

explained in these rules. :
(16) *Employee’ means a non-teaching employee duly appointed in the Q g ey by fhe Unjversity, Cole gy o Revagnised foxinition; 29 car

.

10 ; .., O

—— -

employment of the University, College or Recogmised Institution on

approved post,on a scale of pay, by following the procedure

prescnbed.

( l‘_7) ‘Employer” means the University, constituted under the Act, the

r% “'* College ur Recognised Institution, as the case may be;

(18) "Employment Exchange’ means the office established by the Govem-
ment where the eligible and desirous candidates register their names
for employment and includes Social Welfare Office, Tribal Develop-

clars ment Office, Soldier Welfare Board and such other bodis'.\authorised

by the Govemnment for the purpose;

(19) "Emoluments’ means, salary, leave salary, subsistence allowance or
compensatory allowance, if any, payable to the employee and includes
any remuneration of the nature of salary received in respect of foreign
service;

(20) *Family’ means the wife or husband of the employee, as the case may
be legitimate children including adopted children, step children,
parents, sisters and brothers, if residing with and wholly dependent on
hum

(21) "Furst Appointment’ means the appointment of a person who is not
holding any appointment, for the time being, under the University,
College or Recognised Institution, even though he may have
previously held any such appointment either temporary or on tenure
basis;

(22) *Form" means a form appended to these Rules;

!"1"*_7"'"'

(283 "'T-fano;ar;;r;\' means recurmng or non-recurring payment granted to
the employee from the University, College or Recognised
Insutution fund, as remuneration for special work of occasional or of
intermittent character;

(29) ‘Joining Time' means the nme limit prescribed for and the penod
availed of by the employee to join a new post and includes peniod of
travel 1o or from a station to which he 1s posted,

(30) *Joint Director’ means the Joint Director of Higher Educaton of the
Region concemned,

(31) ‘Leave” means permission granted by the Competent Authonty to the
employee to remain absent from duty;

(32) *Leave Salary' means the monthly emoluments paid by the University,
College or Recognised Institution to its employee on leave,

(33) ‘Lien’ means utle of the employee who holds substanuvely, either
immediately or on the terrinaton of the penod or penods of absence,
a permanent post, including a tenure post, 1o which he has been
appointed substanuvely,

(34) ‘Local Managing Committee’ means a Committee constituted for a
College or Recognised Institution under the Act;

(35) ‘Medical Authonty" means the University Medical Officer, Medical
Board constituted by the Competent Authonty or the Civil Surgeon,
as the case may be, or the registered medical practitioner from the
panel approved by the Management.

(36) *Month' means a calendar month i.e. any one of the twelve portions
into which the conventional year is divided, or a period from any day

—Tr

- — -
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in one month to corresponding day of the next calendar month.

(37) ‘Officiate’ means to carry out function and/or duties of the post on
which another person holds a lien or of the vacant post on which no
other employee holds a lien;

(38) ‘Pay’ means the amount drawn on monthly basis sanctioned for a post,
in scale of pay held substantively or in officiating capacity and
includes Personal pay, Special Pay, deamess pay and any other emolu-
ments specially classed as ‘Pay’ by the Govemment from tme to time.

(39) ‘Permanent Post’ means the post, carmying a deﬁmte scale of pay,
sa.ncnoned wuhogt time hmn ) O “_ Lgm —nes or

(40) *Pension’ means ranlhl;' cmolurncrus pavablc lhc employee after
his renrement from the service, as per the Govenment Rules from
tme to nme and includes gratuity;

(41) 'Pensionable Pay' means average pay eamed by employee for the
penod as may be decided by the Government from time to time;

(42) 'Pensionable Service” means service, which qualifies the employee 1o
receive a pension from the Government

(43) ‘Personal Pay' means additional pay granted to a non-teaching
employee.

(a) to save him from a los; of substantive pay in respect of
permanent post other than the tenure post, due to revision of pay
or due 10 any reduction of such substannve pay, otherwise than
as a disciplinary measure, or

. (b) in excepnonal circumstances,on other personal consideranons;
(44) 'Presumptive Pay’ means the pay of a post to which the employee
would be entitled, had he held the said post and had he been
performing its duties;
(45) ‘Pnncipal’ means a Head of the College or Recognised Institution
appointed by or under the Act and approved by the University;
(46) ‘Provident Fund' means the Universiry, College oril :ﬁgmsed
Insnnmo Staff Provident Fund;, = ° ‘s -
(47) Qua.fnfymg Service' means the sersce rendcrcd by the employee for
__ which the pension is payable, under these Rules.
(_ (48 (48) ‘Registrar’ means Registrar of the Umversxly < {z iy
(49) *Salary’ means total monthly emoluments J;awn by the employee and
includes pay and allowances admissible from nme to time,

»

A«;}‘;/é.&

I". «
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(50) "Salary Grant’ means the grant received from the Government aganst
the salary of approved employees workmg in the University, College

-

or Recogmsed Institution; P
(51) *Scale of pay’ means pay which, subject to any conditions prescnbed

in these Rules, nses by penodical increments from a minimum to a

maximum,

Explanation - The Scales of Pay are said to be idenncal if the

minimum, the maximum, the period of increment and the raie(s) of

increments are identical;

(52) *Scheduled Castes’ means such castes, races or tnbes or par of or
group within such castes, races or tnibes as are deemed to be sched-
uled castes, in relanon to the State of Maharashtra under Arncle 341
of the Constitution of India;

(53) *Scheduled Tribes® means such tribes or tnbal communities or pans or
groups wathin such tnbes or tribal communities as are deemed to be
scheduled tnibes in relanon to the State of Maharashtra under Artcle
342 of the Consutunon of India residing in any part of Maharashtra
and for the purposes of these Rulcs, includes Denotified and Nomadic
Tnbs

(54) 'Scheme’ means the academic programmes approved by the Compe-
tent Authonity or by the funding agency and shall include the
programme which is not covered by the Salary Grant Scheme of the
Govemnment, the programme funded by the other agencies like UGC,
DST, CSIR, eic. which is not supported by the Govemment, the
research chair to which the Government Salary Grants are not sanc-
toned or the acuwity under the University which 1s covered by the
provisions of Sub-Section (2) of Section 8 of the Act.

(55) *Selection grade’ means a scale of pay sanctioned specifically, for a
post or a cadre as a selection grade by an order of the Competent
Authonty, approved by the Govemnment from time to ume,

(56) 'Special Pay' means additional pay granted to the post and / or 1o the
employee in consideration of the specially arduous nature of duties or
specific addition to the work of responsibility;

(57) *Subsistence Allowance’ means monthly grant made to the employee,
who is not in receipt of pay or leave salary during the peniod of his
suspension;

(58) *Substantive appointment’ means an appointment made in a
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subsmnvc Or a permanent capacity in a permanent post whlch 1S
clearly vacant;

(59) *Substantive pay’ means the pay, personal pay or emoluments classed
as pay, under these Rules to which the employee is entitled, on
account of a post to which he has been appointed substanuvely or by
reasons of his substantive position in the Cadre; but does not include
special pay, PRI o

(60) *Surplus employee’ means thc employee duly declared as surplus by
the Government due to the non avaslabllxty f the work in the Univer-
sity, College or Recognised Institution, or 10 closure of the faculty

department or subject in the University, College or Recogmised Insu-

tute or o closure of the College or Recognised Institution, as the case
may bc

(61) ‘“Tnbunal’ means the Tribunal established under the Act;

(62) "Temporary appointment’ means an appointment of the employee on
a purely temporary basis or for a stipulated period against a perma-
nent post or a tenure post or a temporary post,

(63) *Tenure post® means a permanent 'post which the employee may not
hold for more than a limited time without reappointment or a tempo-
rary post which 1s sanctioned / created for specified limited penod
only,

(64) 'Transfer’ means the transfer of the employee from one post 1o
another post at the same or another station, either to take up the
dunes of other post or in consequence of change of headquarters;

. (65) "Transit ime” means the actual penod required to reach the destina-

-3

tion of tour or transfer from headquarters or from one outstation to
another; subject to maxima as prescribed,

(66) *Union' means employees' union registered under Trade Union Act,
1926 and duly recogmsed under the Maharashtra Recognition of Trade
Unions and Prevention of Unfair Labour Practices Act, 1971.

(67) *University' means the University specified in the Act;

(68) *University Fund' means the funds of the University as provided by
the Act;

(69) *Vice-Chancellor’ means the Vice-Chancellor of the University;

(70) *Working hours’ means the working hours prescribed by the
Govemment or by the University for the employees working in the
University, College or Recognised Institution from time to time.

7

Classifica- 8,
tion

g /

0"”‘ }":'l:
S F
9

}’,‘»,

H)‘

A5

s
-

~ e !

Recruitment 9, \

Standard Code Rules, 1998

CHAPTER-II
CLASSIFICATION AND RECRUITMENT

The Employees of the University, College or Recognised Insntution shall

be classified as follows;

(1) Super Class I shall include the Registrar, the Director, Board of
College and Umiversity Development, the Finance and Accounts
Officer, the Controller of Examinations and such other Officers desig-
nated by the Act or by the Statute; and be designated as officers;

(2) Class I shall include Deputy Registrars, Assistant Registrars and such

~ other Officers working in the pay scaleof Rs. ___ and above; and
be designated as officers;

(3) Class II shall include employees working in the pay scale of

and above,such as Section Officers, Superintendents,

College Registrars, etc. in the University, College, Recogmised Insu-

Le tunons ,and such other employees who are not included in Class [ and .

be dwgmled as Supervisors.

(4) ( Class III shall include employees of the University, College, or
Recognised Insutution, who are working in the pay scale of
Rs. and above and who are not included in the
Class I and Class II and be designated as munistenal staff.

(5) Class IV shall include employees of the University, Colleges or

Recogmsed Institutions who are not included in Class L, II or III, and
/ be designated as non-minustenal.

Prowvided that the person who is appointed and holding the post
which is classified as Class IV hitherto before Ist Jan. 1986 shall
continue to be classified in Class I'V though the pay scale for the said
post is Rs. and above.

(6) The classification and the cadre shall exist even if there is at least one
employee in that cadre under the University, College or Recognised
Institution .

(1) The appointment in Super Class I or Class I, except as otherwise
provided in the Act, shall be made by the Vice-Chancellor, strictly on
the recommendations of the Selection Commuttee constituted under
the Act. The appointment order shall be issued under the signature of
the Regstrar.
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10. (1) The post of Registrar, when available for filling in or in anuicipation of Registrar

[ S5,
'l

(2) The appointment, wn Class I, Il or IV in the University shall be made
by the Registrar, strictly on the recommendations of the Selection
Committee. The appointment order shall be issued under the signa-
ture of the Registrar.

(3) The appointment in the College or Recognised Institution shall be
made by the Management, strictly on the recommendaton of the
Selection Committee. The appointment order shall be issued under
the signature of the Prncipal, the Secretary or the person duly
authonsed by the Management.

the vacancy, shall be widely advertised and applications invited. The
persons duly qualified and eligible shall be invited for the test and/or
intenview, with intimation of at least thirty clear days The paruculars
of the candidates invited shall be furnished to the members of the
Sclection Commuttee at least fifteen clear days in advance. The
Selection Committee may adjudge the performance of the candidates
and recommend a name or names in order of preference. The Vice-
Chancellor shall appoint the person as Registrar, strictly as per the
recommendations of the Selection Commuttee, for a term of five
years. The person appointed as Registrar shall be eligible for
reappointment,

'(2) Subject 1o the provisions of the Act, the qualifications and the pay

scales for the post of Registrar shall be as prescribed by the University
Grants Commission and approved by the Government from time to
time.

(3) In addition to the qualifications prescribed in Sub-Rule (2) above the
Registrar shall have proficiency in Marathi.

(4) The Registrar shall execute a contract of service as prescribed in the
Appendix.

(5) In addition to the pay and allowances admuissible; the Registrar shall
be also entitled to rent-free quarters, appropriate conveyance and
such other benefits as may be approved by the Competent Authonty.

(6) The person appointed as Registrar shall hold lien, if any, on the post

on which he is confirmed prior to such appointment He shall be
entitled to retain his past service’ and the service rendered as the

) rﬂ)Regxstmr shall be treated as continuous and qualifying service.

Director, 11.
Bonrd of
College
and
University
Develop-
munt

(B.C.U.D)
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(7) The person appointed as Registrar shall be entitled 1o eam, accumu-
late, enjoy or surrender the leave admissible under these rules and
shall be enutled to encash the samo’at the end of his tenure or at the
end of his semcc)

(8) If the person appointed as the Registrar chooses to retire or super-
annuates while in the service, he shall be enutled to the renrement
benefits based on the pay drawn as Registrar.

(9) The person appointed as Registrar may at any time dunng the tenure,
vacate his post by giving one month's notice in wniting to the Vice-
Chancellor or salary in heu thereof.

(10) The age of renrement of Registrar shall be of 60 years

(1 l) In addition 10 the dunes and responsibilines provided by the Act, the
Registrar shall perform such other dunes and responsibilites as are
prescnibed in the Appendix.

(1) The post of the Director, Board of College and University
development when available for filling 1n, shall be circulated amongst
the professor of the University, Institutions, Departments the Panci-
pals of the Colleges and Recognised Institutions, in the grade of
Professor and pariiculars of such walling persons be invited The Vice-
Chancellor, after consideranion of the parmculars of the proposals
received and the requirements of the post, shall nominate a suitable
person as Director, BCUD.

(2) In addition to the qualifications prescnbed in Sub-Rule (1) above the
Director, BCUD shall have proficiency in Marath.

(3) Subject to the provisions of the Act, the person nominated as the
Director, BCUD shall have a tenure of five years, co-terminus with
the term of the Vice-Chancellor or till he attains age of 60 years,
whichever 1s earlier.

(4) The person nominated as the Director, BCUD shall hold a lien on the
post in which he is confirmed prior to such nomination. He shall be
entitled 1o retain his past service and the service rendered as the
Director, BCUD shall be treated as continuous and qualifying service.

(5) The person nominated as the Director, BCUD shall execute a contract
of service as prescribed in Appendix.

(6) When the office of the Director, BCUD falls vacant or when the
Director is, by reason of illness or absence or any other cause, unable

b~
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to perform the duues of the office, the Vice-Chancellor shall nominate
a professor or Principal in the grade of Professor to officiate “as
Director, for a penod not exceeding six months or only until a new
Director 1s appointed or the Director resumes duties as the case may
be.

(7) The person nominated as Director, BCUD shall be entitled to eam,
accumulate, enjoy or surrender the leave admissible under these rules
and shall be entitled 0 encash the same at the end of his tenure or at
the end of his service.”

(8) Subject to the provisions of the Sub-Rule(4) if the person appointed
as the Director, BCUL chooses to retire or superannuates while in the
post, shall be entitled 1o the retirement benefits based on the pay
drawn as Director, BCUD.

(9) The person appointed as Director, Board of College and University
Development may at any ume dunng the tenure, vacate his post by
gving one month's notice in writing to the Vice-Chancellor or salary
in heu thereof.

(10) In addition to the duties and responsibilities provided by the Act, the
Director, BCUD shall perform such other duties and responsibilities
as prescnbed in the Appandix.

12. (1) The post of Controller of Examinations, when avaulable for filling 1n
or 1 anticipanion of the vacancy, shall be widely adverused and appli-
cations invited. The persons duly qualified and eligible shall be invited
for the test and/or interview, with intimation of at least thirty clear
days. The partculars of the candidates invited shall be furnished to the
members of the Selecuon Committee at least fifteen clear days in
advance. The Selection Commuittee may adjudge the performance of
the candidates and recommend a name or names in order of prefer-
ence. The Vice-Chancellor shall appoint the person as Controller of
Examinations, strictly as per the recommendation of the Selection
Committee, for the term of five years. The person appointed as
Controller of Examnations shall be eligible for reappointment.

(2) Subject 1o the prowisions of the Act, the qualifications and pay scale
for the post of Controller of Examinations shall be as prescnbed by
the Government, from time to time.

(3) In addition to the qualificanons prescribed in Sub-Rule (2) above the
Controller of Examinations shall have proficiency in Marathi.

12 Standard Code Rules, 1998

(4) The person appointed as the Controller of Examinations shall execute
a contract of service as prescnbed in Appendix.

(5) The person appointed as Controller of Examinations shall hold a lien .

on the post in which he 1s confirmed prior to such appointment. He

shall be entitled to retain his past ser\nce and the service rendered as

the Controller of Examinations shall be treated as continuous and

S qualifying service.

Ll a4

(6) When the office of the Controller of Examinations falls vacant or
when the Controller 1s, by reason of illness or absence or any other
cause, unable to perform the duties of the office, the Vice-Chancellor
shall appoint a suitable person to officiate as Controller of Examina-
tions, for a period not exceeding six months or only unul a new
Controller 1s appointed or the Controller resumes duties as the case
may be.

(7) In addition to the pay and allowances admissible, the Controlier of

\ Examinations shall be entitled to rent-free quarters.

(8) The person appointed as Controller of Examinations shall be entitled
to eamn, accumulate, enjoy or surrender the leave admissible under
these rules and shall be entitled 1o encash the same ht the end of tas
tenure or at the end of his service”

Controller y
of (9) If the person appointed as the Controller of Examunations chooses to
Examins- retire or superannuates while in the service, shall be enutled 10 the
e retirement benefits based on the pay drawn as Controller of

Examinations.

(10) The person appointed as Controller of Examinations may at any tine
duning the tenure, vacate his post by giving one month's notice in
wnnng to the Vice-Chancellor, or salary in lieu thereof.

(11) The age of retirement of the Controller of Examinations shall be sixty
years if he 1s from teaching and fifty-eight years if he is from non-
teaching cadre.

(12) In addition to the duties and responsibilities provided by the Act, the
Controller of Examinations shall perform such other dunes and
responsibilities as are prescribed in the Appendix.

Finance 13. (1) (a) The post of Finance and Accounts Officer, when avaiable for
and filling 1n or in anticipation of the vacancy, shall be widely adver-

A I :
“Officer tised and applicanons invited. The persons duly qualified and

fs
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eligible shall be invited for the test and/or interview, with intima-
tion of at least thirty clear days. The particulars of the candidates
invited for test and/or interview shall be furished to the mem-
bers of the Selection Committee at least-fifieen clear days in— —— =
advance. The Selection Committee may adjudge the performance
of the candidates and recommend a name or names in order of
preference. The Management Council shall appoint the person
as Finance and Accounts Officer sinctly as per the recommen-
dations of the Selection Committee,
(b) Management Council may appoint a person as a Finance and
Accounts Officer by obtaining the services of a suitable person
on deputanon from the Government or the Government of India,
from appropnate cadre.
Subject to the provisions of the Act, the qualifications and the el B
pay scales for the post of Finance and Accounts Officer shall be " Welfnro
as prescnbed by the Government, from time 1o ime
The age of the person being appointed as Finance and Accounts 4
Officer shall not b@ss than forty years and not more than fifty wlwa -1 he
years unless he is in the service of the University, College or ‘mf)‘.—:r‘ﬂ
Recognised Institution. 5/
(3) In addition to the qualifications prescribed in Sub-Rule (2) above the ,'i
Finance and Accounts Officer shall have proficiency in Marathi nnd in '
University Accounts Code. )
(4) The Finance and Accounts Officer shall execute a contract of service
as prescnbed in the Appendix.
(5) The person appointed as Finance and Accounts Officer shall hold lien,
if any, on the post on which he is confirmed prior to such appoint-
ment.
When the office of the Finance and Accounts Officer falls vacant or
when the Finance and Accounts Officer is, by reason of illness or
absence or any other cause, unable to perform the dunes of the office,
the Vice-Chancellor shall appoint a suitable person to officiate as
Finance and Accounts Officer for a penod not exceeding six months
or only until a new Finance and Accounts Officer is appointed or the
Finance and Accounts Officer resumes duties as the case may be.
(7) The person appointed as Finance and Accounts Officer shall be entitled
to eam, accumulate, enjoy or surrender the leave admissible under

(i)

Dirvctor of 14,

(2) (a)

(b)

= /,',c

(6)

s

2

g co e

(6)
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these rules and shall be enutled 1o encash the same at the end of his
tenure or at the end of his sem'cc'\ :

(8) If the person appointed as the Fmance and Accounts Officer chooses
to retire or superannuates, while in the post, shall be entitled 10 the =%
retirement benefits based on the pay drawn as Finance and Accounts
Officer.

(9) The age of retirement of Finance and Accounts Officer shall be of sixty
years if he is from teaching or fifty-eight years if he 1s from non-
teaching cadre.

(10) The person appointed as Finance and Accounts Officer may at any
time during the tenure, vacate his post by giving one month’s notice
in wriung 1o the Vice-Chancellor or salary in lieu thereof

The post of the Director of Students' Welfare, when avalable for
filling in, shall be circulated amongst the teachers of the University,

Colleges and Recogmsed Insututions, and particulars of such persons
will be nvited The Vice-Chancellor, after consideration of the
particulars of the proposals received and the requirements of the post,
shall nominate a suitable person as Director of Students’ Welfare.

M

The person nominated as the Director of Students’ Welfare shall be
entitled 10 receive the salary in the scale of pay of the position
occupied by him before such nomination.

The Director of Students' Welfare shall have proficiency in Maratht.

(2)

()
(4)

The services of the Director of Students’ Welfare shall be governed by
these Rules.

Prowvided that if full tme University teacher is appointed as a
Honorary Director of Students' Welfare, his services shall be
govemned by the service conditions of the teacher

Subject to the provision of the Act, the person appointed as the
Director shall hold the office for two years and shall be ehigible for
reappointment. The person holding the post of Director of Students’
Welfare may vacate the post before the expiry of his tenure by giving
one month's notice to the Vice-Chancellor.

When the office of the Director of Students’ Welfare falls vacant or
when the Director of Students’ Welfare is, by reason of illness or
absence or any other cause, unable to perform the dunes of the office,

)
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(M

(8)

15. (1) The person, occupying 2 tenure post in

the Vice-Chancellor shall nominate a teacher of University, College or
Recognised Institution 1o officiate as Director of Students’ Welfare for
a penod not exceeding six months or only until a new Director of
Students' Welfare is appointed or the Director of Students’ Welfare ~
resumes duties, as the case may be.

He shall retain lien on the post held by him in the University, College
or Recognised Institution before such nomination and at the end of
the tenure he shall be entitled 1o revert 1o that post. The service
rendered by him as Director of Students Welfare shall be held as
continuous and qualifying service.

The age of retirement of the Director of the Students’ Welfare shall be
SIXTy years.

by appointment, shall be intimated six months prior to the date of mnt
expiry of his tenure; whether, he is being reappointed or otherwise.

(2) The person occupying a tenure post in Class | by appointment shall be

intimated three months prior to the date of expiry of his tenure
whether he is being reappointed or otherwise.

‘Super Class l))y NOMINALoN Of fluwppoint-

(3) In case the person appointed/nominated on a lenure position 15 not
being reappointed, the process of selection/nomination as prescribed

e

-
16
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The appointment by selection to the post of Assistant Registrar or

equivalent post shall be made from amongst the persons - =

(a) who possess a degree of statutory University and in addition the
qualifications for the Technical Post(s) and any other desirable
qualifications if any, prescribed by the Appointing Authority.

(b) who are not less than thirty years of age and not more than forty
years of age, unless already in the service of the University,College
or Recognised Institution,

(c) who have administrative experience of at least three years as a
Superintendent, Section Officer or equivalent cadre in the
University, College, Recognised Institution or other ogranisation

The selected candidate shall be on probation for period of two years;

dunng which he shall have 10 pass the Departmental Examination as

prescribed.

Appointment by selection to the post of Supenntendent or Section

Officer or equivalent post shall be made from amongst the persons -

(a) who pussess degree of statutory University and any other desir-
able qualificanon prescribed by the Appointing Authonty for a
specific post.

shall commence forthwith.

16. |The posts in Class I and II shall be filled in, to the extent possible, by Proportion
. » §7 |selection upto 25% and by promotion upto 75% of the cadre strength.

17. (1) Appointment by selection to the post of Deputy Registrar or equiva- Selection

()

(c)

who are not less than twenty five years of age :mc_fnot more than
thirty five years of age, unless already in the service of the
University, College or Recognised Institution.

who have administrative experience of at least three years as

lent post shall be made from amongst the persons : ; ‘?::’Uz
m

(a) who possess degree of any Statutory University and in addition, and
the qualifications for the technical post(s) and any other desir- Equivalent
able qualifications prescribed by the Appointing Authority, fyen

2)

S 47 (b) whoarejnot less than thirty five years of age and/not more than
. v forty five years of age, unless already in the service of the
- " University, Co.llz.:gc or Rccogn.ised Institution. Ministerial 20. (1)
’ (c) who have administrative experience of at least three years in the o and
Lo cadre of Assistant Registrars or equivalent cadre in the Univer- ::;K:
' sity or in other organisation. Clasx 111

&)

The selected candidate shall be on probation for a period of two
years, during which he shall have to pass the Departmental Examina-
tions, as prescribed.

Assistant Superintendent, Assistant Section Officer, or equiva-
lent Cadre in the University, College, Recognised Institution or
other organisation.

Selected candidate shall be on probation for a period of two years,

during which he will have to pass the Departmental Examination as

prescribed.

Appointment to the junior post carrying the lowest scale of pay in

class Il in the University, College or Recognised Institution, shall be

made by selection from amongst the persons :

(a) who have passed S.S.C., equivalent or higher examination, and in
respect of the technical post(s) where S.S.C. is not required and
desirable qualifications if any prescribed by the Competent
Authority.

"

-
|
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(by who are not less than eighteen years of age and not more than
thirty years of age;

(c) who possess the minimum technical qualifications if any,
prescribed for the post by the Appointing Authority, and

(d) who are recommended by the Employment Exchange,

Selected Candidate shall be on probation for a period of two years;

duning which he will have to pass the Departmental Examination as

prescnbed.

21. (1) Appointments to posts in the lowest cadres of Class [V shall be made

by selection from amongst the candidates :-

(a) who are not less than eighteen years of age and who are not
more than thiny years of age; and

(b) who are recommended by the Employment Exchange.
(c) who have passed Standard I'V examination .

(2) Selected candidate shall be on probation for a period of two years.
22. (1) Post(s) in Class I and I to be filled in by selection shall be duly and

(2)

widely adveruised. according to the draft approved by the Appointing
Authority, together wiath particulars of minimum and/or additional/
desirable qualificanions, as prescribed, emoluments, number of posts,
posts which are reserved for women and for Scheduled Castes or
scheduled Tribes or Other Backward Classes. The Appointing
Authonty, in the prescribed form, may determine reasonable ume for
submussion of application which shall ordinanly not be less than thirty
clear days

The vacancies in Class Il and IV, to be filled in by selection, and
subject to Sub-Rule 3(b) of Rule 23, shall be intimated to the
Employment Exchange alongwith the particulars of the positions,
scale of pay, qualifications, reservation etc. and invite names of
suitable candidates.

Provided that, in case of a retired Class Il or I'V employee, who
has no son or daughter already in service, one son or daughter may
be called for test and/or interview if that son or daughter has
registered his’her name with Employment Exchange, possesses the
qualifications required for the post and has duly applied.

Nun.
Ministeriul
posta
included in
Clusa IV

Appoint.
mont by
Selection

3

g
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(3) The suntable candidates may be examined through a wnirten test andf

)

(5)

or interview by a Selection Committee.

The candidates who have applied in response to the advertisement as
per Sub-Rule (1) or those recommended under Sub-Rule (2) and who
fulfill the conditions of qualifications and experience may be examined
through a wnitten test and/or interview by the Selection Communee.
Ordinarily the suitable candidates invited for interview shall not
exceed the following ratios of number of vacancies to number of
candidates.

1210 2:18: 3:24: 428 5:30; and
for more than five vacancies, the candidates invited shall be upto five
per vacancy to be filled in.
After the last date is over, the office shall prepare the list of ehgible
candidates showing the details like their names, dates of birth, caste
ceruficates, qualifications, expenence, pay scale, number of posts
reserved for reserved category, women candidates if any, etc, and
shall place before the Scrutiny Committee.
(a) The University Scrutiny Committee for Class I, shall consist of-

(1) Vice-Chancellor - (Chairman)

(i) Registrar

(1) Joint Director

(iv) Deputy Registrar, Special Cell

(v) Deputy Registrar (Establishment), Member Secretary
(b) The University Scrutiny Committee for Class II shall consist of-

(i) Registrar - (Chairman)

(1) Joint Director

(i) Deputy Registrar, Special Cell

(iv) Deputy Registrar, (Establishment), Member Secretary
(¢) The University Scrutiny Committee for Class I and [V shall

_ consist of -

(i) Registrar - (Chairman)

(1) Deputy Registrar, Special Cell

(i) Deputy Registrar/Assistant Registrar (Establishment),

Member Secretary

T O .

é'iﬁ 515‘% -

l'l‘\‘ »
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(d)

19

The Scruunvy Comminee for College/Recogmsed Institution- shall
consist of - g
(i) Charman of Management or his nominee - (Chairman)

P,-nmnliﬂn 23. (]\

'8

——— L ———

(i) Prncipal -
(i) College Registrar/Head Clerk i
(iv) Member of Special Cell Sraﬁfling'Co‘rn?n-in‘e.;.

(e) Scrutiny Commirtee shall venfy the documents like Caste Ceruficates,

()

(6)

(7)

(8)

Lo
Wl g

SN
- ,,.'t « e 47;‘

g7 ity

A A piter -

Degree Ceruficates, Statements of mark, Birth Ceruficates, etc., and
shall recommend the names of the eligible candidates as given in Sub-
Rule (4) above.

The suitable candidates invited for test and/or interview, for the posi(s)
in Class I or Class II, shall be given a notice of at least thirty clear
days The candidates for posts in Class Il or Class IV shall be given
such notice of at least twenty clear days.

The candidates invated for the test and/or interview, shall be informed
regarding the scope of examinanon. Normally the test for candidates
for Class III it shall be a clencal aptitude test. The test for candidates
for Class 1 or II may be based on the Act, Statutes, Office
Procedures, General knowledge, etc. Model question paper(s) may be
supplied to the candidates on request, if available.

The day, date and timings of the written examination shall be commu-
nicated 1o the candidates in the interview letter.

The Appointing Authonty shall prepare three sets of question papers.
Out of these three question papers,the Appointing Authonty shall
select one set at random and hand it over to the In-charge of exam-
nation. The Section concemed, shall then conduct the test. The
In-charge of the wrninen examination and technical test shall then
handover the mark list in sealed cover to the Chairman,

The performance of the candidates at the test and/or interview shall
be independently recorded and subsequently clubbed with that of
written test, to determine the order of ment. The Selection Commit-
tee may recommend to the Appointing Authority, a suitable number of
candidates in order of preference based on their performance, number
of vacancies, likely-hood of vacancies in the near future, the pattem
of mobility, etc. If there is only one vacancy, the selection committee

may recommend only one candidate or more in order of preference.
-

Far _": .‘.- - /"‘b”-

—~—
-

(pe

(2)

b3

(3)

Standand Code Rules. 1998

The appontment by promotion in the Class I shall be made on the

basis of senionty-cum-merit from amongst the persons in the immedi-

ate lower cadre, and

(a) who possess a degree of a Statutory University,

(b) who possess at least three years experience in lower immediate
cadre and

(c¢) who have passed the Departmental Examination prescribed.

The appointment by promotion in class II shall be made on the basis

of seniority-cum-menit from amongst the persons in the immediate

lower cadre and

(a) who possess a degree of Statutory University  * .,

(b) who possess at least three years expenence in Class III and

(c) who have passed the Departmental Examination prescnibed

The appointment by promotion in Class 11l including Technical posts

shall be made on the basis of senionity-cum-ment from amongst the

persons

(a) who possess at least three years expenience in the immediate

lower cadre,

who have passed S.S.C., equivalent or higher examination or a

technical qualification for the technical post and

such other desirable qualifications as may be piescribed by the

Appointing Authority.

..\flo“'

(b)
(c)

(4) The employee in Class IV cadre may be considered for promotion 10

()

(6)

the lowest cadre in Class III in case he has
(a) passed S.S.C., or equivalent or higher examination, and
(b) served for at least three years in Class IV sausfactonly.

The date of continuous officiation of the eligible candidates, at
the nme of promouon shall be taken into account. The promotion to
the cadre in Class I shall be upto 25% of vacancies occurmnng 1n a
YeaL o fiay  , deve xR ML SRR oA
The appointment by promotion in the Class IV shall be made on the
basis of seniority-cum-merit from amongst the persons who possess
at least three years experience in the immediate lower cadre. 2#%

In case of employee who has crossed the age of forty five year, the
conditions of educational qualifications and/or of departmental

B

b=
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examination may be relaxed by the Competent Authonity for consid- (4) The Selecnon Commuttee for the posts in College, Recogmsed ]
eration of promotion in cadre in Class I, II, Il and IV, as the case may Institution shall consist of Eriei’ BF GEWYRUY Loty
be. . (a) The Ch:urman of, Govermng Body or his nominee - Chairman

(7) For determining the merit, the Annual Confidential Report for (b) One Member .?lhc Govcmmg B°d'>’ nominated Ry Ch"”"? :,:—;-
immediate past three reporting years shall be taken into account. (c) One Expert having specialised km\;fecg: and not connected
- (8) The condition(s) of qualifications, experience and departmental with the College, nominated by Chairman
examination shall have to be fulfilled on the date of promotion, and (d) Pnncnpa] nominated by Chairman of Governing Body
_ the date(s) of its (their) acquisition shall be ignored. g (e) Member bclc;ﬁ;;mg t reserved category nominated by Chairman
(S) If the employee declines the promotion so granted to him, he shall not of Governing Body Dii o8 AN My PN,
be considered for such promotion for one year (f) Secretary of the Managing Body, Member Secretary

24. (1) The Selecnon Communee for posts in Class I shall consist of : Selection (5)  In case of Technical posts, the Charman may nomimnate an Expert

(a) The Vice-Chancellor - Chairman Emitiom Reservation 25. (1) The appoimiment by selection or by promotion shall be subject 1o the

(b) Nominee of the Chancellor on Management Council reservanon policy determined by the Government from ime to time

(¢) The Joint Director
(d) One member of Management Council nominated by Manage-
ment Council, (3)

(e) Two expens having specialised knowledge one of them belong-
ing to the reserved category not connected with the University

(2) The upper age limit, for appointment by selection, shall be relaxed by
five years in case of candidates belonging to reserved category
The persons belonging to reserved category, attending test and/or
interviews for Class Il or IV post, shall be paid Travelling Allow-
ance. by shortest route as prescnbed by Covernment from ume to
and not below the rank of Professor/Registrar, nominated by ume. The expenditure thereto shall be adaussible for Government
the Management Council and & grants..
{f) The Registrar Ve whas s Casiy e (4) In case the Appointing Authority is satisfied that adequate number of
(2) The Selection commuttee for posts in Class II shall consist of : candidates belonging to reserved category and fulfilling the educa-
, . " tional qualifications are not fonh-conung. 1t may relax the oondmon(s)of'
(a) The Regstrar - Chairman
2 : 4:-8 e iy educational qualifications and/or cxpenmu O T
(b) Joint Director .

(¢) The Controller of Examinations

( (d) One semior Deputy Registrar nominated by Registrar\ CHAFIER T

(e) Deputy Registrar (Special Cell) 5 AP?OINTMENT S .
(f) Deputy Registrar (Establishment)-Member Secretary Appoint- 26. (1) The Appointing Authonty sh?ll appou'n‘the person(s) by selection as
(8) “The Selection Comsitios for:posés in Class T s TV, shall soueist ment recommended by the Selection Commintee strictly in order of ment.
(2) The Registrar - Chai ' (2) The appointment order shall be in the proforma given in the Appendix.
ﬂ C = i . i-aved by the Regi -~ (3) The person appointed on a post shall produce 2 Discharge Ceruficate,
,) (b) Two Deputy Regnstms norm'nat Vi Bego ) Service Book and Last Pay Ceruificate from his previous employer, if

L B _hc) The Deputy Registrar, (Special Cell) any, before joining the post.

é (d) The Deputy Registrar, (Establishment) - Member Secretary (4) The person appointed on a post shall produce a Medical Fitness
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()

27. (1)

28.

Ceruficate from the competent Medical Authonity, before joiming the
post. €
The person appointed on a post shall produce the authentic proof of
the date of his birth before joining the post. el

The person appointed in the service of the University, College or
Recognised Institution shall sign an Contract in the form prescribed in
the Appendix.

(2) The service of the employee shall commence from the date on which

3)

he joins the duties before 12 noon, otherwise from the next date.

The service of the employee on leave, in foreign service or on
deputanion, shall commence from the date he assumes charge before
12 noon, otherwise from the next date.

(4) The senace of the employee shall cease from the date on which he

(3)

(M

(2)
()

relinquishes the post before 12 noon, otherwase from the next date.

If the employee expires while in senace, he shall be deemed 10 have
ceased 10 be in service from the next day, irrespective of the hour at
which he dies.

(a) The appointment 10 a permanent post by selection shall be on
probation for a period of two years :

(b) The employee appointed by promotion 1o permanent post due 1o
be filled in by promotion, shall, subject to the prowvisions of this
Rule, be confirmed after a penod of two years, subject to
sansfactory performance.

Dunng the period of probation, the employee shall comply with

condimons of successful completion of the penod as prescribed.

(a) Head of the Department / Section, shall be the Assessing
Authonity under whom the employee on probation 1s working.
He shall submit employee’s Assessment Report to the Appoint-
ing Authonty every six months from the date of joining,

(b) Deficiencies, adverse remarks, if any, mennoned in the Assess-
ment Report shall be communicated to the employee for his
guidance and improvement.

(c) The Assessment Report for the last six monthly period shall be
submitted at least three months prior to the expiry of probation-
ary period with specific recommendations of confirmation or
otherwise.

Service

Probation

(4)

(%)

Substantive 29, (1)

Appoint.
ment

(2)

Temporary 30, (1)
Appoint-
ment
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On receipt of Assessment Reports, and considerauon of all the reports
and subject to condition of passing departmental examination dunng

the probationary penod, the Appointing authonty may -

(a) confirm the employee on probation in the service from a specific” ===~

date.

(b) extend the penod of probation for not more than a year, six
months at a time, on expiry of which he shall either be confirmed
or his services shall be dispensed with.

Provided that if the order of extension or termination 1s
not issued within a week before the expiry of the period of
probation or the extended period, the employee shall be deemed
to have been confirmed 1n his service. b 1nind. Ovlog |

(c) terminate is Servite aﬂcr giving him one monlhs not7cc in
writing,

(d) revert the employee 1o the post held by him, if any, under the
University or the same management pnor to his appointment on
probation

If the employee on probation avails any leave, other than casual leave,

his period of probation shall be deemed 1o have been extended to that

extent.

A person appointed against substantive vacancy of approved

permanent post shall be confirmed in the service by an order of the

Appointing Authonty.

The Appointing Authonity may give an employee a provisional

substantive appointment 1o a post on which another employee holds a

suspended lien and shall cease to be on such appointment as soon as

the employee holding suspended lien reverts to the post.

The Appointing Authonty may temporanly promote an emplovee 1o
officiate in higher post or appoint the employee in equivalent post for
a period not exceeding six months or till a regular appointment is
made or till the regular employee resumes the dunes, whichever is
earlier. The principle of senionity-cum-ment alone shall be observed
in such temporary promotions.

Provided that the temporary appointment shall be made only if
that employee is otherwise eligible and qualified for such appoint-
ment. \.I' I‘V"Jﬂ nd'ﬂ‘ /’) 't“ - o Y0

[ ? ? ( /', h,LuJ ) rd <5
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Provided further that the reservation principle shall be followed

for such appointment as may be prescribed by the Govemnment, from
time to time.
In case a vacancy occurs for a temporary period, or is about to be
filled in on a regular basis, by selection or by promotion, and a
suitable person is not available, the Appointing Authority may appoint
any person who fulfills the conditions of educational qualifications,
experience, age, etc. for a period not exceeding six months or till the
vacancy is regularly filled in, whichever is earlier.

Provided that the vacancy shall be so filled in by temporary
promotion for not more than two years, under this Rule

(3) The Appoimting Authonity may, in case a vacancy of a post occurs for
a temporary period, appoint any person who fulfills the conditions of
educaunonal qualifications, expenence and in the same cadre or in
immediate lower cadre, 1o hold the sad post in addition to his own
duties, for a period not exceeding six months or till the vacancy/post
is filled in, whichever is earlier. To the extent possible such additional
arge may be given to the person in the same branch or division
31 (ll’ (a) Whenever any employee is rendered surplus in the cadre due 1o Surplus
~ reduction in the strength of cadre, whenever a semor employee
on foreign senice, on deputation or on lien resumes his post or
g whenever a senior employee is reverted from higher cadre or
whenever the employee appointed by selection joins the post,
the juniormost officiating employee shall be reverted to the lower
cadre, if any, from which he was promoted.
(b) The employee, either confirmed or officiating, may be reverted
to the post in the lower cadre, as a measure of punishment,
provided, he holds or had held such a post in the lower cadre.

- @)

(2) (a) Whenever any permanent employee is rendered surplus in the
s cadre by reduction in strength of cadre due to reduction in
1} AN &Af / number of students, closure of faculty or college or any other

valid reason, such employee shallbe absorbed in another
AR / el University, College or Recognised Institution in a similar
- " vacancy. To the extent possible, the conditions of service of the
employee shall not be changed 1o his disadvantage.
(b) The details of such surplus staff shall be intimated 1o the Joint
Director of Higher Education who shall provide necessary assis-
tance in absorbing such employee. . | SR

5% g =
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- ‘b‘ Hae ‘( ) Whenever such junior most surplus employee cannot be absorbed _
s é s “
V-

;

. services shall be terminated in accordance with the law .

P n~.
/ 2 Zf.m 32. (1) The employee who is given a substantive appointment on a permanent ~ =~
approved vacant post shall acquire a lien on that post.
(2) The lien of the employee on any post shall not be terminated under
any circumstances. The lien shall cease to be operative when he
ceases 10 be in the service, by virtue of acquiring a lien in a higher
post, absorption in foreign senace, reurement, resignation, discharge
or disrmssal.
(3) The employee given a provisional substanuve appontment shall be
G; given fully substantive appomtment and shall acquire 2 lien or the
suspended lien of another employee which ceases 10 be operanve,..

; sk €

znal . f" (4) The Appoinung Authority may suspcnd\hcn of the employeeTon
w1 ,‘, e deputation or on foreign senace 1if he 1s hikely to remain away from
9 ¥ ’ f i the post for a period of two to five years  The lien shall not however,

Jebs ~" n be suspended if the employee on deputation 1s due 10 retire within a
"',,\ s : period of three years from the date of deputation
© Working 33. (]) The daily, weekly or monthly working hours of the employee shall be
¢ as laid down by the Government, from ume 1o ime
! (2) Subject to the Govemment policy the Appomuny Competent Author-
r L iy shalrprcscnbc the daily working hoirs, the weekly holidays for the
s pe e specific employee or group of employees, section(s), department(s),
¢ = 'I College(s), Recognised Institution(s), as the case may be.

X (3) The Appointing/ Competent Authority may change the working hours
and weekly holidays as per the administrative convenience. The
employee shall discharge the dunes and functions dunng the working
hours prescribed by the Appointuing/ Competent Authority

(4) The Supervising Officer may, i necessary, require the employee under

him to work either before or after the working hours and the
employee shall comply.

(5) The employee, in Class Il or IV, shall be provided wath altemnate
compensatory holiday or the over time allowance and shall not refuse
his normal duties and such additional work.

It shall be the duty of the employee to lawfully discharge the functions

and perform the official task assigned 10 him in accordance with the

Act, Statutes, Ordinances, Rules and Regulations and the orders

Hours ) W”

Duties 34. (1)

in any other University, College or Recog,mscd Institution, 'h|s< er/

somde
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(2)

(3)

issued thereunder, from ume to ume. The employee shall comply with
the obligations artached to the post he holds and perform the specific
functions, sh:'nlzcall for specific norms of behaviour and meet the
required and avoid the prohibited conduct.
The period Spent on duty as incorporated in these Rules shall be the
duty peniod and include-
(a) Service as a probationer
(b) Joining time.
(c) A course of instructions or training authonised by the Competent
Authonty
(d) A course of instructions or training authorised by the Competent
Authonues like Vice-Chancellor, Registrar, Management of the
affiliated College or Recognised Institution, as the case may be
(e) The penod occupied °
(i) In anending any obligatory departmental examination

(i) In attending an examination which an employee of

University, College, or Recognised Institution must pass to
become eligible for a higher post in any Department in the
University, College or Recognised Institution

(111) In antending the Refresher/Onentation Course provided 1o
improve the professional competence, organised by the
Government, Govemment of India,U.G.C., NIEPA, and such
other bodies,as the case may be.

(f) Penod of absence from headquarters for attending the meeting(s)
convened by the Government, meeting(s) of commuttee(s)
appointed by the Government, University Grants Commission
and such other authorities; attending Selection Commuttee
meeting(s) or such other meenng(s) convened by other univer-
sity; etc. as may be approved by the Competent Authonty.

(g) Period of absence from headquarters for attending the business
of the University, College or Recognised Institution, as the case
may be.

Subject to the provisions of the Act, Statutes, Standard Code,

Ordinance and Regulations, the duties of the employees including the

officer shall be as specified in Appendix The Appointing/ Competent

Authority may assign specific duties and functions to the employee as

and when required and the employee shall comply.

P
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Transfer 35. (1)

()

4)

(3)
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The CompetenvAppomnung authority may transfer the employee on a

post in the cadre in which the employee is serving. Such employee

may be transferred.

(a) on administrative exigencies,

(b) as a routine periodical transfer,

(c) as a measure of disciplinary action, or

(d) on specific request of the employee
The wransfer may involve change in the headquarters / station of

work of the employee wathin the junsdiction of the University or the

same Management, as the case may be

Subject to the prowisions of these Rules, the Competent/Appointing

Authority may transfer the employee 10 3 post in 3 cadre higher than

the one in which the employee 1s serving, temporanly 1f the vacancy

is for a limited penod or regularly on promotion if the same 15 for

longer / indefinite period and available for being filled in by

promotion.

The Competent/Appointing Authority may, subject to the provisions

of these Rules or on specific request by the employee, transfer the

smployee to another post in a lower cadre

(a) If the employee requests specifically for a transfer 10 gnother
equivalent cadre, the Appoinuing Authority may examine the
merits and relative utility in granung the request and issue the
orders accordingly.

(b) If the Appointing Authonty is of the opimion that the service of
the employee is more useful in another equivalent cadre, it may
with the consent of the employee, transfer lum to such cadre.

Joining Time on Transfer:

(a) When the wransfer involves change from one station 10 another,
joining time of seven days including Sunday ?nd Hohday plus
one day for journey within the same and adjoining distnct or two
days for jouney other than that for transfer within the same and
adjoining district

(o) Joining Time of one day is permissible when the transfer 1s 102
new office but does not involve change of residence or there 1s
change of office in the same stanon.
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(c) Joining Time shall not be admissible when the transfer does not
involve actual change of office.

36. (1) The Assessing Authority shall prepare the Confidential Assessment

Report in the form prescribed in_the Appendix for the year ending
31 March, in respect of employee placed under his control. If the
employee has worked under the Assessing Authority for part of the
year, that authority shall write the report for such perod.

(2) The Confidential Assessment Report shall be reviewed by the officer as

y) B B
L R 9 prescribed in the Rule. Such Reviewing Authority shall carefully
~ examine the remarks, adverse or outstandingly good in character,
i " .t Vvenfy the same with the factual position and satisfy himself about the
_r# %, sad remarks. If the Reviewing Authority does not agree with the
T gesed® '/‘. remarks of the Assessing Authority, he shall state the reasons for not
v e \‘c'.- s agreeing and shall record his own assessment about work and conduct
S8 =3 A '.
" -+ of the employee.
e (3) The following shall be the Assessing and Reviewing Authorities
.\_‘. ' \§r Employee Assessing Reviewing
pr / Authonty Authority
G VI 2 3 4
| p?(fa) University Employee :
e /\ (i) Registrar, Director, BCUD,
2% .4 Controller of Examinations ~ Self Vice-Chancellor
n®. "'~ and Finance & Accounts
¥ da / Officer
#" " (ii) Other Officer in Class I Registrar Vice-Chancellor
(1) Employee in Class I or Director, BCUD Registrar
Class I Controller of
Examinations,
Finance & Accounts
Officer, Head of

the P.G.Department
or Deputy Registrar
concerned.

Assessment

-
-

‘

L,
.7".
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(b) College Employee :

(i) Employee in Class II

(i) Employee in Class III
and technical post.

Chairrman/
Secretary of
the Management

Pnncipal

College Registrar Pnncipal

(if any) or

otherwise Principal  Chairman of
Management, if
assessed by
Principal.

(4) The remarks in the Confidential Assessment Report, either adverse or

. <

~ (r_t (3] 3 C—

#3 e

\/a‘-\' .

outstandingly good shall be brought to the notice thc employee, in

A
writing, within three months. The advers remArks not duly commu-

nicated to the employee shall be disregarded.

(5) The employee, who has been communicated with adverse remarks,

may within thirty days of receipt, represent his case in writing 1o the
Reviewing Authonity. The Reviewing Authority, in consultation with
the Assessing Authority, may expunge or retan such remarks and his
decision shall be final, which shall be recorded in writing

- (6) The Confidential Assessment Report of the employee shall be the basis

(7)

for determining the merit. The record of the service shall be deemed
to be satisfactory if there is nothing adverse in the report for previous
three reporting years. Adverse remarks not duly communicated in
writing to the employee within one month shall be disregarded for the

purpose.
In case of Class IV employee the Competent Authority shall not
follow the procedure of writing the Confidential Assessment Report.
However, information regarding his outstanding performance,
misconduct or any other lapse on the part of such employee be
obtained from the concemed Head and communicated to him in
writing and shall be recorded in his Service Book.

Provided that, in case of the employee if such record is not
available, the Competent Authonty shall presume that his conduct is
good and he shall be given all the benefits such as promotion,
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(8)

37. (1)

(2)

()

increments, etc However, he shall not be eligible for advance
increments or preferential promotion without expressed record of his
outstanding performance. Similarly he shall not be compalsorily
retired from the services unless there is an adverse documentary
ewidence to that effect in his personal file.

If the employee possesses three to five consecutive consistently
outstanding reports about his performance or effective administrative
contnibution, the Appointing Authonty may, subject to the Govern-
ment directives, from time to time, consider his case for advanced
increment(s). The number of such advance increment(s), shall be one
or two. The Appointing Authority shall examine such proposal with
extra caution and jealousy.

A Serace Book, as prescribed by the Govemment, shall be main-
tamned by the Appoinung Authority, for every employee appointed
substanuvely or 1n officiating capacity on a permanent post or
appointed to a temporary post which 1s not of a purely temporary
nature.

The Service Book shall contain the record of service of each
employee covering all essential events in his official career such as (a)
date of birth (b) caste (c) mark of idenufication (d) permanent address
(e) first appointment, (f) subsequent appointment(s) or transfer(s) to
higher, equivalent or lower grade, (g) substantuive or officiaung nature
of appointment, (h) the scale of pay applicable (j) basic pay, (k)
increment(s) sanctioned, (1) stoppage of increment; for any reason(s),
(m) punishment with relevant offence or misconduct, (n) leave, except
casual leave, granted from tme to ume, (p) such other relevant
entnes.

(a) The date of birth of the employee shall be carefully recorded in
the Service Book only at the time of joining the service in the
University, College or Recognised Institution and shall be
verified with reference to the documentary evidence such as
school leaving certificate for class IV employees; S.S.C.
Ceruficate or Extract of Birth Register from appropnate author-
ity, such as Municipal Council or Corporation, village record.
However, any other document such as horoscope or an affidavit
shall not be considered as an authentic document for this

purpose.

Servics
Dok

(4)
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(b) In case of inaccurate entry of date of birth the employee may
apply in writing. The Appointing Authority shall, after sausfying
itself about the bonafides of the date of entry regarding the date
of birth, i1ssue order for correction to be made in the Service
Book and artest the correction thereof. However, such correc-
tion shall be made only within two years from the date of his
first joining the service, and no correction shall be made there-
after under any circumstances.

Whenever the employee is reduced to a lower rank, removed or

dismissed from the service or suspended from employment, the action

and reasons thereof shall be brefly recorded in the Service Book with
due authenucation by the Competent Authority

(5) The Appoinung Authonty shall keep the Service Book 1n safe custody

(6)

@)
(8)
&)

Service 38, (1)
Record

and shall not allow 1t to remain wath the employee

The employee may peruse the entries in his Service Book to ensure
that the service record is correctly maintained  All the entnes shall
be shown to the employee at the end of every year and signature
obtained thereon,

A duplicate copy of the Service Book may be supplied 1o the
employee on specific request

The Appointing Authonty may cause to verify penodically the
Service Book of each emplovee for correctness of entnes

The Service Book shall be retained in the office after the employee
ceases 10 be in service permanently.

The Appointing / Competent Authonty may retain the Confidential
Assessment Report and other reports of the employee in a separate
Confidential File. Any lenter of appreciation for good work or memo
for misdemeanour, order granting additional increment(s) or promo-
tion, order inflicung penalty or punishment, shall be maintained in
such confidenual file. The Registrar and Principal shall be the Compe-
tent Authority of the University and College respectively.

(2) A Personal File shall be maintained for every employee immediately on

Seniority 39, (1)

his appointment and all orders and papers in connection wath his
official record shall be properly maintained therein.

The seniority of the permanent employees under the University,
College or Recognised Insutution under the same management, shall
be with reference to the date of confirmation and in respect of



(2) (a)
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offictanng/temporary employees with reference to the date of
continuous officiation. In a cadre, the employees who are confirmed
shall be senior and rank above the employees who are officiating.

The senionity of the employees selected at the same interview
shall be as per order of preference given by the selection com-
mittee, irrespective of the dates of their joining. If these employ-
ees complete the probanon satisfactorily and are confirmed within
the normal stipulated penod, their seniority shall not be affected.

However, 1if the probationary period and date of confir-
mation are postponed due to the leave availed of, due 10 falure
in passing the departmental examination or due to unsausfacto-
rily performance, the seniority of the employee shall be
determined with reference to the date of his confirmation
(b) The employee who is promoted from a lower cadre shall be
confirmed wath effect from the date on which the permanent
post becomes available for filling 1n by promotion or from the
date on which the employee completes a period of two years'
sausfactory performance, whichever 1s later. The semonty of
employee shall then be determined with reference to the date of
confirmation

The period spent on extraordinary leave, shall be
excluded from calculation of two years penod.

(3) The senionty of the officiaing employee under the University,

College or Recognised Insutution under the same Management, shall
be determined on the basis of date of continuous service in the cadre.
e date of joining the service on probation or the date of promotion
| as the case may be, shall be taken as the date of continuous
i service for this purpose. The service rendered by the employee in
‘other recognised insttution or Colleges under the same Management,
whether aided or unaided or in the Office of the Management, shall be
treated as valid service and the same shall be counted for senionty.

(4) The employee appointed by selection or promoted from lower cadre to

a post in higher cadre shall rank below the employees in that cadre on
that date, irrespective of inier-se seniority of the promoted employee
in the lower cadre or the pay drawn.

Provided however, that in respect of promotions after 30th
/ January, 1997, even though a Scheduled Caste/ Scheduled Tribe

Standarnd Code Rules, 1998

employee 1s promoted by virtue of rule of reservanon or roster, easher
than his senior and such a senior employee is promoted later to the
said higher grade, that senior employee shall regain his senionty over
such S.C./S.T. employee and the earlier promotion, of the S.C./S.T.
employee in such situation, shall not confer him senionity over the
senior employee eventhough the senior employee is promoted later 1o
that category.

~—  Provided further that if the subsequent promotion requires

minimum period of experience in the lower cadre and if the senior
employee does not fulfil the condition, he shall deemed to have such
expenence with effect from the date on which the S C/S T employee

was so promoted

(5) The employee reverted to the lower cadre shall regain his semionty in

(6)

that cadre which he would have acquired had he not been so
promoted.

If the employee requests for a transfer 10 equivalent cadre, the
Appointing Authonty may examine the ments and relative unlity n
granting the request and may issue specific orders. In such case, the
employee shall rank lowest in the semonty and the date of tuch
transfer order shall be the relevant date

(7) If the employee requests for transfer from higher to lower cadre fiom

(8)

which he 1s promoted, and if the Appoinung Authonty grants the
same, the employee shall acquire senionty at the appropnate level in
the lower cadre had he not been so promoted.

If the Appointing Authority is of the opinion that the services of the
employee are more useful in another equivalent cadre, the Appointing
Authority may, with the consent of the employee, transfer him 10
other cadre. In such a case the employee shall rank at appropnate
place wth reference to the date of his continuous officiation or pro-
bation in the former cadre and senionty be fixed in the lanter cadre.

\(9) The seniority list of all the employees in 2 cadre shall be prepared, as

on 31st March. The provisional seniority list shall be made available
to the employee for a reasonable inspection and for submission of
claim(s) and/or objection(s), if any. After consideration of claims and
objections, if any, of the employee(s) in the cadre, the Appointing
Authority shall prepare the final senionity list and publish it by the end
of every calender year. The employee not satisfied with his entries in
the final seniority list may appeal to the Grievances Committee, whose
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dcasxon shall be final and the same shall be mcorpor:ncd in the
subsequent senionty list.

40. The employee shall be considered to be incapacitated to discharge his Incapacity

duties either on physical or mental grounds for the reasons stated below or

otherwise as may be determined by the competent Medical Authority.

(1) The crﬁp!oyce may be considered to be physically incapacitated,

(a) due to accident, resulting in loss of limb or being seriously
injured, etc. that he 1s unable 1o perform his duties,

(b) due 0 severe iliness such as Paralysis, Heart anack, Cancer,
Leprosy, etc. unabling him 10 perform his dunes

(2) The employee may be considered mentally incapacitated to render his
services, if,

(a) he has tumed nsane.

(b) he s not capable of meeting with the requirement of the post to
which he 1s appointed, despite of his mental equilibrium having
been properly set

(3) Wherever employee is to be declared to be incapacitated either physi-
cally or mentally, his case shall be referred to the Commintee consu-
tuted by the Competent Authority as per Government rules fiom time
to ume. Constitution of such comminee shall be -

(a) for University .

(1) Senior Deputy Registrar nominated by the Registrar,
Chairman.

(i) Medical Officer of the University

(1) Deputy Registrar (Establishment), Member Secretary

(b) for College/Recognised Institution
(1) Prncipal - Chairman.

(1) Registered Medical Practitioner nominated by the Principal
(111) Seniormost employee in the College / Recognised Institu-
tion nominated by the Management,Member Secretary.
The Commuttee shall scrutinise the case of the employee and
shall submit its report to the Competent Authority.

(4) After receipt of the report, the Competent Authonty shall refer the
report to Civil Surgeon if his basic pay is less than Rs. ____ and to
Medical Board, if the basic pay is more than Rs. for the
purpose of their opimion.

-

AN

() Afier receipt of the medical report from the Civil Surgeon or Medical
Board, as the case may be, the Competent Authority shall take the
final decision.

Provided that the Competent Authority shall consider such case
keeping in view prime interest of the University, College or Recognised
Institution and with sympathetic view towards the employee.

(6) The mental or physical incapacity to function efficiently in his existing
post may be treated as incapacity for continuing him in the same post
or appointment in higher post, provided the incapacity is well proved
The Competent Authonty may adopt such a procedure judiciously
The Competent Authonty shall, however, endeavour to see whether
the employee can be provided alternate service in an equivalent post
or any other post. The employee or his representative shall be given
full opportunity to represent his case.

Explanation : The same procedure as mennoned in Sub-Rules (3). (4)
and (5) shall be followed in this case.

(7) The employee declared incapacitated either physically or mentally shall
be retired from the service of the University, College or Recognised
Institution by the Competent Authority with effect from the date of
medical report The employee concerned shall be eligible for the post-
retirement benefits, provided he fulfills the minimum requirements as

__laid down by the Government from time to ume.

/(8) The Class II1 and IV employees working in the University, College or

Recognised Institution shall be considered for incapacity, provided
they are below the age of fifty five and fifty seven years respectvely

“(9) 1f the employee in Class Il or IV working in the University, College

or Recognised Institution, expires during the active service or renres

on medical grounds, one of the relatives of such employee, shall be

appointed on compassionate ground in the services of the University,

College or Recognised Institution, as the case may be, in the lowest

post in the Class Il or IV as per the Government rules, from ume 1o

time, provided he fulfills the required qualifications.

Provided that such appointment shall be made only against approved
and clear vacant post. In no case; shall a new post be created for such
appointment.

Provided further that, for the purpose of appointment on compassion-
ate ground the term 'relanve of employee’ means the relative as provided in
the Government orders for this purpose, from time to time
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CHAPTER IV
PAY AND ALLOWANCES
41. (1) The employee of the University, College or Recognised Institution

3)

4

(3)

shall, unless otherwise directed, be entitled to receive the pay, for the

services rendered, in the scale of pay prescribed for the cadre in

which the employee 1s appointed, with effect from the commencement
upto the cessation of the service in the University, College or

Recognised Institution under the same Management.

(a) The scale of pay, for the Super Class-I posts shall be as laid
down by the University Grants Commission, and approved by
the Government or as lad down by the Govemment from time
to time; as the case may be and in respect of employees in Class
I, TI, IIT and IV shall be as prescribed by the Government from
time to time

(b) Whenever the Government revises the scale(s) of pay, for the
employees of the University, College or Recognised Institution,
the pay of the employee shall be revised according 10 the
formula(e) prescnibed by the Government.

The initial pay of the employee selected by the University College or:

Recognised Institution shall be minimum of the scale of pay,
Provided that the principle of protection of pay shall be

applicable in respect of an employee who is already in service of the

University, College or Recognised Institution in the State of

Maharashtra.

Provided further that, in exceptional cases, the Selection
Committee may recommend not more than three additional
increment(s), over the pay drawn by the candidate in his previous
post, subject to approval of the Govemment.

In respect of the employee who expires while in service, his pay shall

be drawn for the day on which the employee died. The hour at which

the death takes place shall have no effect on the claim.

(a) The officiating pay, deputation (duty) pay drawn from the
University fund or the college fund shall be taken into account
for calculanng pensionable pay;

(b) Pay drawn by the employee while in foreign service shall not
count for pension. In such case, the pay which the employee

Puy
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Additional 42, (1)
Churge

(2)
(3)

Pay on 43. (1)

Promotion
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would have drawn had he not been sent 1o foreign service shall
be taken into account; and it shall not include special pay unless
the employee performs or discharges the work or responsibility
in consideration of which the special pay was sanctioned,

If the employee 1s assigned to hold the additional charge of the post(s)

of equivalent or higher status, he shall receive additional pay, based on

his presumptive pay, as may be prescnbed by the Government from
time to time. The Competent Authority while sanctioning the
addituonal pay shall record the following ceruficate

(a) The posi(s) of which the additional charge(s) 1s/are held 1s/are
not directly subordinate 1o the onginal charge;

(b) There has been specific addition to the work and responsibilines;
and

(c) The post(s) 1s/are independent posts having independent
Junsdiction y

The additional pay shall be admissible, if the the period of addinonal

charge is more than 15 days.

If the employee holding one post 1s assigned the charge/post subordi-

nate 1o his own, no additional pay shall be admissible

(a) ©On promotion, either in a substantive or 1n an officiating capac-
ity carmying higher scale of pay or carrying higher dunes and
responsibilities, the iminial pay of the employee in the higher post
shall be fixed at the mimmum of the higher scale of pay, or at the
stage next above the pay notionally amved at by increasing his
pay in the lower post by one increment at the stage at which
such pay 1s accrued, whichever is more.

(b) If the employee has reached the maximum of the scale of pay in
the lower post, his notional pay for the purpose of this rule shall
be armived at by increasing that pay by adding an amount equiva-
lent to the last increment.

(c) If the conditions laid down in clause (a) are not sausfied, he shall
draw as initial pay of the stage of the scale of pay next above his
pay in respect of the lower post.

(d) If the employee promoted to higher post happens 1o draw lesser
pay than his jumor, promoted to the said post, the pay of the
senior employee shall be siepped up to a figure equal to the pay
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of‘his junior emplovee, as prescrnibed by Government from time
1o ume.

¢ o —— -
U ? i “(2) The officiating period(s) for which the employee has served in the said

WY p):’i

(3)

(4)

or similar higher post under the University or the same Management,
shall be counted for calculaton of increment and fixation of pay on
promotion.,

If the appointment to the higher post is for less than fifteen days, the
emplovee may be placed in-charge of the current duties of the post
but no formal appointment to officiate shall be made, unless formal
appointment is essential in order to prowide for the exercise of statu-
tory powers. The employee shall not, in such case, be enutled 10
fixation of pay in the higher scale of pay

If the employee has previously held the same post or another post on
the same or identical scale of pay, save as provided under these rules,
his imitial pay shall not be less than the pay which he had drawn on the
last such occasion, and he shall count the peniod dunng which he
drew that pay on such last and any previous occasion for increments
in the stage of the scale equivalent to that pay.

44. (1) The emplcvee on reversion shall draw pay in the lower scale of pay, not

- aiadak i

45. During the joining time, the employee shall be entitled to the pay drawn by Pay during

.

()

less than that which he would have drawn, had he not been so
promoted

In case the employee i1s reverted as a measure of punishment on
account of misconduct, the Competent Authonty may fix his pay at
any lower stage in the lower scale of pay.

Provided that the subsistence allowance already pad to the
employee shall be fully recovered either from the pay and allowances,
as the case may be or from the leave salary payable to him.

When the employee is reverted on account of misconduct or ineffi-
ciency to a post carrying lower scale of pay, and is subsequently
promoted or reinstated, his previous service in the post from which he
was reverted, shall count for increment unless the Competent Author-
ity declares that it shall not be so counted either in whole or in part.

Pny on
svorminn

him in the earlier post, irrespective of whether the post held is equivalent, -’T"‘ﬂiﬂt
lower or higher i grade and/or in responsibilities. e

Provided however that, the employee, proceeding to join or returning

Increment 46,

o
N
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from the foreign service, shall be enutled to the pay payable 1o him on the
post in foreign service.

(M

()

(4)

The employee, having his pay on the scale of pay, shall draw incre-

ment every year unless it is withheld The benefit of increment falling

due on any date of the calendar month shall be extended to the

employee from the first date of that calendar month, without affecting

the date of increment(s).

The Competent Authonty wathholding increment shall expressly state

in the order the penod for which increment has been wathheld, and

whether it shall be inclusive or exclusive of any interval spent on leave

before the period 1s completed

(a) If the employee is promoted to higher grade / post, he shall
draw the increment on completion of full peniod for increment
in the higher post and higher scale of pay

(b) If the employee, promoted to higher post, finds it beneficial 10
postpone his date of increment to the date of increment in the
lower grade, the employee shall have an option to choose either
of the dates on accepung the promouon_,)s prescribed by
Government from time 1o time

Service rendered, by the employee on probauion, in the circumstances

mentioned below, shall count for increment in the scale of pay

(a) The employee on probation shall draw first increment on comple-

tion of one year,

He shall draw the second increment only on completion of

probation satisfactorily, irrespective of the penod from the date

of first increment;

The first and/or second date(s) of increment shall be extended by

the period for which the employee on probation has availed any

leave, except the casual leave, in the intervening penod(s).

The date on which the employee completes the probation satis-

factorily shall be the date of subsequent increment (s), unless the
same is modified later due 10 some other reason such as revision

of pay, period of extraordinary leave, etc.

The employee whose probationary period is extended on
account of failure to pass departmental examination, within the
prescribed time limit or on account of leave taken by him during

(b)

(c)

(d)

(e)
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47.

(5)

(6)

o)

the probanonary period, shall be allowed to draw,second
increment on completion of probationary period satisfactonly.
() The employee whose probationary period is extended on
account of unsatisfactory performance shall be allowed to draw
second increment only with effect from the date of satsfactory
completion of the probationary period
Service rendered in the circumstances mentioned below shall count
for increment.
(a) All duties whether continuous or otherwise in a post on a scale
of pay,
(b) Authonsed leave other than extraordinary leave,
(¢c) Extraordinary leave on medical grounds with the permission of
the Competent Authonty
Provided that. in exceptional circumstances, if employee 1s
required to avail of extraordinary leave for reasons beyond his
control, the Appointing Authonity, by an order in wnting may direct
that the absence on account of leave wathout pay shall not affect his
normal date of increment.
(d) The duty performed by an employee in higher post in offictating
or temporary capacity, on reversion to the lower post
(¢) The penod spent on deputation to foreign service
The employee on authorised leave shall draw the aanual increment
falling due, duning the leave period, on the date due, however, shall
receive the effect on resumpnon of duty after expiry of leave, alongwith
the arrears. The leave shall not have effect on the date of increment,
except the extraordinary leave which is declared to have effect on the
date of increment.
The Competent Authority may withhold, by an order in wnung, the
increment of the employee if his conduct has not been found to be
satisfactory, or his work has not been satisfactory. The Competent
Authority while ordering the withholding of the increment shall state
the period for which it is to be withheld and whether the withholding
shall have effect on future increments.

The Competent Authonty may grant personal pay to the employee 10 Save Pursonal
him from loss of substantive pay in respect of a permanent post, other than Py

a tenure post, due to revision of pay or due to any reduction of such
substantive pav otherwise than as a measure of disciplinary action

.
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(1) The employee working on a post in the scale of pay shall be enutled

(3)

4)

(5)

0}

1o allowances such as the Deamness Allowance, Compensatory Local
Allowance, House Rent Allowance and such other allowances as may
be sanctioned by the Govenment, from time to time to its employees
working in equivalent scale of pay.

For the purpose of calculating allowances which are related to pay,
the term pay shall include basic pay, additional pay, officiating pay,
personal pay or special pay, if any as may be determined by the
Government from nme to ume The allowances except cash allow-
ance (i.e. allowance sanctioned for handling cash), typing allowance,
shall not, however, count as pay for this purpose.

Dearness Allowance may be drawn duning the peniod of any kind of
leave, except extraordinary leave

The House Rent Allowance shall be admussible to employee at the
places and at the rates as sanctioned by the Government 10 11s

employees working in equivalent scale of pay, from ume to time ~

When an employee 1s provided with the residential quarters by the
University, College or Recognised Institution either on rent free basis
or on rent basis he shall not be enutled to House Rent Allowance If
the residenuial quarters are provided to the employee of the Umver-
sity, College or Recogmised Insutution he shall pay the maintenance
and other charges as per the Government rules, from time to ume.

In case where both husband and wife, or more than one member of

the family, living together are in service under the same University,

College or Recognised Institution they shall draw deamess and house

rent allowances if otherwise admussible to them. If they are provided

with a single residenuial accommodauon, one of them shall pay the
maintenance and other charges and others shall be enuitled to house
rent allowance.

(a) The employee on eamed leave shall be entitled 1o the pay drawn
by him immediately pnor 10 the commencement of leave. plus
allowances admissible on that pay

(b) The employee on half pay leave or on leave not due shall be
entitled 10 half the amount of pay drawn by him immediately
prior to the commencsment of the leave, plus allowances
admissible on such amount.
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(c) The employee on commuted leave s enutled to leave salary
equal to the amount admissible under clause (a).-

The employee, who is granted leave not due, shall be entitled to
leave salary equal to the amount admissible under clause (a) or
(b), as the case may be.

The employee, who is granted special disability leave, shall be
entitled to leave salary equal to the amount admissible under
clause (a) for the first one hundred and twenty days and amount
admussible under clause (b) for the remaining period.

(A | The lady employee on matemity leave shall be enutled to leave
\ salary, admissibie under;

(1) clause (a), in case the employee 1s permanent

(d)

(e)

(1) clause (a), in case of temporary employee, who has put in at
least two years continuous service,

(m) clause (b), in case of temporary employee who has put in
more than one year contnuous service but less than two
years conlinuous service.

" (1v) the temporary empl&yee with less than one year service
\ shall not be enutled to any leave salary.

(2) (a) Surrender Leave- The employee allowed 1o surrender his leave
shall be enuitled to leave salary as per clause (a) of Sub-Rule (1),
with thirty days reckoned as a month. The surrender leave salary
shall include pay, personal pay, compensatory local allowance,
deamness allowance, but shall not include house rent allowance,
additional pay, officiating pay, special pay, if any

The surrender leave salary shall be paid immediately prior to
commencement of leave, and shall not be hable to deduction on
account of prowvident fund, house rent, repayment of dues of
e cooperative societies, eic.

/(3) The employee on study leave or on special leave shall be entitled tj
leave salary as pa; clause (a) of Sub-Rule (1). S

(b)

50. The em?oyee. on ceashing 10 be in the service, shall be enutled to encash Encas
the unutilised eamed and half pay leave 10 his account on the date, as of Leave

prescnibed by the Government, from time 1o ume, as follows -
(1) The amount of encashment of unutilised leave shall be with thirty days

‘ubtillcnq

Al |ow. nce
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being reckoned as a month. The same shall be inclusive of pay and deamess
allowances admissible but shall not include compensatory local allowance
and house rent allowance.

(2) The amount of encashment of unutilised leave shall be paid in one
lump sum and as one time serlement. No deduction shall be made
from this amount on account of pension or pensionary equivalent or
other retrement benefits.

The employee who retires from service on attaining the age of
. R Ll L X
renrement while under suspension shall be pmﬂ cash quivalent of
leave salary under Sub-Rule (1) to his credit on the date of his
superannuation, provided that the employee has been fully exoncrated
and the suspension was wholly unjusufied

(3)

'\u""; '
(4) With a view that the retining employee receives cash’equivalent of
unutilised leave without delav, the following procedure shall be

7 followed.

2 (a) The employee reuring on superannuation or on voluntary basis

i +  shall inform in wnting to the Competent Authonty, three months

in advance, that he desires to avail of cash equivalent of the
unutilised leave to his credit, on the date of his renrement.

(b) The Competent Authority shall, after sausfying nself that leave,
if any, availed of by the employee afier receipt of his written
inumanon as in clause (2) i1s actually deducted from the leave
due and admissible as on the date of retirement, arrange 10 1ssue
necessary orders sanctioning encashment of unuulised leave,
within a week of the date of his retirement.

In case of the employee retiring on compassionate/ invalid
pension or resigning his post, the Competent Authonty shall
1ssue necessary orders without requiring the inimauon as above.

(d) Payment of cash equivalent of leave salary in respect of unutilised
leave to the credit of retiring employee, shall be made irrespec-
tive of whether or not ‘No Demand Centificate’ from the
Registrar or the Principal concemed is received.

(c)

51. (1) The employee under suspension shall be paid the subsistence

allowance at the rate of half the pay for a period of the first six
months, at the rate of 75% of the pay for the period of next six
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(2)

()

(4)

(3)

(6)

months and at the rate of full pay thereafter, if the peniod of
suspension 1s prolonged, for reasons not directly attributable to the
employee, and the allowances admissible thereon from time to time.

The employee under suspension shall be paid the subsistence
allowance at the rate of half the pay and the allowances thereon, if the
period of suspension is prolonged for the reasons directly attributable
to the employee.

The employee shall furmish every month the following cerficate
before he is paid the subsistence allowance-

"I cerufy and declare that | did not engage myself in any private
employment, trade or business dunng the peniod 3

Prowvided that if the Competent Authority Suspects genuineness
of the ceruficate, he may have the same duly venified, if necessary
throuzh the police authonties, and 1f the employee 1s found to have
furmshed a false certificate 1t shall be construed as an act of miscon-
duct and shall be an addiuonal charge n the enquiry against him

Any other compensatory allowance payable to the employee shall be
subject 1o the extent and the conditions as may be prescribed by the
Competent Authonty.

(a) If the employee, under suspension IS undergoing a trial in a
cniminal court and depantmental inquiry under these rules, he
shall be provided with the subsistence allowance under Sub-Rule
(1) or (2) above.

(b) If the employee under suspension IS convicted by the competent
court and sentenced to impnsonment, the subsistence allowance
shall be reduced 10 a nomunal amount of Re. 1/- (Rupee One) per
month till he undergoes punishment or tll he deems to be in
service of the University, College, or Recogmised Institution,
whichever is earlier.

(c) If the employee under suspension is acquitted in appeal he shall
draw subsistence allowance at the normal rate under Sub-Rule
(1) or (2) from the date of acquittal till the disposal of inquiry
under these Rules.

If the employee under suspension anains the age of superannuation,

he shall deem to have been retired and shall not be entitled to any

.)(kt‘

Tflv’";ng
Allownnce S2.

(7

(8)

%)
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subsistence allowance 1f he 1s covered by the Contributory Prowvident
Fund scheme, he shall be enttled to his own share of contribution but
shall not be entitled to the University or Management share. If he is
covered by the Pension scheme, he shall be entitled to provisional
pension not exceeding the maximum pension admissible to him for
qualifying service upto the date of suspension. The University or
Management share of CPF or the final pension and the gratuity shall
be paid to him after final decision of proceedings against him.
If the employee under suspension is exorerated and/or it is observed
that the suspension was wholly unjustified, the employee shall receive
full pay and allowances 10 which he would have been enutled had he
not been so suspended
When the employee under suspension 15 reinstated, after undergoing
the punishment/penalty under these rules,unless the Competent
Authonty has already passed such orders at the ume of inflicung the
punishment, the Competent Authority may by order state, )
(a) whether the sud period be treated as duty, leave or leave not due
and
(b) the nature of pay and allowances 10 be pad for the perniod
The subsutute person appointed in place of the employee under
suspension, with the prior approval of the Jownt Director, shall be pad
the salary from the Unmiversity or the Management funds and shall be
admissible for 'salary grant', not otherwise .

(10) In case the Umversity of the Management fails to pay the subsistence

\

allowance, the Jont Director shall pay the same and deduct the amount
from the grants payable to the University, College or Recognised
Institution, as the case may be.

(l.)~ The employee required to underiake tour in the course of discharge of

his duty, shall be entitled to travelling allowance and daily allowance
as prescribed by the Govemment, for it's employees working In
comparable scales of pay, from tme 1o time.

(2) The employee proceeding to his home town or otherwise and back

during leave shall be enttled 10 leave travel allowance as per the rules
and rates prescribed by the Government, from time 10 time.

(3) The employee is entitled for the Leave Travel concession to visit any

place within the Maharashtra State as prescribed by the Government,
from time to time.
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(' (4) The employee shall be enutled to Travelling Allowance-and Daily

Allowance on transfer from one station to another and to retum from
place of work to place of his residence on retirement, as prescribed by
—_  the Govenment, from time to time.

53. If it becomes necessary, the supervising officer may require the employee Overtime
working under him to work, either before or after the office hours. The Allowance
employee required to work overume shall be entitled 1o overtime allow-
ance as prescribed by the University, from time to time. The employee shall
not refuse 1o work overtime, otherwise it shall amount to misconduct.

54. The employee working in the University, College or Recognised Institution Medical
shall be eligible for the Medical Reimbursement as per the Government Reimburse
rules, from ume 10 tme. —

CHAPTER V
LEAVE

85, (1) The employee shall eam and be entitled 10 the leave, generally in Genernl
proportion to the period of service/duty and of the kind specified Conditins
hereinbelow. However, the leave cannot be clamed as matter of nght.

(2) The employee may be granted leave only on his request The
employee shall not be compelled to proceed on leave. The employee

: may curtail period of leave, with the approval of the Competent

i Authonry.

\ Provided that in case the employee is contesting the elecuon or/\ )

! has contracted any contagious disease, the Competent Authority may
require him to proceed on leave and the employee shall comply.

(3) The Competent Authonry may sanction or refuse the leave applied
for, but shall not alter the nature of leave, except with the request /
consent of the employee.

(4) The Competent Authonty may not grant leave 1o the employee so as
to deplete the strength of service or department below essential
minimum. In such a case and particularly if' a large number of
applications for leave is received, the Competznt Authority may
consider the following factors:

(a) special circumstances for which leave is requested;

(b) amount of leave due to the applicant;

(5)

(6)

(7)

(8)

)
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(c) whether applicant was recalled from hus last leave or has been
refused leave in the interest of office requirement;

(d) the period and character of the service rendered by the applicant
since his last retumn from leave;

(e) the employee who can for the time being best be spared,

(f) whether any of the employees already on leave can be recalled 1o
duty in order to spare the employee for availing of his leave.

The employee may combine one kind of leave with another, except
casual leave, subject to the limit of aguregrate period of absence as
may be prescribed.

Application for leave on medical ground shall be accompanied by a
ceruficate of Medical Authonity, indicating the nature and probable
duration of illness The employee returming from leave on medical
ground, shall produce a cernficate of fitness.

If the employee frequently applies for medical leave wath short inter-
vals, he may be referred to the Medical Authonity 1o examine the state
of his health, the period of recovery and whether he would be fit for
duty after the rest and treatment.

The employee, on leave, shall not engage himself in any other employ-
ment. trade or business, either full-ime or pari-ime except casual
literary work or public service of casual nature.

The employee shall resume his duties immediately after the penod of
Jeave sanctioned, otherwise it shall be construed as overstay and may
entail refusal of leave or leave salary and may be treated as miscon-
duct unless the Competent Authority condones the irregularity, for
reasons to be recorded. The employee shall not be permitted 10
formally join the duties at the end of leave with intention of taking
leave again within a few days.

(10) The employee discharged or removed, except on account of miscon-

duct or who has once resigned, if reappointed, the leave to his
account prior to date of ceasing fo be in service shall lapse and shall
not be entitled to claim leave in respect of service rendered prior 10
his discharge, removal or resignation, as the case may be.

(11) If the employee, retired on compassionate/invalid pension is reem-
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ployed and allowed to count the past senace for pension, he shall be
entitled to count his previous and subsequent services towards leave.

(12) The employee appointed on contract basis in scale of pay shall be
entitled 1o leave in accordance with the terms of the contract entered

into by him with the Competent Authonty.

56. (1) (a) The employee shall be entitled to nwelve days casual leave in a
calendar year, or as prescnibed by Govenment, from time to

tme.

(b) (i) The employee shall obtain permission for casual leave

(c)

(d)

(e)
(H

ordinarily before the day from which it is required In
exceptional circumstances where applicanon of casual leave
cannot be submuried before it begins, the employee shall
apply for ex-post-facto sanction

(1) If the Competent Authonty 1s not sausfied about the excep-

nonal circumstances, the casual leave avaled of without
prior permission may be treated as leave without pay.

(i) Mass casual leave shall not be treated as casual leave It may

(i)

be treated as unauthorised absence and dealt with accord-
ingly The action 10 go on mass casual leave may be treated
as misconduct,

In case the employee or emplovees 1s/ are unable to attend
his duty for reasons of natural calamity, the Competent
Authority may sanction the same as casual leave and shall
not amount to mass casual leave,

The employee shall be entitled 1o not more than five days casual
leave at a ume. The Sundays and/or Public Holidays so also a
holiday or a series of holidays are permitted to interpose
berween the peniod of casual leave. However, the total period of
casual leave and holidays enjoyed in continuanon at one time
shall not exceed seven days, save only in exceptional circum-
stances, may be extended upto ten days.

Casual leave cannot be combined with any other kind of leave.
Casual leave for half day can be granted to the employee.

Cusual
Loave

50
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{2) The following kinds of special casual leave shall not be debited to the
casual leave admussible 1o employee:
(a) Special Casual Leave under the Family Planning Scheme:

QOccasion

Special Casual Leave Admissible

(1
(i)
(iii)

(v)

v)

Vasectomy or as the case

may be tubectomy operation
Female Employees undergoing
non-puerperal sterilization
Female employees undergoing
1L.U.C.D. insernion

Employee whose wife undergoes
Generic- Sterilization

'(non-pi:erpcral tubectomy)

Employee whose wife undergoes
tubectomy operation immediately
afier the delivery

Not exceeding six working days
Not exceeding fourteen davs

One day, subject to

production of a medical ceruficate
Not exceeding seven days, subject

to production of a medical ceruficate

Not exceeding four days subject 10
production of a Medical Ceruficate

Explananon . The special casual leave under sub-clause (i1v) or (v) may be
combined with ordinary casual leave or regular leave provided the apph-
canion 1s supporied by a medical certificate. by the doctor performing the
operanion, to the cffect that the presence of the employee is essenual 1o
look afier his wife during the period of leave.

(b) Special Casual Leave on other occassions.

(1) Ant-rabic treatment
(1) Parucipation in natonal
or intemational sports

including its selection trials
as player, coach, manager,

umpire, referee
(n) Mountaineenng

(iv) Free Blood Donation

Upto three weeks

Upto thirty days, subject
to the provisions of
Explanations

1 and 3.

Upto thirty days, subject

to the prowisions of
explanations 2 and 3

One day (either on the same day
or on the very next day of
donation of blood but not on any
other subsequent day).



e

Standard Code Rules, 1998 51 52 Standard Code Rules. 1998
Explanation (1) - When the employee is selected Jor such parucipation in (4) (a) The employee may, at his request, be allowed to surrender eamed
International Sports eveni(s) by National Sports Federation or Association leave upto thirty days, only once in a financial year on availment
recognised by the All India Council or Board approved by Minisiry of of not less than thirty days eamed leave, subject to approval by
Human Resource Development of Government of India. : the authority competent to sanction eamed leave and to the
Explanation (2) : When the employee is selected Jor such participation in followng conditions, namely :
sport event of nanonal imporiance held on an Inter-Siate, Inter-Zonal or (i) The number of days of eamed leave surrendered under
Inter-Circle basis in a team or in his personal capacity: these rules shall be reckoned as surrendered on the date of
Explanation (3) - Special casual leave for Moumamncering shall be commencement of actual leave taken and shall be deducted
admissible when expedinon 1s approved by the Indian Mountaineering from the leave account of the employee on thar date,
Foundanon. (ii) The total of eamed leave actually availed of and surren-
(3) Account of casual leave and Special Casual leave availed of by the dered shall not exceed the maximum leave admissible 1o the

employee shall be mauntained separately employec at any one nme, namely 120 davs
(4) Competent Authonty may refuse casual leave if it 1s requested on (i) On retum from earned leave the employee shall serve the
fimsy pretext The Competent Authority shall have the power 10 University, College or Recognised Institution for a perniod
grant casual leave 1n proportion to the penod of the calendar year and of not less than that of the eamed leave surrendered i
the casual leave availed of unul then. The Competent Authority may " (b) In case of the employee on the verge of retirement, the period of
grant leave without pay of shorter duration if no casual leave s t leave surrendered shall not exceed peniod of duty between the
available 1o the employee. _ date of expiry of leave availed! of and the date of retirement.
) :1';'. dcmployl:c 'g Class m:‘ lhrv if asked to work on Sunday or '(¢) The surrender of eamed leave shall not be allowed to the
oliday by the Competent Authonity in wnting, shall be enntled 10 X employee who is on leave preparatory to renrement or who
have compensatory holiday dunng the same calendar year C ompen- ‘. resigns while on leave
satory Holidays shall not be accumulated for more than three days and = - .
shall not be allowed 10 be carried forward 1o the next calendar year (d) The employee who is permitted 1o surrender leave shall not
Compensatory Holiday may be prefixed or suffixed 10 leave due or orfimanly be pcmuned o duty before the expiry of the
holiday. thirty days leave sanctioned to him.

57. (1) The non-vacational employee, shall be entitled to earned leave for the Eurned (¢) In case the employee, on eamed leave with surrender, is compul-
penod spent on duty, at the rate and subject to accumulation of Leave sonly recalled to duty, he may be allowed to enjoy the balance
maximum, as prescribed by the Government from time to time. eamed leave before expiry of six months from the date on which

~. (2) The employee shall apply, in prescribed form, for the Jeave from his :\\e ![:oceedcd - e:ulned I:a\;;ewuh lsurret:’der'.nﬂ‘r Cfmpe{::
- l*,-‘} account of eamed leave and proceed only after the approval and l:io:.ng 'r:xeay gr?m ;avgx OH o °’;e; uen glo =P ;;"m
AV relief The empi b orsis » i pe applies for it. However, if the employee
LQ\”\ leave at a n-e::: oo iy D6 S B0t mote than 120, duys ask for the balance of eamed leave, the balance shall lapse and
B oo : - ey _ the said period shall be debited to his leave account as if he had
(3) The employee, who is declared as vacational, if required to anend his enjoyed it
eh “Th#  duties duning vacarion at the instructions of the Head of the Depart- L ’
" , ment, shall eam leave at the rate of one third number of days spent on Fialf 1 p:; 8. (1) ;'(l;::;snr;!oyee. shall bel::ided lt.:”l_eave on {‘;’f ;;ay 'Os:"e m:‘du c:;f
3] duty. He shall be entitled 1o accumulate th limi R EYRRL SOFPIEEL YN Gl Seriice: The ieave 50 e
it L S SR8 Same: ypi e i, 48 be accumulated without any limit. The employee shall not be entitled

_empele?

prescribed by Sub-Rule (1), and to avail the same.




Standard Code Rules. 1998

59.

60.

61.

(1) The commuted leave shall be debited 1o the account of leave on half

to leave on half pay duning the first year of his service. The leave on
half pay due may be granted 1o the employee either on medical ground
or for private reason. The leave requested on medical ground shall be
supported by the certificate from the Medical Authonty.

Provided that, the peniod of suspension, if any, finally treated as
suspension shall be excluded for counting completed years of service
for this purpose.

If the employee is on leave on the day on which he completes a year
of service, he shall be enutled to half pay leave without having to
return to duty.

The employee may, with the approval of Competent Authonty, commute Commuta
leave on half pay at his credit on the following conditions, namely Liaye

(M

Maternity 62.
Leave

(2)

(3)

pay at the rate of twice the number of days actually availed of.

(2) No commuied leave shall be granted under this rule unless the

Competent Authority is sausfied that there is reasonable prospect of

the employee returning 1o duty on its expiry.

If the permanent employee, has no eamed leave or leave on half pay to his Leave na
credit, the Competent Authonty may grant him leave not due, for a penod due

not exceeding 180 days dunng the entire service. The employee shall be

entitled 1o not more than 90 days, of leave not due, at a ime except on

medical ground. Such leave availed of by the employee shall be debited

against the eamed leave and the leave on half pay that the employee shall

earn subsequently :

Prowvided that the leave not due shall be granted only if the Competent
Authonty is satisfied that there are reasonable prospects of the employee
returming to duty, on expiry of leave and has sufficient service to ean leave ‘
to compensate leave not due granted to him.

The employee disabled by injury or illness caused in, or in consequence of Special
due performance of his official duty, or in consequence of his official Disebilits
position, shall be entitled to special disability leave, only when the injury or """
illness 1s sustained as result of a risk which is beyond the ordinary risk

attached to the post. On production of certificate from the Medical Author-

ity, covering the requirement and the period, the Competent Authority shall

sanction the said leave not exceeding twenty four months in entire service.

Such leave shall not be debited 10 any other kind of leave It may be

Standand Code Rules. 1998

combined with leave of any other kind. The penod of such leave shall be
treated as duty for pay and for pension.

The permanent female employee, who has two or less than rwo hiving
children, on the date of the application, shall be entitled to maternity
leave for a period of ninety days from the date of its commencement.
Such leave shall not be debited to her leave account. In the case of the
vacational employee, if the confinement takes place dunng a vacanon,
the matemity leave shall run concurrently wath it.

The temporary female employee who has put in at least rwo years of
continuous service shall be eligible for matermity leave referred to in
Sub-Rule (1).

The temporary female employee who has put 1n conunuous senice
for a period exceeding one year, but less than two years, shall be
entitled to materity leave of 90 days, on half pay, which shail not be
debited to her leave account. .
The temporary female employee wath less than one year senace shall
not ba enutled to matemity leave and the peniod of absence shall be
treatedl as extraordinary leave.

The applicauon for matermity leave shall be supported by medical
certificate as 10 the probable date of confinement. The employee shall
repont the date of confinement. In case of a Class IV emplovee in
which msistence on a regular medical cenificate 1s likely to cause
hardship, the Competent Authonty may accept such ceruficate as it
may deem sufficient.

The female employee may avail other leave, including commuted
leave, if she so desires, in continuation of the matermity leave, upto a
maximum of _syit_y_ days without production of a2 medical cerniicate.

Leave under this Rule shall be admissible in a case of miscamage or

abortion including Medical Termination of Pregnancy, subject 1o the

following conditions namely :

(a) the leave does not exceed more than forty five days dunng the
entire service,

(b) the leave may be sanctioned to female employee respecuve
of the number of living children,

(c) after the Medical Termination of Pregnancy, if female employee
requires rest for more than the leave admissible as per clause (a)
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(8)

63. (1)

(2)

(3)

(4)
)

above, she can avail of the other leave due or not due,
(d) the application for the leave is supported by Medical Certificate.
If the employee, adopts a ¢hild, he or she shall be eligible for the
leave of the kind due or not due, as prescribed by the Government,
from time to time.
Extraordinary leave, without pay and allowances may be granted to
the employee in special circumstances :
(a) when no other leave is admissible, and/or
(b) the employee applies in wnting for the grant of such leave.

The employee who Is in permanent senice shall be granted extraordi-
nary leave on any one occasion upto the following himits :

(a) three months;

(b) six months, if the employee has completed three years continu-
ous service on the date of expiry of leave of the kind due and
admissible under these rules, including three months extraordi-
nary leave under clause (a) and his request for such leave is
supported by a medical ceruficate as required by these rules.

(¢; twelve months, if the employee has completed five years
continuous service on the date of expiry of leave due and admis-
sible under the rules including extraordinary leave under clauses
(a) and (b) if the extraordinary leave 1s required on account of
illness of the employee as certified by the Medical Authority.

(d) twenty four months, if the employee 15 suffering from Tubercu-
losis, Leprosy, Cancer, malignant heart or brain ailment or such
other disease, which may be specified by the Competent Author-
ity and is undergoing treatment in 2 recognised clinic or under a
specialist.

The extraordinary leave shall be debited to the employee’s account

and if the same is not counted for increment it shall postpone his date

of increment, and affect such other privileges as may be dependent on
the period of such leave.

The extraordinary leave may be availed of in combination with any

other kind of leave with the approval of the Competent Authority.

The Competent Authority may commuie retrospectively the period of
absence without leave not exceeding five years on each occasion, into

extraordinary leave.

Extraordi.

nury Lesw
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Explananon  The power of commuung the period of absence
without leave into extraordinary leave retrospectively is absolute and
subject to conditions, as may be laid down by the Competent

Authority only.
Special 64. (1) The Competent Authority may sanction the special leave -
Lenye E (a) upxo,jwent; ‘days in a calender year, to the permanent employee,

who has put in at least five years continuous service, for anend-

;+¥ ing conferences, seminars, orientation courses, elc. on behalf of

e the University or for working as a member on a Committee

& appointed by the Government, by the Government of India, by
h any other University or approved Academic Body.

(b) upto ten days 1n a calender year, 1o the permanent employee who
has put in atleast five years continuous service, and who is an
office bearer of the Associanon and’or Umion or who is deputed

: for attending meeting (s) of recognised Association or Union of

the employees
Provided that the total number of five employees of the
University and one employee of the College or Recognised
Insutution shall be enutled to such special leave at a nme
(c) 1o the super Class I officer, under Sub-Rule (1) or (2), rrespec-
tive of his lenuth of service.
? (2) The special leave shall be seperately accounted for and not debited to
any other leave account.
ﬂ:d’ 65. The permanent employee with more than five years continuous service shall
e be enntled to Study Leave subject to the following conditions :

(1) The study is related to the specific task attached 1o his post;

(2) The employee gives an undertaking to serve the University, College or

Recognised Institution for a penod of three years;

(3) (a) The employee shall not claim higher pay or higher post or such
other benefits on account of acquiring the additional qualifica-
rions.

(b) The course of study to be undertaken shall be the one of a
professional nature and conducted by the University Grants
Commission, the State Government or the orgznisation(s) on
behalf thereof.
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66.

(%

67.

68.
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The employee shall be enutled 10 Study Leave of not more than one

. year and only once in his career. The period spent on Study Leave
shall not be debited to any leave account.
The employee may avail of leave, as the leave preparatory to retire- Leave

. 5 R Prepurs.

ment on superannuation or on voluntary basis, to the extent of eamed bt
leave due, upto the limit prescnbed by Rule 57 together with leave on Ru’ylirnm.
half pay due, subject to total period of leave of twenty eight months.

The leave preparatory to retirement shall not extend beyond the date
of his renrement.

()

(N

(2)

(3)
required to join his dutes before he actually renres

The employee shall be enutled 10 the benefits of encashment of
ununihsed leave, if any

The Authonity competent to grant the leave shall suo-mom sanction 10 the Encaxhme
employee, who retires on attaining the age of superannuation, on compas- “f Lenw
sionate / invalid pension, on voluntary basis or on resignation, the cash _,,,.
equivalent of leave salary in respect of the penod of camed leave and
commuted portion of leave on half pay, 1o his credit on the date of his
retirement, subject to a maximum as prescrnibed by Sub-Ruie (1) of Rule 57

and Rule 58.

Subject 1o the overall control of the Appointing Authonty, the following Liuve
shall be the Competent Authonty 10 sanction leave under these Rules :  Swnctions

No.

Authonty
Category Kind of leave Competent Authority

(m

@

For Unversity :
(a) Super Class | All kinds of
leave

Other than

casual leave
Casual leave

Vice-Chancellor

(b) Class I, I, I,
or IV, Employee

~do =

Registrar

Super Class I Officer
controlling the employee

(c)

For College:

Class I, Il or TV
employee

All kinds of
leave

Principal

Provided, that the Competent Authority may further delegate to other
subordinate officer, the power to sanction pamcular kind of leave.

The employee on the leave preparatory to renrement shall not be :

58

Lesve on 69. (1)
te-employ- s

ment

(2)

© Conduet 70. (1)

(2)

(3)

()

(5
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In the case of a person re-emploved after reurement on superannua-
tion, the provisions of these rules shall apply as if he had entered in
the service of the University, College or Recognised Institution for the
first ime on the date of his re-employment.

In case the employee, retired on voluntary basis or on compassionate
or invalid pension, is re-employed and if the benefit of encashment of
unutilised leave is not extended to him, the balance of leave on such
retirement shall be taken into account.

CHAPTER VI
CONDUCT, DISCIPLINE AND APPEALS

The employee shall be at the disposal of the University, College or
Recognised Insutution for full-ume and shall serve in such capacity
and at such place, as he may from time 1o tme, be so directed

The employee shall conform and abide by the provisions of the Act;
Statutes, Standard Code, Ordinances, Regulanons, and Rules and
directives and decisions of the Competent Authonity. The empioyee
shall also observe, comply with and obey all orders and instructions
which may, from ume 10 ume, be given 10 him by the officer under
whose junsdiction, supenntendence or control, he has been placed,
for the nme being,

The employee shall at all ume mainiain absolute integnty, show
devotion to duty and shall do nothing which 1s unbecoming of an
employee. He shall ensure the integnity and devotion to duty of all
employees under his control and authority for the time being.

The employee shall extend utmost courtesy and attention to all per-
sons with whom he has to deal in the sphere of his dutes. He shall
strive hard to promote the interest of the University, College or
Recognised Institution.

The employee shall not , in the discharge of the Official duties, deal
with any matter relanng to award of any contract in favour of a
Company firm or any other body or person in which he or any
member of his family is interested, except with the prior permission of
the Competent Authority. After such a permission is granted, the
employee shall refrain himself from extending any undue advantage or
benefit to such Company, firm or body, as the case may be.
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(6) ' (a) The employee shall not, except in accordance with any general

(7

(8)

or special orders of the Competent Authority or in performance
of his duties and in good faith, communicate or cause to com-
municate directly or indirectly any official document or any part
thereof or information to any person, within the University,
College or Recognised Institution or outsider, to whom he is not
authorised to communicate such document or information, or
shall not himself make any use thereof.

(b) The employee shall not contribute to the media any maner
connected with the University, College or Recognised Institution
without obtaining the previous sanction of the Competent
Authonity or shall not, without such sanction, make use of any
document, paper or information, which may have come n his
possession in hus official capacity He shall also not iry 10 obtain
unauthorisedly any information, document, paper which may not
come in his possession in his official capacity, in order 1o make
any use thereof.

(c) The employee shall not ar or vent his personal grievances or any
marter related to his service through the media or through any
mode other than those as may be provided by the Act, Statutes
and these Rules.

The employee shall not, directly or indirectly, take part in any activiry

or demonstration or movement which 1s considered by the Competent

Authority to be prejudicial to the academic and administrative inter-

ests of the University, College or Recognised Institution or bring the

University, College or Recognised Institution in disrepute.

(a) The employee shall not take active part in politics or in violent
demonstration. He shall not take part in campaigning or
canvassing in any manner for and on behalf of or against any
candidate in elecnons to University authorities.

(b) The employee shall not be a member of or be otherwise associ-
ated with any political party or any organization which takes
part in politics, nor shall he take part in or subscribe in aid of or
assist in any other manner, any political movement or activity.

The employee shall not, without the express sanction of the

Competent Authonty, ask for or accept contribution to or otherwise

associate himself with the raising of funds or other collections in cash

or otherwise for his own benefit

li
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The employee shall not accepr or permut any member of hus famuly or
any person acting on his behalf to accept any gift in cash or in kind for
his own benefit from any person including another employee for a
work 1o be done in connection with the business of the University,
College or Recognised Institution.

Provided that the collection of monthly subscnption of member-

ship at the prescribed rate collected by the office bearer of the Asso-
ciation; Union or the Club and in respect of which a due receipt i1s
tendered, shall not amount to gift or realisation of other contnibution
for this purpose.
Explananon : The expression “gift " meludes free iranspori, board-
ing, lodging or other service or any other pecumary advantage when
provided by any person other than a near relanve or personal friend
having no official dealings wuh the employee.

(10) The employee shall not accept lavish hospitality or frequent hospitality

(1)

(12)

from any individual having official dealings with him or from
industrial or commercial firms, organizations, or any similar bodies.

The employee shall not, except wath the previous sanction of the
Competent Authority, accept or seek any outside office, stipendary or
honorary work. He shall not engage in any trade, business or canvass
in support of any commercial or insurance activity owned or
rnanaged by any member of hus family except co-opcrauvc consumers,
housing or credit Society.

The employee shall intimate to the Competent Authority if any
member of his family i1s engaged in any trade or business or owns or
manages an insurance agency or commission agency. The Competent
Authority may grant the permussion, if it is satisfied that the work can
be undertaken without detnment 10 his official duties and responsibili-
ties. The Competent Authornty, while granting this sanction, may
stipulate that any fees received by the employee for undertaking the
work shall be paid in whole or in pant 10 the University, College or
Recognised Institution,

Provided that, this provision shall not be applicable 1o the
honorary work of special chantable nature, or literary, amsnc or
scientific in character, including T.V./Radio talk, without affecting the
interest of University, College or Recognised Institution and his
official duties.
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The employee shall seek prior permission of the Competent
Authority before applying for job, post or scholarship, outside
the University, College or Recognised Institution, as the case
may be.

(b) The employee shall seek prior permission of the Competent

Authonty before applying for any course of study leading to

diploma, degree, centificate, etc. and shall not enter upon a

course of studies or appear to any examination by the University

or other bodies, without such permission.

(14) The employee shall not, without prior permission of the Competent
Authonty, absent himself from his dutes. In the circumstances or
reasons beyond his control, he shall inimate or cause to intimate to
Competent Authonity within five days from the first date of absence,
failing which the absence may be treated as leave wathout pay, and he
shall further be hable 1o such disciplinary action as the Competent
Authonity may deem fit;

Provided that the Competent Authonty may condone this condi-
tion in respect of an employee who for reason of his own physical
state was unable to convey the cause of his absence.

(15) (a) The employee or his relative shall neither bid directly or

indirectly, at any auction of any University, College or Recognised

Institution property nor submit any tender for any supply 1o the

University, College or Recognised Institution
(b) The employee shall not use the University, College, Recognised

Institution property including the residential accommodation for

conducting any trade or bussiness, occupation or for any other

purpose than that for which the same may or may not have been
allotted to him or put to his charge.

(16) The employee shall not, by wnting, speech or deed, or otherwise,
indulge in any activity which is likely to incite and create feeling of
hatred or ill-will berween different communities in India on religious,
social, regional, communal or other grounds.

(17) The employee shall not, without prior approval of the Competent
Authonity, give evidence in connection with any inquiry conducted by
any person, committee, or authority and shall not cniticize the policy
or action of the Competent Authonty.

(13) (a)

t

dxconduct 71.
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Prowided that the empiovee may give evidence at .

(a) an inquiry before Enquiry Authority appointed by the
Competent Authoniry.

(b) ajudicial inquiry, or

(¢) a departmental inquiry ordered by the Competent Authonty.

The breach of any of the prowisions of the previous Rule ,or any one or
more of the following acts on part of the employee shall be deemed as a

misconduct and include :

(1) any action by the employee contrary to the provisions prescribed in
these Rules,

(2) going on illegal strike, abetung including Instigaton or action in
furtherance thercof,

(3) theft, fraud or dishonesty,

(4) habitual break of any standing orders, rules, ]

(5) wallful or negligent damage of the Universiry or College or Recogrused
Insutution property.

(6) refusal to accept charge-sheet, order or uther commumication
served according to the rules,

(7) any acton, involving moral turpitude and anracung conwviction in
court of law.

(8) riotous or disorderly behaviour, threatening, intimidaung or coercing
in connection with or relaung to any dutes or working of the
University, College or Recognised Institution.

(9) wilful neglect of work or negligence in discharging any duty or failure
to give the day’s out-tum,

(10) wiolence or inciting violence,

(11) stopping work either singly or wath other employees or inciting any-
one else not to work,

(12) allowing anyone within the prohibited premises of the University,
College or Recognised Institution, allowing any person Or persons
whose entry is prohibited without the permussion of the Compzent
Authonity.

(13) falsification or tampering any paper or record of the University,
College or Recognised Insurution,
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(14) obtuning employment under the University,College or Recognised

Institution by mislea
(15) makir;g'any false or exaggerated al

rior or a co-employee or Authonty,
(16) antending the duties in intoxicated state.

(17) committing nuisance dunng

or otherwise.

(18) misappropriation of any amount, and/or movable and immovable
property, of the University, College or Recognised Institution or late

concerned authority In

Institution

(19) commitung any act involving moral turp

beyond the reasonable time 10
the account of University, Coll

ude.

ding or by misrepresenting the facts,
legations against any officer supe-

the working hours under intoxicated state

be decided by the
ege or Recognised

(20) misbehawviour with another employee OF member of public.

(21) proceeding on leave without prior approval of the Competent Author-
jty, except in case of emeruency beyond the control of the employee.

72. (1) The Disciphinary Authority in respect of ernployees in Super Class-I

and Class-1 shall be the Managem

ent Council.

Disciplin-
ary Au- -
thonties

(2) The Disciphnary Authonty for the employees in Class [1, Il and IV

shall be the Regstrar in res
in respect of College or R

73. Without prejudice t0 the provisions of any law for the time being in force, Penalties

pect of the University an
ecogmised Institution.

d the Management

the followang penalties may, for good and sufficient reasons, and as herein-
after provided, be imposed on the employee found guilty of misconduct.
The penalty to be imposed shall essentially be commensurate with the

severnty or gravity of the miscond
after sufficient opportunity 1S provi

to defend himself.
(a) Minor Penalues -

()

()
(iii)
()
(v)

censure,
fine,
withholding of increment of pay,

uct commutted an

withholding of promotion, on one occasion

recovery from his pay, of such oth
from him,

er amoun

d shall be imposed only
ded 1o the employee for being heard and

ts as may be due

{

t
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(b) Maor penalties -

(i) withholding of promotion for longer period.

(1) Reduction to a lower stage

(iii) reduction to 3 lower scale of pay, grade, post or services.

(iv) compulsory retirement,

(v) removal from service.

(vi) dismissal from service.

Explanation (1) : The order under (a) (1ii) of withholding increment
shall not affect subsequent inerement(s). The order under (a)(1v)
shall have cffect on consideration of the employee for promonion on
one vecasion only

FExplanation (2) : The onder under sub-clause (a)(v) Jor recovery
shall expressly state the amount of the whole or part of any pecumary'
loss caused by lim 10 the Umiversity.College or Recogmsed Institu-
tion. by negligence or by breach of onlers. ‘
Explanation (3) - Reduction under sub-clausc (b)(ii) n the scale of
pay: shall be for spectfied period. with further dircction as 1o whether
or not the employee shall carn increment(s) during the period and
whether on the expiry of such period. the reduction shall or shall not
have the cffect of postponement of future increments in his pay
Explanation (4) : Reduction under sub-clause () (iii) shall ondi-
nanly be a bar to the promotion of the employee 10 the scale of pay.
grade. post or service from which he was reduced. with or without
further dircctions reganding condition of restoration 10 the scale of
pay. grade. posi or service from which he was reduced. and sentorily
and pay on such restoration.

Explanation (3) : The order of penalty of reduction. under sub-
clause (b) (i) or (b) (1) shall expressly stale whether the period of
reduction shall be exclusive of any interval spent on leave or other-
wise.

Explanation (6) : Removal under sub-clause (b)(v) shall not be a
disqualification for future employment under the University, College
or Recogriised Institution.

Explanation (7) : Dismissal under sub-clause (b)(vi) shall be a dis-
qualification for future employment under the Universiry. College or
Recognised Institution.
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74. (1) If the Disciplinary Authonty is sausfied that the misconduct commut-

ted by the employee is serious enough to inflict any of the minor

penalties, the Disciplinary Authority shall -

(a) issue notice to the employee in writing alongwith the imputation(s)
_of misconduct and require him to show cause as 1o why the
action proposed be not taken against him.

(b) give reasonable opportunity to the employee 1o furnish the
explanation;

(c) take into consideranon the explanation of the employee and
record findings on each imputation of misconduct, and

(d) 1ssue the order imposing one or many of the minor penalues, or
if sausfied, drop the imputanon(s) and exonerate him of the
charge(s)

75. The following shall not amount 10 penalty within the meaning of Rule 74,

namely :

(a) withholding of increment of pay of the employee for lus failure to pass
any departmental examination, in accordance with the rules or orders,
or the terms of his appointment on probation;

(b) non-promotion of the employee, whether in substantive or in offictating
capacity, after consideration of his case, to a service, grade or post for
promotion to which he is eligible, on admimstrative ground not con-
nected with his conduct.

(c) reversion of the employee officiating n higher service, grade or post
1o a lower grade or post on the ground that he 1s considered to be
unsuitable for such higher service, grade or post, or on any adminis-
trative ground not connected with his conduct;

(d) reversion of the employee, appointed on probation to any other
service, grade or post; 1o his permanent service, grade or post held by
him under the Umiversity, College or Recognised Insntution under the
same management, during or at the end of the peniod of probation, in
accordance with the terms of his appointment or the rules and orders
govemning such probation.

(e) repatriation of the senvice of the employee whose services have been
borrowed from outside authonity or recalling the employee from the
foreign employment to such authority,

(f) compulsory retirement of an employee in accordance with the
provisions relating to his superannuation or retirement,

Mun
for impey
ing Ming
Penalty
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(¢) termunation of the senace (i) of the employee appointed on probaton,
during or at the end of his probation, in accordance with the terms of
his appointment or rules or orders governing such probation; or (ii) of
a temporary employee on grounds unconnected with his conduct or
(iii) of the employee under an agreement, in accordance with the
terms of such agreement or (iv) on abolition of the post(s).

3uspension 76, (1) The Disciplinary Authority may, by an order in the form prescribed in

Actiun ™
wmountig

to Menaly

the Appendix, place the employee under suspension.

(a) (i) where disciplinary proceedings against him are contemplated
or are pending and are likely to result into imposing any of
the major penalues,

(ii) where in the opinion of the Competent Authority he has
engaged himself in activities prejudicial to the interests of
the University, College or Recognised Institution and

(ii1) where there 1s reason to believe that his continuance in
service is likely 1o cause embarrassment or to hamper the
invesngation of the case, or likely to temper with the
official record or document(s), or

(b) where case against him in respect of any criminal offence is
under investization, encuiry or trial in a court of law.

(2) The employee shall be deemed to have been placed under suspension,

(a) with effect from the daie of his detention, in police or judicial
custody, on a criminal charge, for a period exceeding forty eight
hours,

(b) with effect from the date of his conviction, if, in the event of a
conviction for an offence, he is sentenced to a term of impnson-
ment exceeding forty etght hours and is not forthwith dismissed
or removed or compulsorily retired, consequent to such convic-
tion and shall remain under suspension until the order of suspen-
sion is modified or revoked by the Competent Authonity.

(3) While under suspension, the employee shall neither be allowed to
resign nor granted leave.

(4) The employee under suspension shall not engage himself in any
private or gainful employment, trade or business.

(5) The employee under suspension shall not leave the headquarters
during the period of suspension without the prior permission of the

Competent Authonty.
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(6)

Q)

If the employee under suspension attains the age of superannuation,
he shall deemed to have been retired However, the departmental or
Judicial proceedings pending against him shall continue even after his
retirement.

(2) The Disciplinary Authority shall suspend the employee only with
the prior approval of the Joint Director.

(b) In case the period of suspension is extended or terminated, the
Disciplinary Authority shall keep the Joint Director informed
about the same
Provided however, in case of exigency, the Disciplinary Author-

iy may suspend the employee expeditiously and inform the Joint
Director accordingly alongwith the reasons of suspension

77. (1) Whenever the Disciplinary Authority 1s of the opinion that there are

grounds for enquiry nto the truth and/or substance of imputation(s)
of misconduct on the pant of the employee(s), which may result in
major penalty, it may itself enquire into or appoint an Enquiry Officer
or Communtee to enquire into the truth thereof The appointment
order of the Enquiry Officer or Communtee shall be issued in the Form
appended in Appendix

Where 1t 1s proposed to hold enquiry against the employee, the
Disciplinary Authonity shall draw up or cause to draw up

(a) the substance of imputation(s) of misconduct into definite and
distinct arucle(s) of charge (s).

(b) a statement of imputation(s) of misconduct in support of each
armcle of charge(s) which shall contain :
(1) a statement of all refevant facts including any admission, or

;.'Y' confession by the employee, and

& (1) alist of documents by which, and list of witnesses by whom,

the arucle(s) of charge(s) are proposed 10 be sustained.

The Disciplinary Authonity shall deliver or cause to deliver 1o the
employee, in the Form appended, a copy of the article(s) of charge(s),
the statement of imputanon(s) of misconduct and a list of document(s)
and of the wimess(es) by which, each article of charge is proposed to
be sustained, and shall; by a written notice require the employee to
submit to i, wathin fifieen clear days, a wnnen statement of his
defence and to state whether he desires 1o be heard in person.

B L S R ——

'
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-
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On receipt of wrinten statement of defence and on admission of any or
all article(s) of charge(s) by the employee, the Disciplinary Authonty

" shall record its findings on each charge admitted, after taking such

()

(6)

(7)

()

)

evidence into account as it may think and shall act in the manner as
prescribed.

On receipt of written statement of defence of any or all of the article(s)
of charge(s) by the employee or on its non-receipt, the Disciplinary
Authonty may further enquire or cause to enquire into the charge(s)
not admirted in the manner as prescribed.

Where the Disciplinary Authonity appoints the Enquiry Authority, it
may by an order appoint another employee or any other suitable
person to present the case in support of the arucle (s) of the charge(s)
before the Enquiry Authority The employee may take assistance of
any other employee or any other suitable person 1o represent the case
on his behalf’ In case the Enquiry Authonity permits the employee to

engage a legal practuinoner to represent on his behalf the Disciphnary .

Authonty may appoint a legal practutioner as Presenung Officer,

The Disciplinary Authonty shall forward to the Enquiry Authority

(a) a copy of each of the arucle(es) of charge(s) and the statement
of imputation(s) of misconduct,

(b) a copy of the order appointing the Presenting Officer

(c) copies of the statements of witnesses

(d) ewidence proving the delivery of documents to the employee,
and

(e) a copy of the wrirten statement of defence by the employee, if
any.

The employee shall appear in person before the Disciplinary Authonty

or the Enquiry Authonty on such day and at such tme within ten

working days from the date of receipt by the employee of the article(s)

of charge(s) and the statement of imputation(s) of misconduct as the

Disciplinary or the Enquiry Authority may, by notice in writing specify,

or such further time not exceeding ten days as the Enquiry Authority

may allow.

The Disciplinary Authonty may, suo mom or on being moved by the

employee against whom enquiry is instituted, for just and sufficient

reasons, transfer the proceedings to another Enquiry Authority

constituted for the purpose.
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(10) If the employee who has not admitted any of the article(s) of charge(s),

in his wninien statement of defence, or has not submirted any written
statement of defence, appears before the Disciplinary Authority or
Enquiry Authority, it shall ask him whether he is guilty or has any
defence 10 make and if he pleads guilty of any of the arucle(s) of
charge(s), it shall be so recorded under the signature of the employee
and of that Authonty.

(11) The Enquiry Authority shall retum to the Disciplinary authority the

findings in respect of those article(s) of charge(s) which the
employee pleads guilty.

(12) If the employee fails to appear wathin the specified ume or refuses 1o

plead or admuts to plead, the Enquiry Authoniry shall require the
Presenung Officer to produce the evidence by which he proposes to
prove arucle(s) of charge(s), and shall adjourn the case 1o a later date
not exceeding fifteen days, after recording the order that the

employee may, for the purpose of his defence,

(a) inspect within five days of the order or within such further ume
not exceeding five days as the Enquiry Authonity may allow, the
documents specified in the list,

(b) submut a list of witness(es) to be examined on his behalf,

(c) give a nouce within ten days of the order or within such further
time not exceeding ten days as the Enquiry Authority may allow,

for the discovery or production of any document(s), but not
mentioned in the list, indicating the relevance of such document(s).

(13) The employee may apply orally or in wniting, for supply of copies of

the statements of wimess(es), if any, menuoned in the list, and the
Enquiry Authority shall furnish him such copies as early as possible,
and in any case not later than three days before the commencement of
the examination of the witness on behalf of the Disciplinary Authonty.

(14) (a) The employee may, by notice to the Enquiry Authonty, require

copies of certain document(s) in possession of Appointing
Authonty or Disciplinary Authonty. In that case, the Enquiry
Authonty, shall forward the same or copies thereof to the
Authonity in whose custody or possession the documents are
kept, with a requisition for the production of the document(s) by
a specified date :

T NI SRR R S T - |
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(b) On receipt of the requisition, the Authonity having the custody
or possession of the requsitioned document(s), shall produce
the same before the Enquiry Authonty:

Prowvided that, the Enquiry Authority may, for reasons to be
recorded in writing, decline the requisition of any such documents, as
are not relevant in the case, and the Enquiry Authority may withdraw
the requisition or press for the same.

Provided further that, if the Authonty having the custody or
possession of the requisitioned document(s), is sausfied, for the
reasons to be recorded in writing that the production of all or any of
such documeni(s) would be aganst the public interest, 1t shall mform
the Enquiry Authority, and the Enquiry Authority shall, on being so
informed, withdraw the requisition and communicate the information
to the employee

(15) (a) The enquiry shall commence on the date fixed by the Enquiry

Authority and shall continue thereafter on the dates as may be
fixed from ume 10 ume.

(b) The oral evidence shall be recorded or caused 1o be recorded by
the Enquiry Authonty, in a narrauve from and not a in question
- answer form, on the complenion of which 1t shall be read out to
be correct and signed and dated by the witness and the Enquiry
officer. The copy(copies) of the deposition(s) may be made avail-
able to the Disciplinery Authority and to the employee(s) on
request and on payment of charges.

(c) The oral and documentary evidence by which the arucle(s) of
charge(s) are proposed to be proved shall be produced by-the
Disciplinary Authonty The wimess(es) may be examined by the
Disciplinary Authonty and cross examined by the employee.
The Disciplinary Authority shall be entitled 10 re-examine the
witness, on any point(s) on which he has been cross-examined.
The Enquiry Authonty may also put questions to the witnesses.

(d) Before the close of the case by the Disciplinary Authonty, the
Enquiry Authority may allow the Presenting Officer to produce
fresh evidence, and include the same in the list, or may itself call
for the new evidence or recall and re-examine any wimess(es),
and in such cases, the employee shall be entitled to a copy of the
list of further evidence. The Enquiry Authority shall give the
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employee an opportunity of inspection of document(s) before
they are taken on record.

Provided that, no new evidence shall be permitted unless
there is inherent lacuna(e) or defect(s) in evidence originally
produced.

() When the case of the Disciplinary Authonity is closed, the
employee shall state his defence orally and/or in writing. The
employee may examine himself and the wimess(es), may be
cross-examined by the Disciplinary Authonty, re-examined by
the employee and examined by the Enquiry Authority.

The Enquiry Authonity may also allow the employee 10
produce new evidence, if it is necessary in the interest of justice.

() After the employee closes s case and if the employee has not
examined himself, the Enquiry Authority may generally question
him on the circumstances appearing against him, for the purpose
of enabling the employee 1o explain any circumstances appeanng
in the evidence aganst him,

() The Enquiry Authority may, after the completon of production
of evidence, hear the Disciplinary Authority or the Presenting
Officer. and the employee and /or permut them 1o file written
statements of arcument of their respective case.

(16) If the employee to whom a copy of the article(s) of charge(s) has been
delivered, does not submit a written statement of defence on or before
the date specified or does not appear In person before the Enquiry
Authority or otherwise fails or refuses to comply with the prowisions
of this Rule, the Enquiry Authonity may hold the enquiry ex-parne.

(17) (a) Wherever the Enquiry Authority, after having heard and

recorded the whole or part of the evidence, ceases to exercise

jurisdiction thereon, and is succeeded by another Enquiry

Authonity, it shall act on the evidence so recorded by its prede-

cessor and pantly recorded by itself.

Provided that, if the succeeding Enquiry Authority is of the
opinion that further examination of any of the wimesses, already
recorded, is necessary in the interest of natural justice, it may recall,
examine, cross-examine and re-examine him :

o ———
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Provided further that, if the wimess is recalled, he may be cross-
examined and/or re-examined by the employee or the Presenting
Officer.

(b) Where in the opinion of the Enquiry Authority, the proceedings
of the enquiry establish any article(s) of charge(s) different from
onginal article(s) of charge(s), it may record its findings on such
article(s) of charge(s):

Provided that, the findings on such arnticle(s) of charge(s) shall
not be recorded, unless the employee has either admitted the facts on
which such article(s) of charge(s) 15 based and has been provided a
reasonable opportunity of defending himself against such arucle(s) of

charge(s).

Comman 78. Where two or more employees are concerned in any case. the Disciplinary

ewding

Authonty, for the highest ranking employee amongst those concemed. shall
1ake all acuions and proceed as per provisions of these Rules in respect of

employees concemned.

Enquiy 79. (1) After the conclusion of enquiry, the Enquiry Authority shall prepare a

Reeport

report. Such report shall contan -
(i) article(s) of charge(s) and the statement of imputation(s) of
misconauc!
(ii) the defence of the employee in respect of each article of charge.
(iii) an assessment of the evidence in respect of each arucle of charge.
and
(iv) the findings on each article of charge and the reasons thereof.
(2) The Enquiry Authonty, where it is not itself the Disciplinary Author-
ity, shall forward 1o the Disciplinary Authority, the record of enquiry
which shall include -
(i) the report prepared by i
(ii) the wntten statements of defence submitted by the employee.
(i) the oral and documentary evidence produced in the enquiry.
(iv) the wrirten stalements of argument filed by the Presenting
Officer and the employee, if any and
(v) the orders, made by the Disciplinary Authority and Enquiry
Authority in regard to the enquiry.
(3) The Disciplinary Authonity, to which the record is forwarded may act
on the evidence of the record or may, if it is of the opinion that further
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examunation of any of the witnesses is necessary, recall the witness(es)
and examine, cross-examine, and re-examine the wimess(es), and
impose on the employee such penalty as it may deem fit in accordance
with these Rules : !

Provided that, if any witness is so recalled, he may be cross-
examined by the employee :

80. (1) The Disciplinary Authority, shall consider the report and record its

findings on each charge.

(2) The Disciplinary Authonty, uself not being the Enquiry Authority,
shall consider the enquiry report and if it disagrees with the Enquiry
Authority on any arucle(s) of charge(s), 1t shall record its reasons for
such disagreement, and refer the case back 1o the Enquiry Authority
for further enquiry and report The Enquiry Authonty shall thereon
proceed to hold further enquiry according 10 the provisions of the
preceding Rules; as far as may be.

(3) If the Disciphnary authonty, having regard 1o the findings on the
charges, comes 1o the decision that no penalty be imposed or that the
employee be exonerated, it shall so order

(4) I7 the Disciphnary Authority, having regard to the findings, comes to
the decision that any of the munor penalties be imposed on the
employee, 1t shall notwithstanding anything contauned in these Rules,
determine what penalty shall be imposed, 1t shall so order

(5) (a) If the Disciplinary Authonity having regard 1o its findings on all
or any of the articles of charge,comes 1o the decision that any of
the major penalties be imposed on the employee, it shall -

(1) fumish to the employee, a copy of the Enquiry report and its
findings on each artcle of charge, expressly stating whether
or not 1t agrees with the findings of the Enquiry Authoriry,
together with brief reasons for its disagreement, if any, and

(i1) give to the employee a notice stanng the penalty proposed
to be imposed on him by calling upon him, 10 submit wathin
fifteen days of receipt of the nonce or such further time not
exceeding fifteen days, as may be allowed, such representa-
tion as he may wish 1o make on the proposed penalty and
the cause as to why the penalty be not imposed on him.

(b) The Disciplinary authonty shall consider the representation, if

Action Q
Enquiry
Report

74
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any, made by the employee and deternune the quantum of
penalty that be imposed on him on the basis of the evidence

adduced.
The final orders made by the Disciplinary Authority under this rule

shall be communicated to the employee and the Enquiry Authonity. A
second show-cause notice shall be issued to the employee before the

penalty is executed.

Notwithstanding anything contained in these Rules no appeal shall he
against-

(a) any order of an interlocutory nature or of the nature of a
step-in-aid or the final disposal of a disciphinary proceeding,
other than an order of suspension,

any order passed by an Enquiry Authonty in the case of an
enquiry under these Rules.

Subject 1o the provisions of Sub-Rule (1), employee may prefer an
appeal aganst all or any of the following orders, namely :

(a) an order of suspension or deemed suspension made under Rule

75

(b) an order imposing any of the penalues, whether made by the
Disciplinary authonity or by the Appellate, or by the Reviewing
Authonty,

(c) an order enhancing any penalty, imposed under these rules,

(d) an order which -

(1) denies or vanes to his disadvantage his pay, allowances or
any other conditions of service;

(i) demes promotion to which he 1s otherwise eligible accord-
ing 10 the recruitment and promonon rules and which 1s due
to him according to senionty,

(1) interprets to his disadvantage the prowvisions of any such
Rules;

(iv) reverts him while officiating in a higher service, to a lower
service, grade or post, otherwise than as a penalty,

(v) reduces or withholds the post retirement benefits, if any;

(v1) determines the subsistence and other allowances to be paid
to him for the périod of suspension or for the period during

(®)
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which he is deemed 1o have been under suspension or for
any portion thereof, ]
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Submission 85, Every appeal shall be submirnted 1o the Appellate Authority through the

of Appesl proper channel. An advance copy may be submutted direct 1o the Appellate
Authority.

The Authority which made the order appealed against shall, on receipt of a

(vii) determines his pay and allowances, for the penod of sus- Transmis- 86. : :
pension, or, for the peniod of his dismissal, removal or sion of copy of the Appeal Petition without any avoidable delay and wathout
.compulsory retirement from service, or from the date of his Appes! waiting for any direction from the Appellate Authority, transmit to the
reduction to a lower service, grade, post, time-scale or Appellate Authonty every Appeal Petition together with Its comments
stage in a scale of pay, to the date of his reinstatement or thereon and the relevant records.
restoranon to his senvice, grade, or post as the case may Consider- 87. (1) In the appeal aganst an order of suspension, the Appellate Authority
be, or ution °: shall consider whether the order of suspension is justified or not and

(wiii) determines nature of the period from the date of his sus- o confirm or revoke the order accordingly
pension or from the date of his dismissal, removal, compul- (2) In the appeal against an order imposing any of the penalties specified

sory retrement or reduction to a lower service, grade,
post, scale of pay or stage in a scale of pay or the date of
his remnstatement or restoration to his service, grade or
post, etc. as the case may be.

(3) The Appellate Authority may, on application or sue moiu, take upon
itself to review any depantmental proceding and treat the same as
appeal and dispose 1t of as per Rule (1) or (2) above. The case for
review may be taken up only if the period of appea! has expired but
shall not be later than one year from the date of impasition of penalty
finally.

82. The appeal shall lie to the Tribunal or 1o the Grievances Coramitiee, as the Appeliate )
case may be, as provided by the Act . Authoritics

83. The employee aggrieved by the decision of the Disciplinary Authority may Period of
appeal under these Rules within a period of thirty days from the date of Limitations

receipt of the order: gl oo

Provided that, the Appellate Authonty may entertain the appeal after )
the expiry of the said period, if it is sausfied that the appellant had sufficient
cause for not preferring the appeal in time.
84. Subject to the provisions of the law for the ime being in force- Mode, (3)
Form and

(1) every employee preferring an appeal shall do so separately and in his ¢
own name and shall address it 1o the authority to which the appeal lies of Appeal
with a copy to the Disciplinary Authority.

(2) the Appeal Petition shall be complete in itself and shall contain all
material, statements and arguments on which the appellant relies, but
shall not contain any disrest or improper language.

R

in the Rule or enhancing any penalty imposed under the Rule, the

Appellate Authority shall consider -

(a) whether the procedure lard down in these Rules has been
followed. and if not whether such non-compliance has resulted
in the violation of any provisions of the Act or in the failure of
justice;

(b) whether the findings of the Disciphnary Authority are warranted
by the evidence on the record, and

(c) whether the penalty imposed is adequate, inadequate or severe

The Appellate Authonty may pass orders
(2) confirming, enhancing, reducing or setting aside the penalty, or
(b) remitting the case to the Authority which had passed the order
appealed against, with such directions as it may deem appropn-
ate in the circumstances of the case,
The Appellate Authonity shall not impose any enhanced penalty which
neither such Authority nor the authority which made the order
appealed against is competent to impose,
If the Appellate Authonty proposes 10 enhance the penalty and to
impose one of the major penalties and an enquiry under the Rules has
not already been held in the case, the Appellate Authonty may itself
hold or cause to hold such enquiry as per the provisions prescnbed
and thereafter on consideration of the proceedings of such enquiry, by
following the procedure prescribed in the foregoing Rules, as if the
enquiry is being held afresh.

- e
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(6) If the Appellate Authority proposes 1o enhance the penalty and to
impose any of the major_penalties and an enquiry under these Rules —
has already been held, the Appellate ‘Authority shall give to the
employee a notice, stating the enhanced penalty proposed to be
imposed on him, and calling upon him to submit within fifieen days of
receipt of the notice or such further time not exceeding fifieen days,
as may be allowed, such representation as he may wish to make on the
enhanced penalty and make orders as it may deem fit

(7) No order imposing an enhanced penalty shall be made in any other
case unless the appellant has been served with a notice.

(8) The Appellate Authority shall consider all the circumstances of the
case and make such orders as it may deem just and equitable

(9) The Authonity which made the order appealed against shall give effect
to the orders passed by the Appellate Authonty

88. Every order, notice and other process made or issued under these rules shall Servien of

90.

be served in person on the employee concemed or shall be communicated :':‘:
10 him by registered post In case the registered post is not effectvely o
served the notice shall be pasted on the door of his residence and published

in at least one leading local news paper.
Save as otherwise expressly provided in these rules, the Authonty compe- Puwer 10
tent under these rules to make any order may, for good and sufficient ™inx time-

reasons, or, if sufficient cause is shown, extend the time specified in these ::::o;:d

rules for anything required be done under these rules or condone any delay. delay

CHAPTER VI
RETIREMENT
(1) The employee after confirmation, shall continue in the senvice of the Rutirement
University, College or Recognised Institution till he anains the age of
superannuation.
(2) The Competent Authority shall require the employee to renre from
the service of the University, College or Recognised Insurution, if -
(2) he has reached the age of superannuation.

(b) he has commirted misconduct and imposed with the penalty
under sub-clause (iv), (v) or (vi) of clause (b) of Rule 73 has
been found to be inefficient.
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(¢) he 1s found by the Medical Authority to be incapacitated for
further service of any kind. It includes the retirement on account
of mental or physical infirmity; and

" (d) the post held by the employee is abolished and there is no suitable™*====—=

post equal 1o his post in which he can be absorbed.
(e) he is retired on retirement pension
(f) he is absent from duties for five years or more.

Axe of 91, (1) Except as provided in these Rules, the age of superannuanon of the

[ustirement

Extension 92,
in service
beyond the
age of
Superan-
nustion

employee in Class I, I or III, governed by the Pension scheme, shall
be fifty eight years; however, he shall reure from senice on the
aftemoon of the last day of the month in which he attains the age.

(2) The age of superannuation of the employee in Class [V service shall
be sixty years; however, he shall reure from senace on the aftemoon
of the last day of the month 1in which he artains the age

(3) The age of superannuation of the employee in Class I, 11 or IN,
governed by the Rules of Contributory Provident Fund. shall be sixty
years, however, he shall reure on the aftemoon of the last day of the
month in which he antains the age.

Explanation - The employee whose date of birth 15 the first of the
manth shall retire from service on the aficrnoon of the last day of lhcl
preceding month on atiaiming the age of fifty ewght years or sixiy!
years. as the case may be.

(4) If the Class IV employee, officiating in Class I1I service, desires 1o be
governed by Sub-Rule (2), he shall request the Appoinung Authonty
that he may be reverted 10 Class IV, at least one year before the date
he anains the age of fifty eight years. In case his request 1s approved,
his senionty, pay etc. shall be at a stage which he would have acquired
had he not been so promoted and he shall be enuitled to the retirement
benefits accordingly.

The Competent Authority may, subject to the prior approval of the

Government, grant an extension of service to the employee bevond the age

of superannuation, on public grounds, which shall be recorded in wnting.
Provided that, except in very exceptional circumstances, extension

shall not be granted beyond the age of sixty years Such proposal of
granting 2xtension to the employee shall be forwarded to Govermnment
three months prior to his date of retirement.

\)I
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93. (1) Notwithstanding anything contaned in these Rules, the Competent

(2)

3)

(4)

(3)

94. (1)

Authority may, subject to the prior approval of the Director of Higher
Education, grant re-cmploymem'to any employee already retired, in
the interest of the University, College or Recognised Institution, which
chall be recorded in writing :

The employee who has retired before the age of superannuation
voluntarily, on medical ground, or for some other reasons but not for
avoiding any departmental proceedings, may be re-employed by the
Appointing Authonty. with prior approval of the Director of Higher
Education. The specific reasons, carefully examined and recorded in
writing by the Appointing Authonty be communicated to the Director
of Higher Education. Such re-employed employee shall be n the
service of the Umiversity, College or Recognised Institution, as the
case may be, upto his normal age of superannuation and shall be

subject to the provisions of these Rules

In very exceptional circumstances, re-employment may be granted
beyond the age of fifty eight or sixty years. Such proposal for granung
re-employment beyond:fifty eight or sixry years, shall be subject 10
prior approval of the Director of Higher Education.

If the proposal of re-employment, 1s accepted by the Director of
Higher Education, the employee shall be treated to have been granted
extension in service and regulated accordingly and if the proposal 1s
rejected, 1t shall be treated as re-employment which shall not qualify

for salary grants.

‘The employee on extension of on re-employment shall not be entitled
to promotion, either officiating or substantive. However, he shall be
entitled 1o increment if he 1 reappointed on 3 scale of pay.

The case of each employee, shall be taken up for examination at least
one year before the date of his retirement by the Competent Authonty
who shall prepare a list, every six months on 1st January and 1st July
each year, of all the employees who are due to retire within the next
twenty four months and forward the same 10 the Director of Higher
Education, the Joint Director and the Audit Officer before 31st
January or 31st July respectively.

The Competent Authority shall intimate the employee one year in
advance the date of his superannuation alongwith the documents

Ri-employ-
ment

Superan-
nuation
Propossl
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Voluntary 95,
Raetirement

Retirement 96,
on Retinng
Pension
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(2)

(3)

4)
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related to pension proposal and require him to fumnish them duly filled
in, ten months before the date. The Competent Authority shall scrutmise
the same and complete other service record. documents and certifi-
cate required and forward the proposal 1o the Joint Director, eight
months in advance, for consideration and approval. The Joint Direc-
tor shall submit the pension papers 10 the Audit Officer, six months
prior to the date of superannuation for his sanction.

The employee who has put in at least twenty years of service, may at
his sole discrenon, opt 1o renre from the senaces of the University,
College or Recognised Institution, as the case may be, by giving three
clear month’s notice 1o the Appointing Authonty.

The employee who has opted for voluntary retirement shall have
added weightage of not more than five years. For determining the
qualifying senace, 2 peniod of five years of the period upto the date
of his superannuation, whichever is lesser, shall be added to the penod
of hus service held as qualifying

The weightage of qualifying service shall be for calculauon of pension
and gratuity based on the pay drawn by the employee on the date of
his reurement. but shall neither be counted for notional increments(s)
nor for calculations of notional leave for the purpose of encashment.

As soon as the notce of voluntary reurement of the employee 1s
recewved, the Appomnung Authonty shall inumate the employee, the
Jont Director and the Audit Officer about the acceptance of the
employee's request. The Appointing Authonty and the Joint Director
shall process his Pension and other retirement papers as expeditiously
as possible.

The Competent Authonty may, al Jeast s1x months n advance, take up
the case of the employee who has antaned the age of fifty years or
who has put in the senvice of thirty years, whichever is later, to review
whether the employee may be continued in the service of the Univer-
sity, College or Recognised Institution under the same management,
as the case may be, in case the confidential reports, the observation
regarding the general performance of the employee are unsatisfactory
for majority number of reporting years or if the employee had depart-
mental proceedings involving major penalty, but were not substan-
tially proved, the Competent Authority may consider whether the
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Jadde services of the employee be continued upto fifty five vears of ;.- zoe
" o b required to retire. If he is continued, the procedure sk de,

The employee so retired shall be entitled to the retiring pens;:rary
benefits upto the date on which he retires.

7. It :hg employee is declared invalid for service, by the Medical Author:. on Inwmia
physical or mental incapacity, the employee shall refire from the sen::z of fei~ment
the Universiry, College or Recognised Institution with effect from the =2a

in comp,

retirement

le pay scales; from fime 1o time.

The employee working in the University, College or Recogniseq
Insntution against the Post approved by the Govemnmen: and/or who

- eas
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Js covered by the Contributory Provident Fund scheme by choice or

¢ o4 :
J.@" P "J Y working in a post which js not covered under salary payment scheme
. :

PO

!
A

Contesting 1 1.
Election

/
(
1

or covered by the Self Supporting Scheme, shall be eligible for the

(3) The employee shall clear all dues payable 10 the Universiry, College or

(4) The employee who has been declared as deserter, or who ceases 10 be

CHAPTER v o
¢ MISCELLANEOUS
s,l‘) Subject 10 the provisions of these Rules, an employee may, with

_*_the local, District, State or National level.

(3) The permanent employee shall, immediately afier filing the nomina-

tion form for contesting such elections and the same being declared as
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( valid, proceed on leave due and admussible to him, and shall contunue

to be on leave till the declaration of the election results -

(4) The Competent Authority may require the temporary employee

!

' (5)

contesting such elections to resign his post even during the election
campaign. .

The employee contesting such election shall not involve the Univer-
sity, College or Recognised Institution, employees or students of the
institution in which he is employed, in the election campaign.

(6) (a) In the event of his being elected, the permanent employee shall

(7

(8)

apply for further extension of leave due and admissible to him
and if there is no leave to his credit, the extraordinary leave for
the period for which he 1s likely to continue to hold the office,
shall be granted by the Competent Authority in relaxation of the
limut prescribed in these Rules.

(b) If the sessions or meetings of the public office are held at inter-
vals he may be allowed to avail of leave due and admissible 10
him or, the extraordinary leave, as the case may be, for the actual
period of the sessions or meetings including the period of jour-
ney and may be allowed to anend his duties during the remaining
periods.

(c) The penod of extraordinary leave availed for the purpose, shall
be counted for purpose of annual increments.

(a) In the event of a permanent employee who becomes an Office
bearer such as Chairman, President, Vice-President, Secretary,
Joint Secretary etc. which requires full-time artendance or long-
tme absence from normal duties, he shall apply for keeping his
lien on the post which he had held, and shall be granted by the
Competent Authority.

(b) In the case of temporary employee who is on leave till the
declaration of the election results, and in the event of his being
elected he shall resign the post he held immediately on his
election to the public office.

Provisions of Sub-Rules (3), (4) and (6) shall mutatis mutandis also

apply 10 the employees elected 1o public offices being further elected

on the University Senate.

84 Standard Code Rules, 1998
B
Foreign 102. (1) The Appointing Authonty may, by special resolution, upon requisition
Sarvice & by an organisation (herein referred to as Foreign Employer) and on
express consent by the employee, place the services of the employee
at the disposal of the foreign employer.

(2) The position, terms and conditions of the employee under the foreign
employer shall be decided by the Competent Authority in consultation
with the foreign employer. The terms and conditions of service there-
under shall not be 100 attractive to distract the employee or any other
employees in the cadre.

(3) The employee shall be treated to be on deputation from the date he
relinquishes his charge and till he resumes the charge on repamation.

(4) Ordinarily, the period of deputation shall be of three years, which may
be extended for a penod which together shall not exceed five vears

(5) The employee shall retain hien on his permanent post during the penod
of deputation The period of deputaton shall be treated as contnuous
service and shall be counted for increments, promotions, and pension-
ary benefits.

(6) If the employee 1s due for promotion or reversion from his cadre, the

. Appointing Authority shall recall the employee However, if the

) ’ ~ i foreign employer requests for his conunuation and agrees 1o extend
I.V,\ ev 17 the benefit of promotion, or effect reversion, the Appointing
Authonty may allow the employee 10 remain in foreign service The

i effect of promotion / reversion shall be from the date on which the

. “,.,nr" '@ A” . employee would have been promoted / reverted had he not been so

¥ 3 - y|  deputed
- b l.\'u“ :
(7) (a) The Competent authonty may recall the services of the employee,
J}"* . ;D by inumating, the employee and the foreign employer, three
(e A - months in advance. The foreign employer shall make necessary
A i n’ w}\‘/ arrangements 10 release the employee from that date.
(2 ; s

™" (b) The foreign employer may request, by giving three months nonce,
to the Appointing Authority and to the employee, that the
services of the employee may be recalled. The Appointing

Authority shall make necessary arrangements to recall the
services of the employee.

(c) The employee may request, by giving three months notice, to the

: ‘e
v (A.

e
<t oar
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Appointing Authonty and to the foreign emplover. thar he may
be repatnated to the parent services. The Appomnting Authonity
in consultation with the foreign employer shall make necessary
arrangements to repatnate the employee.

(8) The foreign employer shall make, on the annual basis, contribution to
the Appointing Authority towards Leave Salary, Contributory/
General Provident Fund, Gratuity and Pension, at the rates prescribed
by the Govemment, from time 1o time.

(9) The employee in service of the foreign employer shall be entitled 10 the
benefits of Leave, Surrender Leave, Joining Time, Transfer Travelling
Allowance/Dearness Allowance at the rates prescribed by the
Government from tume 10 ime.

(10) (a) The employee on deputation to any orgamsation shall have 10
take prior permussion and revent 1o his parent senice before he
accepts/ proceeds on deputation 1o another orgamisation,

(b) The foreign employer may grant the employee Study Leave for
pursuing studies connected with his foreign service and such
period shall be treated as foreign service. The foreign employer
shall report the details of such study leave 1o the Appointing

_ Authonty

(c) The employee seeking study leave, for studies not directly

connected with his foreign service but connected with his parent

A service, shall apply to the Appointing Authonity through the

foreign employer for such lzave and shall revert 10 his parent
service before proceeding to such study leave.

103. (1) (a) The University employee, covered by or under the salary

payment scheme and the provisions of the Standard Code. may

£ be appointed on a post under the scheme. In such case the

. = person shall be treated to bs on dcputanon'[and the payment

e RP towards his pay, allowances and other benefits, contribution

Sepn’ towards his pension, leave sulary, Provident Fund etc. shall be

payable by the scheme at the rate prescribed by the Government
from nme to ume.

(b) If the employee of the University is appointed on 2 post under

the scheme, in the similar grade, he shall receive his pav in the

Deputation

: - )]
v 86 &Q(Zc)' ¢

Standand Code Rules, 1998

Y scale of pav and the allowances admissible but shall not be
: eligible for any deputanon allowance.

In case the employeeﬁs appointed in a cadre higher than his own,
G j he shall feceive the pay fixed at appropriate stage in thg scale of

- pay applicable to the post under the scheme. On reversion to his
hnq parent cadre, he shall have his pay fixed at a stage in his parent
scale of pay, which he would have reached had he not been so
deputed.

(2) The University employee shall be appointed on a post under the
scheme, to the extent possible, in the same gr:ldc'\br only in the next
higher grade in which he is presently working in the University and
the same shall not be too atractive to distract the emplovee in his
cadre.

(3) Ordinanly the period of deputation shall be of three years which may
be extended further upio 1wo more years. The employee on reversion
to his onginal position shall acquire a grade which he would ordinanly
have reached had he not been so deputed The employee shall retun
lien on his post in the grade under the University. The peniod shall be
counted as continuous senvice and shall qualify for the post-renrement
benefits 1o which the employee 15 enutled

(4) The University employee, deputed 10 a post under the scheme shall
revert to his parent cadre if he is due for promotion or resversion.
However, the University may, in consultation with the Officer or
Teacher Incharge of the scheme, subject to Sub-Rule (3). retan him
on deputation if the scheme agrees to extend the benefit of promoton
or effect the reversion of the employee from the date from which the
promotion or reversion would have been accorded to him, had he not
been so deputed.

(5) The employee of the College or Recognised Institution may be

appointed on a post under the scheme, if his cmployer@nd the Joint

Director)approve: the procedure. In such case the provisions of these

Rules shall apply, nnusaris mutandis, to him.

The employee seeking appointment in another unmiversity, college,

recognised institution or any other organisation shall apply through

the Appointing / Competent Authonity. The Appointing /Competent

Authority may forward such application subject to such conditions as

may be prescribed.

Lien 104. (1)
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(2) In case the employee is selected, he may resign the post or make
specific request that he may be permitted to accept the new assign-
ment. The employer may permit him to accept, subject to such con-
ditions as may be prescribed and sign the agreement with the author-
iy. The lien of such employee shall be retained on his post for a
period not exceeding thiee years, at the end of which he may have to
revert to his post or resign.

(3) In case the employee is on probation at the time of such outside
appointment, he shall either resign his position or revert 10 his perma-
nent cadre, if any, before proceeding on to join the post.

(4) The temporary employee shall resign from his service under the
University, College or Recognised Institution in case he wants to take
up a new posttion. In case such a new post 15 under the Umversity,
College or Recopmsed Insutution in the State of Maharashira, he
may, at the discretion of the Appointing Authority of the new post, be
given a benefit of protection of pay and of counung qualifying
senices forgsnsionary benefits, > - tom o=t g

& ¢

th Rkt R |
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105. (1) The employee appointed on the post under the scheme shall be

governed by the following Rules and conditions under this Chapter
and by the conditions in other Chapters of the Standard Code Rules
wherever expressly prescribed

(2) The employee to be appointed under the scheme shall be selected by
the procedure prescribed by the Standard Code Rules and be
appointed in a scale of pay appropnately applicable to the employees
under the scheme. The rules in respect of service, pay and allowances,
leave, conduct, discipline and appeals etc. prescnbed in the Standard
Code Rules shall be applicable to the employee appointed under the
scheme.

Prowvided that the employee appointed under the scheme shall be
covered by the Contnbutory Provident Fund Rules and not by the
Pension rules prescribed by the Government.

(3) The Registrar shall prepare separate category-wise list of employees
appointed under the scheme. There may be separate senionty lists for
the employees working under different departments or schemes,
eventhough they draw pay in identical scale of pay.

(4) The employee under a scheme shall be entitled to promotion in case
he is in the same cadre and if the promotional cadre exists under the

e
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scheme However, the same shall not be a marter of right and shall be
subject 1o the provisions of the Standard Code Rules.

(5) The employee appointed under the scheme may be absorbed in Class
IIT or Class IV of the University wath the prior approval of and subject
to the conditions as prescribed by the Government, from time to time.

(1) If the employee i1s appointed on a post which 1s sanctioned / created
for a specific penod of ume, the employee shall be governed by the
specific provisions of the terms of contract and not by the provisions
of the Standard Code Rules. He shall have no legal claim on the sad
or similar post in the University, College or Recogmsed Insutution,
except those specified in the contract.

Provided that if the post is extended on the tenure basis, the
employee already working or the employee who was working may be
uiven preference On the expiry of such extended penod, the
employee shall be enutled 1o the termmnanon benetits as may be
admussible

(2) The employee may be appointed for a tenure penod on a permanent
or a temporary post, by a contract, and shall be govemed by the terms
of contract and not by the prowisions of the Standard Code Rules

The employee who absents from duty without permission for a penod of
more than thirty days, shall be deemed to be desener and his services shall
stand terminated automatically on the expiry of the period

Provided that, whenever the employee is not able to attend the duties
as prescribed and not able 1o communicate reasons of his absence for the
reasons beyond his control, the Appointing Authonty may, by a special
order condone his absence.

Provided further that, before terminating the senvices of the deserter,
the Appointung Authonty shall first give thirty days notice to deserter in
local newspaper send the copy of the said notice to deserter on permanent
address by registered post and paste the copy of the notice on the door of
his residence. After expiry of the notice period, Appointing Authonty shall
terminate the services of the deserter.

(1) The employes shall not leave or discontinue his service in the Univer-
sity, College or Recognised Institution without giving a prior notice in
writing 1o the Competent Authority of his intention to ieave or
discontinue the service. The period of notice shall be -
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(a) three calendar months in the case omeponee in Class 1, 1l and

1L\

“(b) one calendar month in the case of emp{oyee in Class IV,

QL)L(&) in case of breach of these provisions, the employee shall pay to

the University, College or Recognised Institution an amount
equal to his basic pay for the notice peniod required to be given
by him_ In case he fails to pay the amount, it shall be recovered
from the dues payable to him.

(2) If the Disciphnary Authonty, afier completing the procedure of
deparimental enquiry, comes to the conclusion that the employee
should be compulsonly retired or removed from service, it shall give
three months” notice in case of the employee in Class [, II, or 11l and
one month’s notice in case of the employee in Class IV, or pay the
salary for the pentod in licu thereof

(3) The employee on probation shall not leave or discontinue his service
without giving one month’s prior notice 1n wriing or one month’s
salary in lieu thereof.

(4) The Competent Authonity shall not terminate the service of the
employee on probation without giving one month’s prior notice in
writing 10 the employee or one month’s salary 1n heu thereof

(S) The employvee shall ccase 1o be in the service of the University,
College or Recogmsed Insutution; as the case may be, in case he
absents himself, even with the permission of the Competent

Authonty; continuously for a penod of ﬁ;c ears !
X g aDn
Provided that, the period spent by the employee on Medical

Ieavei'gr Study Lcavs shall not be counted as absence for this purpose.

(6) The employee suffenng from contagious or infectious disease and
who 1s declared unfit for the senice by the Medical Authonity shall be
discharged from the senice of the University, College or Recognised
Institution.

109. The employees working in Class III and IV category in the University, Selection
College and Recognised Institution shall be eligible for Selection Grade as Grade
prescribed by Government to their employees in appropnate cadre, from
time to time.

L
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CHAPTER IX
DUTIES AND RESPONSIBILITIES OF THE EMPLOYEES

In addition to the powers, duties and responsibilities provided for under the
Act, Statues, Ordinances, Rules and Regulations the officers and employees
mentioned hereinbelow shall perform the duties and carry out the functions as
prescribed below and as may be directed by the Competent Authonty/Authorities
from time to nume.
110 UNIVERSITY EMPLOYEES :

1. (1) The Registrar, as the chief admimistrative officer of the University, shail
regulate the work, conduct the affairs of the departments, branches.
sections, units placed under is charge as well as of the officers and
other employees of the University in accordance with the provisions of
the Acts, Statutes, Ordinances, Rules and Regulanions The Rewstrar
shall assess and evaluate the performance of the officers, emplovess and
others connected thereto and take such measures as he may deem fu 10
regulanise and 1o improve the working of the Umiversity

(2) The Rewstrar shall, subject to the decision of the University authorities,
enter into agreement, sign document and authenticate record on behalf
of the University.

(3) The Registrar sha!l be the custodian of the records, common seal and
such other property of the University as the Management Council may
commut 1o his charge.

- 14)' (a) The Registrar shall issue nouce, agenda, fumish information on the
2 items of the agenda and keep the minutes of all the meetings of th
Senate, the Management Council, the Academic Council and th
Boards and Commuttees constituted by the Act or by the authonues
of the University, of which he is or deemed 19 be lhe chretary (

. -

(b) The Registrar shall implement the dec:snon§ of <dch authorities
faithfully, effectively and expeditiously.

(c) The Registrar shall refer the decision of the authonty to such other

/ body or authority as may be necessary for consideration, approval.
L sanction or ranfication, as the case may be.

(d) The Registrar shall submit to the Vice-Chancellor the decision of
the authority or the body, which according to him is not
consistent with the provisions of the Act, Statutes, Ordinances, Rules.
Regulations or is not in the interest of the University

Hepistrar
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(5) The Regstrar shall conduct the elections to various authorities and
bodies, except that of the Students Council, as provided by the Act,
Statutes, Ordinances, Rules, Regulations as per the programme drawn
by him and approved by the Vice-Chancellor.

(6) The Registrar, as the Appointing Authonty, shall make the appoint-
ments of the employees in Class II, TIl and IV, against the approved
posts, by following the procedure prescnibed. He shall allot the post(s)
avalable amongst various departments, branches, sections, units, elc.
as well as Sub-Centre(s), so as 1o ensure smooth and efficient function-
ing of the depantments, branches, sections, units, sub-centres of the
Umvcrsirx, bl e Abgre 4l C

(7) The Registrar shall be competent 1o transfer, promote, revert the
emplovees in Class I, 11l and IV An accordance wiath the exigency and
the procedure prescribed. 7. :

(8) (a) The Rewstrar, as the chief administrauve officer, shall supervase the

e . |
s /N T T ALpy F1I70

that they function efficiently and yield maximum of their capacity

(b) The Regstrar, 1in consultation wath the Head of the Department,
branch or section, shall ensure that the employee complies with the
requirements of the Act, Statutes, Ordinances, Rules & Regulauons,
orders of the Goverament and the Authonity and serves well in
furtherance to objectives of the University.

(9) The Regsstrar shall have the power to wvisit and examine, records,
papers, documents of any branch, section, unit of the University as well
as University departments in connection with the administrative
matters.

(10) The Registrar shall dezl with all legal matters connected with the
Secuons which are directly under his control including signing
vakalatanama and executing affidavit(s) etc.

(11) The Registrar shall exerc:se such other powers and perform such other
dunes as may be prescribed or as may be directed by the Vice-Chancel-
lor from time to nme.

2. (1) The Director BCUD shall function as a policy making officer in respect
of proper planning and integrated development of the Universiry,
Colleges and Recognised Institutions.

(2) He shall advise the Vice-Chancellor or the authorities in respect of the
infrastrucural facilities required to maintain high academic standards in
teaching, learning and research in the University Post Graduate
Departments, Colleges and Recognised Institutions.

2 _--'-'_..;j ,/‘-f?};
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(3) (a) He_ sha{l be responsible for over-all academic development of

University Departments, Colleges and Recognised Instituions.

(b) He shall undertake survey of University Departments, Colleges and

Recognised Institutions with a view to -

(1) prepare and maintain up - 1o - date profile of each University
Department, College and Recognised Institution,

(i1) review th.c existing facilities and identify the needs and gaps to
be filled in for development of such University Department,
College or Recognised Institution,

(1i) make suc!: information available 1o the Government, UGC and
other bodies concerned as may be necessary.

(4) He shall prepare a Perspecnve Plan of the University, projecting the
need of staring new University Department(s), College(s) and
Recognised Insutution(s) in tune with societal requirement and overall
economic development of the University junsdiction, of the State or of
the Naron. ‘

(5) He sha.ll adwise the University in respect of ranonalisation and imple-
mentation of the academic policies in the University Departments,
Colleges and Recognised Institutions.

(6) He shall keep close contact and liaison with and within the University
gepanmems. Colleges and Recognised Institutions with a view 1o help

em,

(a) in proper development of academics and student amenities,

(b) for proper utilisation of grants and for efficient implementation of
the projects and reforms approved by the UGC and other Statutory
bodw.s such as MCI, AICTE, CCH, CCIM, etc. and funding
agencies such as DST, CSIR, INSA, DRDO, DBT, etc. as relevant,
from time to time.

(¢) to make them more relevant and significant not only to the students
but_a!so to the region to which the University serves by assessing the
social transformation and regional development.

(7) He shall review the facilities for Post Graduate Teaching Departments
condugted by the Colleges and Recognised Institutions in terms of norms
prescribed _by the UGC and such other Bodies and assess them to
deveiop their potential and efficacy in order 1o come up 1o the required
norms. He may organise the liaison, support service or co-ordiration
with the respective University Department.




Standard Code Rules, 1998 93

(8) He shall help the colleges and recogrused insututions to develop so as
to remove regional imbalances and 1o realize their potential.

(9) He shall evaluate and assess the effect and impact of the grants received
from funding agencies like UGC, CSIR, INSA, etc. and their proper
utilisation by the University Departments, College and Recognised
Institutions towards implementation of vanious development projects.

(10) He shall ensure that the grants received from funding agencies are
realized to the University Departments, Colleges, Recognised
Institution promptly. He shall monitor the utilisation of funds and
monitor the progress of implementation of the projects sanctioned by
various funding agencies. He shall obtain the Unlisation Ceruficate of
the funds received from the funding agencies and furmish the necessary
information to the respective funding agencies.

(11) He shall maintain close and continued contacts and interactions between
the academic faculty of the University Depaniments, Colleges and
Recognised Insututions.

(12) He shall review the Inspection Reports of the University Depaniments,
Colleges and Recognised Institutions and suggest to the Vice-Chancel-
lor the remedies for the defects and irregulanites reported in such
Inspection Reports,

(13) He may wvisit the University Departments, Colleges or Recognised
Institutions as and when required and ensure that the defects and
irregularities which have come 1o his notice are rectified appropnately.

(14) (a) He shall issue notice, prepare agenda, furnish necessary information

on items of agenda and keep munutes of the Board of College and
University Development and other authorities prescribed by the
Statutes, Ordinances and bodies appointed by the Board of College
and University Development of which he is or deemed 1o be the
Secretary.

(b) He shall implement the decisions of the Board of College and
University Development and authorities and bodies thereunder
faithfully, effectively and expeditiously.

(c) He shall refer the decision of the Board of College and University
Development or authority and such other body or authonty as may
be necessary for consideration, approval, sanction or ratification as
the case may be, to appropnate University authonties.

(d) He shall submit to the Vice-Chancellor the decision of the authonty

Finsnee 3,
& Accounts
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or the body which according to him is not consistent with the provi-
sions of the Act, Statutes, Ordinances, Rules and Regulations or is
not in the interest of the University.

(15) He shall look after the work of :-

(2) Under-graduate and Post-graduate Affiliation,

(b) Appointments and Approvals of teachers in Colleges and Recognised
Institutions,

(c) Special Cell, UGC Unit, Gnevance Comminee, etc Constituted/set
up in the University.

(16) He shall act as a Principal Academic Development Officer and be
responsible for University-Industry, University-Society interactions.

(17) He shall deal with all the legal marters directly or indirectly concemed
with the sections under his control including signing vakalatnama,
executing affidawits, agreements, etc.

(18) He shall report to the Registrar any misconduct committed by the
employee placed under his control for further necessary action.

(19) He shall wnite the Confidential Assessment Report of the employee
placed under his control and forward the same to the Registrar within
the supulated ume limit.

(20) He shall sanction casual leave and issue memos to the employee under
hus charge for any misdemeanour.

(21) He shall be a principal liaison officer in respect of agencies like
National Accreditation Council and such other Accreditation
Agencies as may be designated by the Govemment, Government of India
or any other funding agencies, as the case may be.

(22) He shall perform such other duties and carry out such other functions
and responsibilities as may be assigned by the Vice-Chancellor, from
time 1o time.

The Finance & Accounts Officer shall perform following duties and

responsibilities.

(1) As Receiving and Paying Officer - The Finance & Accounts Officer
shall receive all moneys (other than moneys received in colleges) due to
and receivable on behalf of the University and bring them promptly to
the account and pay or otherwise settle all claims preferred against the
University.
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authority who may either reconsider, accept his advise and order
accordingly or reject the same giving the reasons in writing in the said
register.

(12) All the papers, files related to income ‘or expenditure or which has
direct bearing on the University finances shall invariably be routed
through the Finance and Accounts Officer.

(13) The Finance and Accounts Officer shall keep a timely watch on the
interest bearing securities and other investments of the University. He
shall maintain the register(s)of the investments and the
secunties and submit the detailed report to the Finance and Accounts
Commuttee.

(14) The Finance and Accounts Officer shall prepare Monthly Trial
Balance of the Receipts and Expenditure and place the same before the
Vice-Chancellor or the authonities as the case may be.

(15) The Finance and Accounts Officer shall monitor purchases and sales of
moveable property of the University in accordance with the decisions of
the Purchase Committee and shall maintain record of the said purchases
and sales made.

(16) The Finance and Accounts Officer shall sign the Daily Cash Book and
Monthly ] Tn.al Ba!ance

(17) He sh:dl report to the Registrar any misconduct committed by the
employec working in the Finance branch for further necessary acuon

(18) He shall write the Confidential Assessment Report of the employee placed
under his control and forward the same to the Registrar within the
stipulated time limit.

(19) He shall sanction casual leave and issue memo to the employee under
his charge for any misdemeanour.

(20) The Finance and Accounts Officer shall exercise such other duties as
prescribed, from time to time, by the Vice-Chancellor.

. (1) The Controller of Examinations shall prepare various programmes of
the University Examinations well in time and adhere to the schedule of
declaration of results as prescribed in the Act.

(2) He shall assign the duties and responsibilities to the officers working in
the examination branch of the rank of Deputy Registrar and
Assistant Registrar, from time to time.

Controller
of Exami-
nations
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(3) (a) He shall convene regular meetings of the Board of Examinations or
other Statutory Body relating to the examination as per the
programme approved by the Chairman. He shall issue notice, agenda,
fumish information on the items of the agenda and keep minutes of
the meetings of such authonity or body.

(b) He shall implement the decisions of such authority or body
faithfully, effectively and expeditiously.

(c) He shall refer the decision of the authority to such other body or
authority as may be necessary for consideration, approval, sanction
or ratification as the case may be.

(d) He shall submit to the Vice-Chancellor the decision of the authority
or body which according to himis not consistent with the provisions
of the Act, Statutes, Ordinances, Rules, Regulations or is not in the
interest of the Universiry.

(4) (a) He shall supervise and regulate the work of the Examination Branch,
the Examination Centres and Central Assessment Programme
Centres as well as such other activities related to the examination,
like Computer Cell.

(b) He shall report to the Registrar any misconduct committed by the
employee in connection with the examination for further necessary
acnon.

(c) He shall report to the Management of the College or Recongnised
Institution any misconduct committed by the employes or teacher
of the College or Recognised Institution in connection with the
examination for further necessary action.

(d) He shall obtain the action taken by the Vice-Chancellor, the
Registrar or the Management of the College or Recognised
Institution against the employee or the teacher who has committed
misconduct in connection with the examination and report the same
to the Board of Examinations and maintain the register thereof.

(e) He shall write the Confidential Assessment Report of the employee
placed under his control and forward the same to the Registrar within
the stipulated period.

(f) He may for administrative exigency transfer any of the employee
placed under his charge within the Examination Branch in consulta-
tion with the Registrar.

(g) He shall sanction the casual leave and issue memos to the
employee under his charge for any misdemeanour.
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(5) (a) He shall inform the Vice-Chancellor about the progress of the
conduct of the examinations and the declaration of their results from
time to time. g

(b) He shall inform the Chancellor through the Vice-Chancellor about
the position of declaration of results of examinations.

(c) He shall report to the Academic Council regarding the results of the
University examinations.

(6) (a) He shall ensure that the work of confidential printing is carried out
as per the schedule and that the manuscnpts are delivered to the
examination centres well in ime.

(b) He shall maintain absolute secrecy as regards to printing of question
papers.

(7) He may wisit examination centres as well as Central Assessment
Programme centres as and when required

(8) He may wisit the examination centre(s) as well as Central Assessment
Programme centre(s) and ensure that proper arrangements of examina-
tions or evaluation are made by the college and recognised institution
concerned for the smooth conduct of the examinations and of the
Central Assessment Programme.

(9) He shall, in consultation wath the Vice-Chancellor, constitute one or
more flying squads for each district to maintain the strict vigilance
dunng the university examinations.

(10) He shall, deal with all the legal matters in connection with the examina-
tions, etc. and also sign all the legal documents, vakalamamas, affida-
vits, agreements, etc. ansing out thereof.

(11) He shall prepare and present the budget of the examination branch to
the Board of Examination.

(12) He shall have the financial powers as delegated by the Vice-Chancellor,
from time to ime.

(13) In addition to the above duties, he shall perform such other duties and
responsibilities assigned by the Vice-Chancellor, from time to time.

. Following shall be the duties and responsibilities of the Director of Students’

Welfare:

(1) He shall organise and co-ordinate the student welfare activities at the
University, College and Recognised Institution.

(2) He shall organise specific students activities (at University level) like
leadership training, inter-collegiate and inter-University Youth

Director of
Students'
Wellure
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Festivals, cultural activities, talent shows, University tours and the like,
subject 1o the approval of the Vice-Chancellor.

(3) He shall as co-ordinator of the activities like N.S.S., N.I.C. and other
activities of the similar nature at the University level, as may be
assigned by the Vice-Chancellor/Management Council from time to ime.

(4) He shall organise various functions of national importance and
important functions at the University level like Independence Day,

Republic Day, University Day, etc.

(5) He shall encourage cultural social and literary activities wath a view to
fostering healthy corporate life in the student community;

6) He shall act as a Secretary of the University Students” Welfare Board,

) He shall issue notices or to cause to 1ssue notices of the meetings of the

Students® Council.

(8) He shall adwvice, guide and supervise in general the activities of the
Students” Council. .

(9) He shall maintain accounts and hold and manage the funds and property
of the Students’ Council in his capacity as a Treasurer of the Students’
Council and submit the same or cause to submit the same;

(10) He shall ensure that the accounts of the Students’ Council are duly
audited and the auditor’s report along with a Statement of Accounts
submitted to the Management Council on or before the 31st of March
of the following year or on the date that may be specified by the Vice-
Chancellor.

(11) He shall accord sanction and regulate the expenditure with the
provisions made in the Budget for the Students’ Council.

(12) He shall notify as per the statutes goveming the election/nomination to
the Students’ Council, to the Principals of Colleges or Recognised
Institutions and Heads of University Departments and inform the date
and the time and the manner of holding the election of Students
Council and University Departments Students Council.

(13) He shall bring to the notice of the Vice-Chancellor any of the activities
of the Students’ Council or any other Students organization if prejudi-
cial to the University or/and is not in the interest of the student.

(14) The Director of Students’ Welfare shall for the purposes of planning
programmes and activities and for executing different schemes relating
to students” Welfare and/or approved by the Students’ Council actas a
liaison between the Government of India, Government, the University,
between University and other Universities, National and Cultural
Organizations eic.
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(15) The Director of Students Welfare shall prepare a calender for the
election 1o the University Departments’ Students Council for the Post-
graduate Department of the University and Student Council for College
and Recognised Institutions. .

(16) He shall be responsible for the smooth conduct and co-ordination of
Students’ Council elections.

(17) He shall conduct the elections of the University Students’ Council under
the superintendence of the Vice-Chancellor and the Registrar.

(18) He shall issue the notice of meetings of the Students Council, prepare
the agenda and keep the minutes of the Studen:s Council.

(19) He shall co-ordinate the curmcular, co-curncular and extra curncular
acuvines of different Students Associations for a better corporate life.

(20) He shall look after all the legal maners connected with the conduct of
elections, student discipline and such other marners which are directly
or indirectly connected with his sections and execute vakalamama,
affidevits and fumish information to the advocate.

(21) He shall arrange for the periodical medical examinations of students
and 1o ensure medical assistance to them and crganise and supervise
dispensaries attached to the University Departments, Colleges and
Recognised Institutions

(22) In addition to the duties and responsibilities mentioned above, he shall
perform such other duties and perform such other functions as assigned
by the Vice-Chancellor, from time to time.

(23) He shall perform such other duties ‘as may be assigned to him by the
University authorities and assist in any other work that may be alloted
to him by the University authonities.

(1) (a) subject to the overall direction, control and supervision of the

super Class I officer, who shall be controlling officer,

(b) the Deputy Registrar incharge of Branch/Section/UnivDepartment,
(‘Branch' in brief) shall be responsible for the smooth conduct and
working of his Branch for the allotment of work to the Assistant
Registrar(s), Superintendent(s), Asstt. Superintendent(s), Head
Clerk(s), etc.who shall be directly responsible to him.

(2) He shall convene regular meetings of the officers and/or of the staff
working under him and shall determine the time dimensions of each of
the tasks assigned and supervise the overall working as per the
prescribed norms, if any. He shall also get the daily reports/worksheets

Deputy
Registrar
snd
Erjuivalent
Cudres

B
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from the officers and guide the officers and/or staff to ensure that the

Job assignedtoeachofthemisunderstoodbymem and 1o see that they

conduct the business without any difficulties.

(3) He shallissue wamings and reprimand to erring employee. He shall also
maintain of cause to maintain leave register, movement register and all
other official registers etc.

(4) He shall inspect periodically and after every fifteen days the attendance
register and countersign it for having inspected the same and take such
action as he may deem fit in case of habitual late comers or those who
habitually remain absent by issuing wamings periodically in writing and
recommending to the Registrar through his controlling supenor officer
for the disciplinary action of severe nature, in case, the same employee
shows no improvement.

(5) He shall communicate in writing, from time to ume, about the progress
and difficulties and evaluate the staff and give his recommendations.
He shall also be responsible for submission of accounts of money, his
Branch spends. He shall submit periodical retums and reports, and shall
prepare the budget for his Branch every year and place it for the
approval of the appropnate authonty.

(6) The Deputy Registrar shall maintain cordial public relations and artend
the quenies of the members of the public and supply the information
through the concerned Officer to the Government, U.G.C., Chancellor
etc. The Deputy Registrar shall help the members of the public to solve
their difficulties conceming his Branch and entertain the complaints, if
any, against the staff working under him.

(7) He shall carry out his duties and responsibilities in a just manner with-
out any discrimination; and motivate his staff to take their work
seriously and willingly and shall pay personal attention to their welfare.

(8) (a) The Branch where the Assistant Registrar is not provided, the

Deputy Registrar shall carry out the functions, which are prescribed
for the Assistant Registrar, as those of the Deputy Regjstrar.

(b) The Deputy Registrar shall ensure that the Assistant Registrar(s)
and the subordinate staff in his Branch dispose of the cases, excercise
the powers and carry out the functions as per provisions of the Act,
Statutes, Ordinance, Rules and Regulations, the decision of the
authorities, the order of the Govemnment and the guidelines of the
bodies like U.G.C.



Sandard Code Rules. 1998 103

(9) He shall be solely responsible for the work of the highly confidential ~
nature that may be undertaken by his sections. He shall be responsible
for preserving the documents, deeds etc. conceming his Branch.

(10) The Deputy Registrar shall personally look into the court cases of his

Branch and shall take steps to deal with the legal matters adequately. He
shall keep the controlling officer informed about the cases and obtain

his orders wherever necessary.

(11) He shall carry out any other work assigned to him by the higher officers

of the University from time to ime.

. 7. The Medical Officer of the University, by whatever designation, shall
¥ perform the following duties and carryout the following functions -

(M

(2)

(3)

#)

()

(6)

M

(®)

He shall attend the medical centre at the prescribed hours and medically
examine the pauents wising the centre and prescribe medicines, and if
available either free or at subsidized rates, supply the medicine to such
pauents.

The term, ‘patient’, may include employee or member of his family, the
teacher or member of his family or the student residing and or taking
education in the university o member of any authority or body anend-
ing the work of such body or authonty

He shall attend the patient at his residence if such a patient is physically
unable to attend the centre.

He shall refer the patient 1o the specialisi(s), if necessary, and have him
examined throgh such specialist(s) at the centre, the patient’s residence,
specialist's dispcnsarymospilal as per the exigency, and if necessary
accompany the patient to the hospital.

He shall refer the patient 10 the specialist(s) or to the hospital for
advanced medical check up, treatment and/or hospitalization and
further keep the trace of the health and medical condition of the patent.
He shall keep the record of health profile of each patient.

He shall undertake penodical health check up of every employee, teacher
and student.

He shall keep stock of essential medicines in the centre, in case the
university has scheme of supplying medicines to the patent. He shall
ensure that the proper account of the said medicine is maintained,

adequate stock of the medicine IS requisitioned in time, dispose of the
medicine which is unutilised and whose date of validation is expired

o
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after following due procedure of such disposal. He shall also maintan
the financial account of such medicines.

(9) He shall procure the required, essennal as well as desirable medical
equipments sO as 10 make the centre more effecuve and also ensure its
upkeep. He shall ensure that, 10 the extent possible, modern equip-
ments in medicine are provided for at the centre, keeping in view, finan-
cial provision and the policy of the university.
(10) He shall prepare the budget estimates of the financial requirement of the
centre

(11) He shall, whenever felt necessary, refer the employee or the teacher

who has been suffering from protracted iliness and is likely to be
declared physically invalid for the discharge of his functions, to the
committee constituted by the University for such purpose and upon their
recommendations to the Civil Surgeor/Supenntendent of the Govern-
ment Hospitals and/or Medical Board constituted by the Govemment
for determining whether the employee or the reacher be declared
medically unfit or otherwise.

(12) He shall supervise and control the working of the employees placed
under his charze at the centre.

(13)He shall mainiain the detailed information about various medical
facilities, either routine or specialised, available in the city within the
junsdiction of the University, and 10 the extent possible mamntain
rapport with such places and whenever necessary refer the patients 10

such places.
The University Engineer, by whatever designation, shall be overall incharge
of the new gonsuuctions, maintenance, of the building and the property of
the University and shall work under the control of the Registrar and perform
the duties and carry out the functions as follows :

(1) (a) He ;hall be responsible for all new construction works of the Uni-
versity buildings, roads, electrical installations and other structures
on the University campus of the University property.

(b) He shall prepare or cause to prepare the plans and estimates either
himself or through Architect, scrutinise the estimates, ensure
approval thereof by the respective authorities, publications and or
issuance of tender papers, due scrutiny and analysis of the tenders
and their submission to the respective authorities for approval.
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3)

(4)

(3)

(6)
(7

(®)

(c) He shall ensure completion of all the preliminary formalities bef_’ore
the commencement of construction of new building/electrical

installation.

(d) He shall, personally, through his subordinate staff and the Archi-
tect, ensure that the construction/installation is as per the design
and plans approved: as per the specifications prescribed and of the
quality expected. -

(e) He shall measure or cause to measure the work done and ensure
that the same is recorded in the Measurement Book.

(f) He shall issue instructions to the Architect and/or to the Contractor
about the proper implementation and proper progress of the
construction/installation.

(g) He shall venfy the work with the Measurement Book, scrutinise }he
payment bills and cerufy the progress of construction/installation
and recommend/approve the payment thereof.

He shall prepare and submit Commencement Centificate, Comphance

Report, Completion Ceruficate, Progress Report and Utili§ation

Ceruficate to the Government, U.G.C., and other funding agencies, as

the case may be.

He shall obtain permission and certificates from the local Municipal

authorities. the Government etc. before the commencement and after

the completion of the constructiorvinstallation and obtain their permis-

sion to put the building into use.

He shall maintain and preserve the documents like plans, blue prints,
estimates, architectural drawings, Municipal permission, agreement with
the Architecture, agreement with the Contractor etc. properly and safely.
He shall maintain all the buildings, public utility services like electricity,
water supply, drainage, telephone lines etc. on the campus and the prop-
erty of the University.

He shall prepare the Annual Budget of recurring and non-recurrng
expediture of his Section.

He shall periodically verify the stocks of the buildings, equipments,
machinery and such articles put under his control.

He shall supervise the work of the staff working under his control.

Relntions
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" (9) (a) He shall issue notice of the meeung of the Buildings and Works
Committee and other Committee thereunder, prepare agenda and
keep the minutes of the meeting.

(b) He shall refer the decisions of the Buildings and Works Comimittee
or other Committee to proper authority or body for approval or
ratification and if necessary to the Chancellor and or to the Govemn-
ment for their concurrence.

(c) He shall implement the decisions of the authorities faithfully, effec-
tively and expeditiously and periodically submit the compiiance
thereof to the Registrar.

(10) He shall maintain and update the history sheet of every building/prop-
erty of the University.

(11) He shall deal with all legal marters and disputes connected with his branch

(12) He shall exercise such other duties and carry out such other functions as
may be directed/entrusted to him from ume to time :

Public 9. (1) The Public Relations Officer shall be under the direct control of the

Officer Registrar and shall assist the Regstrar in the matter as per needs

(2) He shall be responsible to ensure that the information relating to the
University is disseminated properly. He shall have to co-ordinate the
services of media for communication purposes, pubhcising of soc:al
events, academic achievements of the University as concurred by the
Registrar.

(3) He shall maintain the enquiry service for students; staff and also for
visitors to the University regarding courses being conducted, the
examination, the admission rules etc.

(4) He shall forward information about the views and reaction of the
community on the various University decisions, feed back, to review its
existing programme and plan for the future. He shall keep liaison with
institutions of academic, research and development organization or
similar institutions and disseminate information through penodicals,
booklets, press advertisements and audio visual media.

(5) He shall acquaint himself with printing techniques.

(6) He shall assist the Registrar in organizing press conferences as and when
required by the Vice-Chancellor, or other authorities of the University
with the permission of the Vice-Chancellors.
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(7) Heshall supervisc;.. control the staff working under him.

(8) He shall arrange to publish advertisements of the University in Newspa- ~

pers approved by the authorities and scrutinize the bills received from
the Newspapers and arrange the payment thereof.

(9) He shall provide assistance and guidance to the students, parents and
public in respect of the University affairs.

(10) He shall receive, welcome and entertain the dignitories and arrange
their accommodation and appropriate conveyance with the approval of
the Registrar.

(11) He shall prepare and arrange the distribution of invitation cards of
various functions, programmes arranged or organized by the
University

(12) He shall supervise and control the wo king at Reception/Inquiry
Counters

(13) He shall prepare the information brochure of the University based on
the factual information and Annual Calendar of the University consist-
ing of the various events which are scheduled dunng the Acadenuc year,

(14) In addition to the above duties and responsibilinies, the Public Relanons
Officer shall perform the duties and responsibilities as may be entrusted
to him by the Registrar.

10. (1) The Assistant Registrar shall perform the duties as may be assigned to

him from ume to ume, by the Vice-Chancellor, the Super Class |
Officer, the Deputy Registrar or Head of the concerned Branch under
whom he is working as a Head of the Section and he shall have the
powers and responsibilities assigned by the Deputy Regstrar.

(2) He shall be incharge of the section and shall be responsible for their
normal and smooth working.

(3) Heshall look after day to day work of the Section of which he is incharge
as per the instructions of the higher authorities. He shall hold periodical
meeungs of his staff to ensure proper implementation of tasks entrusted
10 his section and in accordance with the provisions of the Act, Statute,
Ordinance, Rules and Regulations, decision of authonities, Government
orders and guidelines of the bodies like U.G.C. He shall take review of
the difficulties faced and assist the staff to remove them or place them
before higher authorities for solution.
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(4) He shall be responsible for planning and scheduling of the entire work
of the section well in advance and shall take the periodical reviews of its
execution.

(5) He shall assign/reassign specific jobs 10 his subordinates, and shall also
decide the time-dimension in respect of the jobs so assigned where the
norms are not laid down.

(6) He shall ensure and maintain proper co-ordination and follow-up with
other Depantment/Branch/Univ/Section and shall be totally accountable
for follow up actions on the decisions given by the University authori-
tes.

(7) He shall be responsible for smooth and efficient running/working of the
section and umely disposal of cases, leners, bills, reports, retums eic.
and decide and maintain proper filing procedure

(8) He shall ensure that the cases/letters requinng immediate and urgent
disposal are dealt wath immediately. '

(9) He shall deal with non-routine cases referred to him by the supervisory
staff working in his section. He shall call meetings of his staff periodi-
cally, train the members of his department and provide guidance to all

(10) He shall dispose of cases of importance quoting the authorisation(s)
clearly applicable and submit the same to higher officer, with clear and
specific comments for their approval and sanction, if required

(11) He shall keep exhaustive and self-contained notes of imponant papers,
pass down and keep track of their movements uill final disposal and also
consider the proceeding of the work.

(12) He shall exercise constant vigilance which 1s sine-qua-non of speedy
and qualitative disposal of work, safety of the record, regular and
orderly behavior of the staff.

(13) He shall prepare as per rules and specifications the Confidential and
Assessment Report and submit them 1o the Deputy Registrar. The
Assistant Registrar may issue waming, in writing, 1o the erring staff
working under him and if there is no improvement report the case of
such employee to the Registrar through the Deputy Registrar for
suitable disciplinary action.

(14) He shall record verbal discussions, orders and instructions, which shall
be attested by the concerned higher Officer
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-
(15) He shall prepare item for consideration of the Management Council, 110 Standand Code Rules, 1998

Academic Council or for other authonties/bodies of the University
concemed with his section, and execute the decision of the authority
faithfully, effectively and expeditiously.

(16) He shall appraise the plan which he may prepare and its time schedule to
employees working under him, watch results, appraise responses and
motivate individuals towards achievement of objectives. He shall also (4)
deal with staff in a just manner, show no discrimination on whatever
ground and look after the welfare of the employees working under im.

(17) He shall carry out any other work assigned to him from time to time by (5) |
the higher officers in nature, draft notes essentially with reference 10 relevant rules, regula-
11. The Secunty Officer shall be overall incharge of the safety and security of Security tions, precedence and implications etc. on spec:al cases and submt to

the employees, teachers, students and the property of the University and Officer ~ higher officers, and give intenim replies

shall work under the control of the Regustrar of such other officer as may be (6) He shall point out mistakes or misstatements, if any, and draw atiention
directed by the Registrar. wherever necessary, o the statutory of customary practice and point

(1) He shall be person ally responsible for the safety of the staff, teachers. out rules where they are con;cmcd To maintain the muster roll of the
sudents, officers and the University property The Security Officer shall members of the staff working under him and inform the Assistant

ensure that no encroachment on the University property/Campus or Registrar about late ariendance, absentees elc.
Building takes place and that no unauthorized persons are allowed to (7) He shall scrutnise notes/cases submined by the lower staff, put hisown

enter the premises of the University In case of such encroachment and remarks/suggestions, if any, and submit the same 10 the Assistant
insecurity or of the situauon created by riot etc he shall have 1o take Registrar and/or Deputy Registrar, as the case may be

help of the police in emergency and in ordinary course wath the permis- (8) He shall anend meetings, issue notice of meeungs, prepare agenda,
sion of the Registrar prepare diaft minutes of the meetings and take follow-up actions

important enough to be seen by the higher Officers at the ininal stage or
on which he desires their instructions.

(3) He shall mark and distribute the letter to the subordinate staff dealing
the matter/subject.

He shall exercise, check and follow the letters received from the
Govemment of India, Chancellor, Government, U.G.C., Office of the
Director of Education, Universities, elc,

He shall draft notes and independently deal with cases which are routine

(2) Heshallbe responsible in respect of all routine matters pertaining to the (9) He shall supervise the work of subordinate staff in the form of penodic
recruitment, optimal utilisation and deployment of secunty staff, their check of the work carnied out by the staff.
postings, substitute appointments, sanctioning of all kinds of leave 10 (10) He shall periodically inspect the racks and tables of assistants, and/or
them. transferring of the watchman from one place to another and‘ 10 senior assistants working under him and satisfy himself that no papers
1ake the disciplinary actions, if any, in order 10 ensure proper secunty. o files have been overlooked and that there are no odd receipts or bills
In case of major disciplinary action, the matter shall be submitted to the lying undisposed of. Through this he shall ensure the efficiency of the
Registrar. staff working under him.
(3) He shall perform such other duties and functions as may be assigned 10 (11) He shall give instructions regarding destruction of old records
him by the Registrar from time 10 ume. according 10 the directives of Branch Officers/Secton Head.
12. (1) He shall receive the mail, the papers and files and to initial and date each S (12) He shall anend to such other work as may be given to him with the
receipt in token of his having seen it and to record therein instructions s":"'i-o " approval of the higher Officer/Head of the Department.
wherever necessary for the g‘f‘d“‘“ ?fthestaﬂ' \?orkmg u"d_ﬂ s, ?':'"" Junior 13, The Junior Engineer shall work under the direction of the University
(2) Heshall deal with letters which he himself can dispose of without the E':wi"lml Engineer Engineer and carry out the following functions.
assistance of the officers and those lerters which in his opInion are ¢, jres (1) He shall be respo sible for check-up of each building at least once A

month and reporting observations with suggestions of maintenance 10
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(2)

(3)

(4)
(5)
(6)
(M
(8)

9)
14. (1)

higher authorities. While inspecting, he shall keep liaison with the

representative of the user Department.

(a) He shall prepare plans and estimates for minor repair works after
inspection and as directed, and carry out the repairs under direc-
tions of the University Engineer, exercise control quality and
economy.

(b) He shall anend emergent repairs especially in residential buildings,
where safety is a problem he should not wait only on reporting but
1ake quick remedial measures.

(c) He shall keep proper maintenance of internal roads, gardens
cleanliness of building etc.

(d) He shall chalk-out weekly repaurs programme and geming them
executed from Mukadams and subordinate staff.

(a) He shall keep record, plans, record of lands of all the buildings in his
charge

(b) He shall keep accounts of stores, tools and Plans which are under
his custody

(c) He shall mantain the register of masonry works and pnnted retumn
of buildings '

He shall check maintenance book kept by the Beat-in-charge including

checking mazdoors attendance periodically.

He shall prevent and remove encroachement on University lands.

He shall antend electrical deficiencies with the help of the electrical wing

Inform well in advance where electrical installation needs to be attended

while doing civil work so that delay and accidents are avoided.

He shall report damages if any, due to any reason promptly.

He shall antend all the duties as prescribed in Public Works Manual,

Government Circulars etc.

He shall carry out any other duties assigned by the University Engineer.

The Personal Assistant shall be responsible to the Officer under whom

he is working.

(2) He shall be responsible for their personal correspondence, appointments,

3)

engagements eic., other than normal office duties.

He shall perform the duties and responsibilities assigned 10 him by the
concerned Officer from nme to ume.

Pursons!
Assistant

& .’ )
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(4) He shall mantun programnie sheets of the officer, prepare drafs of

meeting and correspondence of routine nature. He shall organise plan
and follow tour programme of the officer. He shall maintain the confi-
dential and other files as per requirements and make suitable arrange-
ments for the safe custody. He shall sort out the mail and despatch it
promptly to relevant section alongwith the instruction of the officer. He
shall issue reminders etc. in respect of such cases, where the officer has
called for information/date or has suggested or ordered immediate ac-
tion in any of the cases. He shall maintain absolute confidentiality and
integrity in respect of the work assigned 10 him.

ttead 15. The Head Clerk, Assistant Supenntendent and the employee in equivalent
cadre shall

Clork
Assistant
Supennten:
dent and
Equivalent
Cailres

Senior
Clerk/
Junior
Clerk and
Equivalent
Cadres

(M

(2)

(3)
(4
(5)
(6)
)

(8)

M
(2)

exercise, check and to follow up the incoming letters received from the
University Dcp:mmcm/Collcgcs/Studcms elc.

point out mistake or misstatements, if any, and draw attention wherever
necessary, to the statutory of customary practice and point out rules
wherever they are concemed.

submit notes/drafts for approval of the officers through the Superinten-
dent/Section Officer.

scrutinise notes/cases submined by the lower staff, put his own remarks/
suggestions, if any, and submit the same to the Supenntendent/
Assistant Registrar, as the case may be.

ensure the prompt despatch of letters.

arrange filing of the papers and arrange files in order, year-wise and
subject-wise,

maintain calendar of penodical returns for incoming and outgoing,
separately and ensure imely submission of such retums

attend to such other work that may be assigned to him with the
approval of the concerned Deputy Registrar.

16. The Senior Clerk, Junior Clerk and the employee in equivalent cadre shall

submit notes/drafts for approval of the officers through the Supeninten-
dent.

enter the mail and letters and inter-departmental correspondence/files
etc. letters, documents etc. addressed to the officer by name will be
received by the officers themselves or through P.A’s Stenographers/
Secretaries.
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(3) acknowledge letters received.

(4) submit dak to the Superintendems/Section Officer/Assistant Section
Officer/Assistant Superintendents daily, -despatch and watch every
entry in the register beaning the initials of the recipients of the letter/
documents etc. Y

(5) prepare list of letters issued during a week to which replies have not
been received and for which reminders are required to be sent.

(6) send relevant extracts or any part of a receipt, through Section Officer/
Assistant Registrar/Supenntendent to the Section, branch concemed
for remarks and/or necessary action.

(7) open and mamntain senvice-book/new file(s)-note-book(s), do copying
work/rubber stamping and to attend to all types of administrauve/
clencal work.

(8) mantain different registers, forms etc.

(9) keep a note-book to watch timely disposal of urgent papers.

(10) collect the relevant matenal required for taking action on a receipt iz
file on the subject, if one already exists, other papers/files, if any, refer
10 any receipt and any other relevant matenal etc.

(11) supply other relevant facts and figures and also papers pertaining to
previous decisions of policy.

(12) prepare routine leners/replies for approval where noting is not required
1ssue reminders.

(13) maintain daily work sheet, and submit weekly arrears report to the im-
mediate superor.

(14) prepare monthly arrears report and submit it to the immediate supenor
Officer for perusal and guidance/instructions.

(15) Carry out any other work assigned from time to ime, with the approval
of the Assistant Registrar.

The Chief / Deputy Accountant shall

(1) ensure that the various payments made from the University funds are
within budgetory provision and with the sanction of competent authon-
ties.

(2) attend to correspondence with State, Central Govemment, U.G.C. and
other higher authorities with the assistance of the Finance and Accounts
Officer.

Chiel/
Duputy
Accountant

Asmistant 18,
Accountant

Accounts 19,
Clerk
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(3) ensure proper artendance of staff working under him

(4) ensure accuracy in bank reconciliation statement and budget, final
accounts of funds assigned to him and ensure that non-revenue accounts
appearing in particular account of fund are reconciled.

(5) attend to audit queries and to reply audit report to submit necessary
statement of accounts.

(6) recover grants due to the University from the outside bodies including
the Government, the Government of India, U.G.C. etc.

(7) report to the Finance and Accounts Officer, Deputy Registrar (Finance
and Accounts) about such of the financial provisions of Act and
Accounts Code that are followed by the depanments/sections which
are anached to him.

(8) attend to such other works assigned to him by the Finance and

Accounts Officer

The employee appointed as Assistant Accountant shall

(1) prepare bank reconciliauon statement, budget and final accounts of funds
entrusted to him

(2) prepare periodic accounts of funds entrusted to him and to assist the
Chief/Deputy Accountant in furnishing of figures of expenditure to higher
authorities.

(3) maintain books of accounts, payment register and funds entrusted 1o
hum.

(4) attend to all the matters pertaining 10 deduction of Income Tax, Profes-
sional Tax and L.1.C. Premia P.F.from the salary of individual employee.

(5) attend 1o routine correspondence with Banks and other Departments.

(6) supervise the work of Accounts Clerk under him and to pass the bill for
payment as per relevant rules.

(7) artend to such other works as may be assigned to him wath the approval
of the Finance and Accounts Officer/Deputy Registrar (Finance and
Accounts and Chief or Deputy Accountant).

The employee appointed as Accounts Clerk shall

(1) write various books of accounts such as ledger, salary register, income
tax register, etc.

(2) ensure proper filing of vouchers and papers.

(3) prepare bills for payment.



Standard Code Rules, 1998

115

(4) prepare the retums.

(5) report to the Assistant Accountant/Deputy Accountant about any
mistakes noticed by him in book of accounts. =

(6) attend to such other work as may be assigned to him with the approval
of the Assistant Registrar (Finance and Accounts)/Accountant, from
time to time.

20. The Garden Supcrint;:ndem shall be under the direct control of the

Registrar, or such other officer as may be directed by the Registrar.

He shall be responsible for maintenance and development of garden(s)
on the University campus. He shall also supervise the work of gardners and
other persons working under him and regulate the working of the staff working
under him He shall assist beautification of the University campus and also
for development of the Botanical garden of the university. He shall carry out
the plantation programme taking the help of the Social Forest Depanment of

the Government, and other relevant body

21. The Curator shall perform the following dutes :

1) shall acquisition, register, store, display and conserve museum objects.

2) shall publish the results of research.

3) shall ensure the safety and security of the museum materials under his
charge agunst damage and degeneration, vandalism, pilferages or bur-
glary and accidents.

shall offer guide services to the wisitors in general and in the modem
concept of a Museum's functions, fulfil the duuies of a teacher of stu-
dents at all levels of education.

5) shall prepare a detailed plan for the development of the museum for
long term as well as short term durations.

shall develop, update and maintain the museum literature including~

1)

6)
purchase of new books, framing the rules for issuing the books, preser-
vation of the books.

7) shall prepare ethnographic accounts of the various tribes/communities,
particularly of Maharashtra with special emphasis on the use of matenal
culture.

8) shall prepare a detailed list of museum articles giving all the details such

as local and the English names of the articles, the place of procurement,
names of the tribe/community using it; a small sketch/photograph
indicating different parts etc. A photograph showing the mechanics of

Gurden
Superinten-
dent

Museum
Curator

o
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the instrument, the actiwvity, date of procurement etc. Providing an index
card for future details.
9) shall keep the museum presentable, neat and clean.
10) shall take suitable steps for creating an awareness among the common
people by way of writing popular articles, arranging exhibitions, film
shows, preparing brochures, pamphlets providing information about the
museum.
shall maintain registers for the equipments purchased, to ensure its proper
use, arrange for their repairs or write off etc.
12) shall allocate and supervise the duties and responsibilities of the Mu-
seum Assistant in consultauon with the Head of the Depariment

1)

' 13) shall acquire modem techmiques and methods of preservation of mu-

Museum 22,
Axmixtant

seum exhibits.
14) shall conduct field tours for ensuring the collection of museum anefacts
and other exhibits. .
15) shall perform any other duties that may be assigned from time to me
The Museum Assistant shall perform the following duties -
1) shall mantain Museum grants register, Acquisition register, Accession
register, Visitor's register, Library register etc.
shall undertake minor replacements, repairs and servicing of the
museum equipments,
shall invite quotations and order for apparatus and equipments required
shall withdraw and settle firancial advances required for purchases.

shall arrange for and supervise anti-termite treatment in the museum
and laboratory hall.

shall supervise cleaning and orderly up-keep of the museum.

shall order books for the Museum library, catalogue them and prepare
their accession cards.

8) shall assist the Curator while on collection tours.
9) shall receive visitors, school excursions and offer guided tours to them.

10) shall do photography work ne:ded for documentation and preparation
of condition reports of the museum artefacts.

11) shall undertake and complete annual stock verification.
12) shall assist the Curator in all technical work pertaining to the museum
13) shall perform any other dunes assigned from time to time.

2)

3)
4)
5)

6)
7
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23. (1) The employees appointed as storekeeper. senior storekeeper, assistant i::';, <y R S
storekeeper, 35335‘3"‘_‘0 the stf)rckeeper. by whatever designation, s}:)n‘l: (2) He shall ensure that no unofficial local/STDASD/trunk calls are made
maintain the store items either consumable or non consuma without prior permission of the Higher Officer and pnor payment of
committed to his charge in proper manner. _ ci\ requisite charges.
(2) He shall maintain the record of procurement and disbursement 9f§“ (3) He shall carry out any other works as assigned by the concemed officer,
items alongwith the cost of its procurement, transport, octrol, duty, from time o time.
storage charg!:_ n Pro;?er manner. ;e = —— Driver 26. (1) Driver shall maintain and drive the vehicle, of whatever nature, put 10
(3) He shall, keeping in ViEwW the demand level, maintain adequate ':l his charge, very efficiently. He shall ensure that the vehicle under his
each item and ensure that the stocks are adequately recuper 3‘*’7 - charge is cleaned and washed daily.
(4) He shall maintain the accession and store register and bin cards (2) He shall, ensure that the engine of such vehicle is maintained in proper
properly and up-to-date. o 0 f:ondiuon by undenaking regular maintenance and care, which would
(5) He shallin consultation with the appropriate authorities dispose of the include daily, weekly, monthly and periodically, as may be prescribed by
stock of the items which are not required for long tme of which are vehicle incharge.
spoiled or rendered useless, after following the procedure and complete (3) He shall, ensure that all the parts of the engine as well as vehicle includ-
the procedure for wrting the same off ' ing the body, the wheels are maintained properly and due care 1s taken
(6) Heshall undertake penodical and annual stock verification and evalua- 1o ensure that the pants which are worne out are either repared or
tion and submit the accounts thereof 1o the Head of the Depantment, He replaced in time. He shall ensure that servicing of the vehicle is carned
shall furnish the financial estimates for his annual requirements and shall . out after centain period or after certain linut of mileage, running includ-
comply with the audit objections, if any, 1© the satisfaction of the _ ing charge or replacement of various oils, maintenance of banery,
auditor(s). _ 4 dynamo, carburator, gear system, break assembly, electrical fitungs etc
24. The Receptionist shall work under the direct control of the Public Relations Fuceptionist (4) Helshall maintain appropriate log book of using the vehicle an 3 ik
Officer. ‘ maintenance repairs carried out
(1) Heshall receive the guests. visitors, merabers of the vanous organisanons (5) He shall report for his duties at a given time and carry out the duties
and student community etc. and guide them 10 the proper sections 10 without any grouse.
meet their requirements. l:‘:’::"z 27. The employee appointed as Laboratory Assistant shall
a X o s8islan
(2) He shall be well acquainted with examination dates. 3"3°}:::§?‘e“;:f (1) assist students and teachers in conducting practicals and expenments.
rgsu!L various programmes 0‘;‘3‘3 %’:::::gy'::;‘;:f: i'sh ::’ ch intéf“u_ (2) maintain dead stock register and register of consumable matenals and
lications and other activinies O th& to undertake at the end of the academic year, 2 physical stock verifica-
tion to the person making enquines. L 9 tion of laboratory matenals.
i ties as may be .
(3) He shall perform such other duties f"d .ISPM? ;” Y (3) assist the Incharge of Laboratory in purchase and procurement of
assigned to him by the concemed Officer time fo hme laboratory matenials.
(4) He shall display on the nouce'-board jmportant notices, circulars etc (4) supervise the work of laboratory attendants working under him.
1 varnous sections. . . : 2o :
received from the 0l e cssages i requited, Tikaobiona (5) assist the Incharge of laboratory in routine administrative mafers and
25. (1) He shall operate the telepnone here is any fault with Operator 1o ensure that the laboratory facilities are not misused by any person.

: the mechanic if
inform the telephone department/the m (6) repon about breakages/losses in laboratory, to his superiors.

the Board. Follow up the payment of telephone bills, maintain .
of the outward calls attended. (7) report to Incharge of laboratory about misbehaviour by the students
inside the laboratory.
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(8) ensure that all the cupboards, doors, windows and gates are properly
closed by the laboratory attendants.

(9) prepare the chemicals as per the requirement of the pracucals, arrange
for the plant material, specimen etc. required for the day to day practicals.

(10) assist the Laboratory Incharge during the University/College Practical
Examinations, as the case may be.

(11) anend to such other duties as may be specially brought to his notice,
with the approval of the Head of the Department

. The employee appointed as the Laboratory Attendant shall

(1) clean laboratory and keep Laboratory materials including apparatus and
equipments in proper place.

(2) render physical assistance 10 students, teachers and other laboratory
staff in movement of laboratory equipment, instruments, chemical and
other matenials within and outside the laboratory

(3) assist Laboratory Assistant and other laboratory stafT in physical stock
verificanon of laboratory equipment, instruments, chenucals and other
materials

(4) render physical assistance 10 students and teachers in conducting
pracucals and experiments

(5) repon about loss of laboratory equipment and other matenals to his
superiors

(6) open and lock cupboards. doors, windows and gates of laboratory

(7) attend to delivery of leners connected with laboratory and its staff.

(8) clean the instruments, glassware, etc before the stant of the pracucals or
after the practicals are over.

(9) assist the Laboratory Incharge during the University and College
Practical Examinations, as the case may be.

(10) anend to such other duties which are assigned to mm by the Laboratory
staff. with the approval of Incharge of the Laboratory.

(11) Perform such other duties as may be assigned by the Head of the Deptt.
pertaining 1o the routine work of the office and Department.

29. The Senior or Junior Library Assistant shall be reponsible for one or more

Department:Sections of 2 University Library (Such as Acquisition Depart-

Laborntory
Attendnnts

Senior or
Junior
Library

ment, Periodicals Department, Technical Processing Department, Circula- Acgistant

tions Department, Reference and Readers’ Servicss Department) or be
responsible for a- Departmental Library. He shall be responsible for the
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general functioning of his department/Section/Unit.
He shall perform following duties and responsibilities if posted in the
following Department/Section.
(1) Acquisition Department :
- call for books on approval
- bring to the notice of the faculty new books
- liaison with faculty members for selection of books and other
matenals
- liaison with donors for gift of books
- ensure that prices charged by the book sellers are correct
- orders are placed for selected titles
- orders placed are received in good condition.
. ensure that book funds are properly utilised as per allocation
- supervising the work of the staff in the depantment
(2) Techmcal Depanment
. accessioning of books and other materials
- cataloguing and classification of books and other materials
- filng of catalogue/shelf ist cards
. maintaining the catalogue including correction and replacement of
cards.
- recording of all weeded out material
- sending materal to the circulation/reference department of cards
- recording of all weeded out matenal
- sending material to the circulation/reference departments
- supervising the work of the staff in the department
(3) Periodicals Department
. receiving and recording receipt of periodicals
- sending reminders for non-receipt
- receiving and issuing penodicals 10 readers
preparing periodicals for binding and all related work
(4) Circulation Department .
. issue and retumn of books and other materials
- reservation of items
- sending reminders for non retum
. collection of fines for late return, damage, or loss of books
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(5)

30. The
(1)

(3)

- maintaining shelves in proper condition so that books can be located
Reference Department
- answering reference quenes
- conducting literature searches for readers
- preparing bibliographies and reading lists
- indexing articles >

- arranging book displays

- organising user edication programmes.
employee appointed as Library Attendants shall

render physical assistance to library members and library staff in
locating, using and moving books and other materials.

- locating and fetching books from shelf

- assistance at circulation counter

- carrying books, journals and other library matenals, from one

place to another inside the office or outside

- physically taking books to the shelves
render assistance to library staff in receming and returning of books and
materials from vendors, binders, other libranes etc.

- checking books with bills

- retuming of unapproved books to vendors.

- prepanng lists of matenals received or given 1o vendors, binders

and other libraries.

- prepanng of materials (1.e. identifying, listing, etc.) for binding

- handing over and receiving matenal to and from binders

- checking book lists with binders

- getting books to and from other libranes

- preparing book tags and pockets for repaired and bound matenials
ensure cleanliness and neamess of the library and 10 maintain books and
other materials in proper place.

- dusting of office furniture, files, tables, equipment machines

- dusting of books and book shelves

- sorting of books returned

- shelving of books

- switching on and off lights and fans as and when required

- carry fumniture items, machines, equipment and other portable items

from one place to another

Library
Atlendnnts

2122
-
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" (4) assist library professional staff in physical verification of library books

Mistry 31,

(5)

(6)

and other matenials

- participate in stock taking activity

- checking physical condition of books, etc.

- collating number of pages, binding, etc.

ensure security of the library and library materials and report any loss

and damage 1o books and other matenals to seniors.

- control check counters

- open and lock cupboards, doors, windows and gates of the library

- idenufy matenals for repair and binding

- repor any abnormality in the physical infrastructure facilities in the
library

- report about any unauthonised/unusual event, person or activity in
the library

undertake repair of books and other materials.

(7) assist in the office routines

- carry and deliver messages, letters, papers, files, books, eic.

- pack, unpack, stamp, paste, seal, sort, arrange, etc. papers, books,
parcels, cards, circulars, agendas, minutes, etc. - operate franking
and cyclostyling machines, photocopiers, etc.

(8) do any other similar work as may be assigned to him, from time to time,

M
(2)

)
(4)
(5)

(6)

by his seniors.

He shall be under the overall supervision of the Junior Engineer.

He shall be r§ponsible to implement the weekly programme chalked
out by the Junior Engineer and get it executed.

He shall be responsible for custody of new matenals procured and old
unserviceable obtained

ﬁe sh;ll be fu.lly responsible for keeping maintenance book duly filled
in. This book is liable 1o be checked by superiors at any time.

ljle shall be responsiblc to prevent encroachments, as per the instruc-
tions, of Junior Engineer, Deputy Engineer to remove the
eoncroachments. and shall not allow unauthorised access, curting of
trees etc in his charge.

He shall be responsible for lodging complaints to Security Department
for theft.
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(7) He shall be responsible for supervision of buildings 1n his charge.

(8) He shall maintain the log book of machinery.

(9) He shall supenvise maintenance of gardens, internal roads etc. .

(10) He shall submit the reports of various works as directed by his
superiors. ‘ '

(11) He shall maintain attendance register of staff working under him. :

(12) He shall maintain the complaint book and categories of complants
artended/not attended and submit weekly reports.

(13) Any other duties assigned by the Jr. Enginf:er. :

32. (1) The employee appointed as carpenter, assistant carpenter or }he assn:-

tant to the carpenter shall look after the carpentry work required 1o be
undertaken within the university.

(2) He shall, through the sanction of appropriate authorities, procure atr'\ld
maintamn adequate stock of the equipments rgqmred by him and the
umber/wood elements essential for regular mantenance. . .

(3) He shall ensure that all wooden ani;lcs and fumisuye available in t:e
university are properly maintained in good condition and uf\de:‘m :
periodical reviews and penodical repars of such wooden fumniture an

arucles and also undertake polish of such articles and furniture.
1 ineer/Estate Marager
4) He shall under the directions of the Junior Engineer '
& draw the plan of his weekly and daily work and carry out the same and

there after report the compliance thereof. ) . -
(5) He shall mantan the wooden articles and furniture and their derivatives

1 ywoods 1 1 ds, glass
le boards, p! . medium density fiber bpar g
ol e ep'uem of fumiture or wall-floor/cealing fitments.

panes etc. which form th

(6) He shall perform such other du :

by University Engineer, from time 10 me.
33. (1) He shall be responsible for' ma%menance
residential quarters of the university.

(2) He shall through the sancnon of appropnat
maintain adequte S10C
maintenance. -

(3) He shall under the directions of the Junio
draw the plan of his weekly and daily work
thereafter report the compliance thereof.

duties and responsiblities assigned to him

e authorities procure and

Curpenter

of various buildings and Muson

k and the equipments required by him for keeping

r Engineer/Estate Manager
and carry out the same and
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(4) He shall ensure that all bulding matenials available in the university are
properly maintained in good condition and undertake periodical reviews
and periodical repairs of buildings.

(5) He shall maintain the proper stock of the material such as sand, cement,
plastering matenal etc. required for the maintenance.

(6) He shall perform such other duties assigned to him by the Engineer
from time to time.

Plumber 34, (1) The employee appointed as the plumber, assistant plumber, or assistant
to plumber shall maintain and repair all the plumbing provided for in
the University including the drainage within the building and premises
of the campus.

(2) He shall through the sanction of appropriate authoriues procure and
maintain adequate stock of the equipments required by him and the
plumbing material essential for regular maintenance.

(3) He shall ensure that all plumbing material is available in the university is,
properly mantained in good condition and undertake periodical reviews
and periodical repairs of such plumbing works.

(4) He shall mantain the proper stores of plumbing material which include
the tubes and pipes and their derivatives and accessories and fixtures
required for the plumbing work such as T,U,L and straight line joints
suction pipes etc.

(5) He shall perform such other duties 2s may be assigned to him by the
University Engineer, from time to time.

Eloctrician 35, (1) The employee appointed as the Electrician, Sr. Electrician, Jr. Electn-

cian or assistant to the electrician shall maintain all the electrical fitments
as well electrifications within the buildings and the premises of the street
including the street lights and supply electrical pumps fitted within or
outside the buildings.

(2) He shall through the sancnon of appropriate authonties procure and
maintain adequte stock and the equipments required by him for regular
maintenance.

(3) He shall under the directions of the Junior Engineer /Estate Manager
draw the plan of his weekly and daily work and carry out the same and
there afier report the compliance thereof,

(4) He shall ensure that all eleccal materials in the university are properly
maintained in good condition and undentake periodical review and
periodical check of the electrical installation.
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(5)

(6)

36. (1)

(2)

()

)

()

(6)

37. The employee appointed as Daftary shall :

He shall maintain the proper stock of the Electrical material which
includes necessary equipments for firting and for testing, the cables,
wires, either coated or uncoated, flexible or nonflexible, the electrical
firtings, casing, capping, points electrical boards, switches, plugs, regu- -
lators, controllers, meters, testing equipments elc.

He shall proform such other duties and responsibilities as may be
assigned to him by the University Engineer, from time to time.

The employee appointed as the Gardener, assistant gardener shall Gurdener

develop and maintain gardens and trees on the campus of the Univer-
sity and ensure that the ecological and environmental aspects are taken
care of so as to suit the academic ethos of the university and impress the
VISIOTS.

He shall ensure that the gardens and trees within the campus are main-
tained in healthy condinons Garden including rearing and maintaning
the lawn, beautifying plants, flowering plants as well as fruit beanng
trees.

He shall under the directions of the Umversity Engineer/Garden
Superintendent draw the plan of his weekly and daily work and carry
out the same and there after report the compliance thercof.

He shall ensure that all materials available in the university is properly
maintained in good condition and undertake penodical review.

He shall maintain the proper stock of the equipments and material which
include sickles. Scissors and other accessories and manure, seeds,
ferulizers soils, etc.

He shall perform such other duties and responsibilities as are assigned
to him by the University Engineer, from time to ime.

(1) Keep and maintain record, files relanng to Office as directed. Fix stamps,

(2)

©)
(4)

stick or sealing envelopes or wrappers, packing of parcels.

Undertake pinning and bostiching, sorting or arranging of papers and
circulars, minutes of the various University bodies etc. according to the
instructions of the Head of the Branch/Section.

Filing and replacing record.

If posted in Accounts Section he shall undertake the work in respect of
banks, depositing, cleaning withdrawing, cash and submitting, arrang-
ing and filing of vouchers prepared for the purpose.

Dnftary
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Watchmen 38, (1)

()
()

(4)

(5)

(6)
("
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The employee appointed as the watchman, shall guard the university
property committed to his charge during the period of his duty which
include the property of the university both movable and immovable.
He shall ensure that, the movable or immovable property of the
employee, teacher, student residing at the campus is properly guarded.
He shall during the hour of the duties remain alert, and ensure that
anyone mowving around suspiciously or in a manner which he cannot
express satisfactorily; is nabbed or apprehended and produced before
the secunty authonty for further investigation

He shall prevent any person from causing bodily hurt to any other
person within the jurisdiction of his duty. He shall prevent any person
causing harm 1o any building tree plants, garden installation of any kind
within his junsdiction.

He shall artend any agitation, demonstration or procession within his
junisdiction with alertness and alacnity and ensure that no untoward
incident 1akes place by prevenung any damage, or commutting any such
act. In case any person commits any such destrucive behaviour or
damage 1o any property of the university or any untoward behaviour he
shall report the same to the Security Officer.

He shall maintain proper tumout, discipline and integrity

He shall perform such other duties which are assigned to him by the
Securnity Officer from time to ime.

Jnmndar, 39. He shall perform ordinary duties of a peon in addition to the following

Nnik and
Hawaldar

duties :-

(1) He shall supervise and control all the peons working under him and see

(2
(3)

(4)
(&)
(6)

that they attend punctually, work properly and maintan office disci-
pline, report absentees, late attendance, misbehaviour etc. to the
authorities.

He shall see that peons observe office imings.

He shall see that peons open windows and blinds at the start of the day,
switch on lights, fans etc.

He shall arrange for distribution of peons and account for their move-
ments.

He shall arrange for moving of muster rolls to and from Administrative
Branch.

He shall arrange for distribution of office circulars.
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40.

(7) He shall arrange rest-intervals of peons to suit the convenience of the
ofiicers or departments.

(8) He shall maintain leave roster of peons, so that strength of peons is not
abnormally impaired, and submit it to the Administrative Branch by
making necessary arrangements duning leave etc.

(9) He shall open and close office premises, where necessary.

(10) He shall see that cleanliness of the office is maintained by supervision.

(11) He shall see that peons and all other who are expected to be in uniforms
and badges, wear the same punctually.

(12) He shall get the floor cleaned with water insecticiding etc. periodically.

(13) He shall carry out any other work that may be assigned by the
concerned officer from time to ime

(14) Wherever the post of Jamadar is not 1n existence the Naik/Hawaldar
shall perform the duties of supervising the Peons, Hamals and Sweep-
ers

(15) He shall perform such other duties and responsibilities as are assigned
to hum by the concerned officer, from time to time.

The operator shall -

(1) Carry out the work of cyclostyling /Xeroxing according 10 instructions
given 1o hirm

(2) be responsible for keeping the following accounts of:

i) day to day receipt of stencils and papers received by him for
cyclostyling/Xeroxing.

i) receipt of duplication/xerox paper from the Administration Branches.

iii) duplicating/xerox paper and stencils actually used, spoiled if any,
during cyclostyling/xeroxing and the balance at hand.

(3) be responsible for neat and careful preserving of the stencils received by
him and destroy them as per instructions given to him by the Sectional
Head under whom he is working and/or concemned Branch Officer/
Assistant Registrar/Deputy Registrar, as the case may be .

(4) be responsiblz for proper maintenance of cyclostyling/xerox machines
and shall report, in writing, defects/faults if any, immediately to the
officer, in charge under whom he is working.

(5) Supervise the antendance/working of the Hamals and other menial staff
attached, if any.

Cylostyley/
Xorox
Muchine
Operator

Peony 41.
Peon-Cum-
Hamuls

Hamnly 42,
Hamal-
Cum-Peons

Sweepers 43,
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(6) Any other work as may be assigned to him by the concerned officer,
from time to time.

The employee appointed as Peon/Peon-cum-Hamal shall

(1) Open and close the dooors and windows, etc. switch on and off lights
and fans as and when required.

(2) do dusting of office fumiture, books, book shelves, files tables equip-
ments, machines, etc.

(3) pack, unpack, stamp, paste, seal, sort, arrange, etc. papers, books,
parcels, cards, circulars, agendas, minutes, elc. as per instruchions.

(4) carry messages, letters, papers, books, journals, and others library
matenals, files, registers, etc. from one place to another inside the office
or outside as the case may be.

(5) carry furmiture items machines, equipment and other portable items from
one place 10 another inside the office or outside as the case may be

(6) control check counters, and to ensure security of the library and library
matenals and report about loss and damage of books and other hibrary
maternals to seniors.

(7) operate franking machines, photocopiers, cyclostyling/xeroxing machines
etc. whenever necessary

(8) undenake repair of books and other materials

(9) carry out work of similar nature which the seniors may assign

(10) serve drinking water, tea etc. to employees and wisitors when required.

(11) carry out any other work as may be assigned 1o him, from time
to time, by his seniors.

(* Peon-cum-Hamals will also be required to attend to the duties of a hamal;
1.e sweeping, cleaning of rooms, fumiture, eiectrical firungs like lights
and fans, etc.)

The employee appointed as Hamal/Hamal-cum-Peon shall carry out
Sweeping, cleaning rooms and furnitures and electnical fitungs like fans

and lights and shifting records, binding in bundles, furniture etc. as per needs.
Any other work as may be assigned to him by the concemed officer/

Hawaldar/Mukadam from time to time.

Hamal cum Peon shall also have to attend to the duties assigned to peon.
Sweeping and cleaning the Lavatones, latrines, floors and drainage pipelines
in the building and university premises and any other office work related to
cleaning as assigned by the officer/hawaldar/Mukadam
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Collect the garbage and debris and dispose off or store the same at
appropriate place assigned by the officer or store the same at appropriate
place assigned by the officer concerned. <

Any other work as may be assigned to him by the concemned officer
from time 10 time. .

44. Technical staff such as Research Officer, Stenographer, Junior Research TechnicaV

11

Officer, Research Assistant, Research Investigator, Cartographer, Curator, & o

Field Collector, Arust, Photographers, Glass Blower, Technicians (AB.C
and E) Fitter, Mechanics, Typist, Animal Caretaker, Medical Record Techni-
cian, Nurse, Compounder, Dresser, X-Ray Technician, Lab Technician etc.
shall perform the duties and responsibilines assigned 1o them by the Heads of
the Depanments/Officer under whose control they are placed, for the nme
being They shall not refuse the work/duty assigned 1o them by the Head of
the Depanment/Officer Refusal of work/duty shall be wreated as insubordi-
nanon and dealt wath the provision made under the Rule(s)
EMPLOYEES WORKING IN THE COLLEGES AND RECOGNISED
ISTITUTIONS
(1) Toreceiveandto initial and date each receiptin token of his having seen
it and to record therein nstrucuions wherever necessary for the

Cullege
Igstrnr,

guidance of the staff working under him ;“,:;:':,T
(2) To deal with letters which he himself can dispose of without the assis- ;é:::.
1ance of the officers and those letters which in his opinion are imporant ,qy
enough to be seen by the higher Officers at the imtial stage or on which Equivalent
he desires their instructions. ‘?.'“;"“
“he'yv 4

(3) To mark and 1o distribute the letters in the name of dealing assistants
(4) To exercise check and follow the lenters received from the Government ¢ f—vaiew)
of India/ Chancellor/ Government/U.G.C./Office of the Director of £ ‘v“‘
Education/Universities etc. “?' )
To draft notes and independently deal with cases which are routine 1n
nature, draft notes essentially with reference to relevant rules, regula-
tions, precedence and implications etc. on special cases and submit 10
higher officers, and give interim replies.
To point out mistakes or misstatements, if any, and draw attenuon
wherever necessary, to the statutory or customary practice and point
out rules where they are concerned. To maintain the muster roll of the
members of the staff working under him and inform the Principal about
late antendance, absentees elc.

¢, .

> .

(6)

it

7.5

Hend 2,
Clerk/
Assiziant
Superintens
dent And
Equivnlent
Cuilres
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(7) To scrutinise notes/cases submitted by the lower staff, put his own
remarks/suggesuions, if any, and submut the same to the hi gher officer as
the case may be.

(8) To attend meetings, issue notice of meetings, prepare agenda, prepare
draft minutes of the meetings and take follow-up actions.

(9) To supervise the work of subordinate staff in the form of periodic check
of the work carried out by the staff.

(10) To inspect the racks and tables of assistants/and or senior assistants
working under him and satisfy himself that no papers or files have been
overlooked and that there are no odd receipts or bills lying undisposed
off.

(11) To give instructions regarding destruction of old records according 10
the directives of Branch Officers/Section Head

(12) To attend to such other work as may be given to him wath the approval
of the higher Officer/Head of the Depantment.” v,y + &

The employee appointed as Head Clerk or Assistant Supenintendent and in

equivalent cadre shall

(1) exercise, check and to follow up the incoming letters received from the

University Depantment/Colleges/Students etc.

point out mistake of misstatements, if any, and draw attention wherever

necessary, 1o the statutory or customary practice and point out rules

wherever they are concemned

submit notes/drafts for approval of the officers through the Superinten-

dent/Section Officer.

scrutinise notes/cases submitizd by the lower staff, put his own remarks/

suggestions, if any, and submit the same to the Superintendent as the

case may be.

ensure the prompt despatch of lerters.

arrange filing of the papers and arrange files in order, year-wise and

subject-wise.

To scrutinise notes/cases submitted by the lower staff, put his own

remarks/suggestions, if any, and submit the same 1o the Supenintendent.

maintain calendar of periodical retums for incoming and outgoing,
separately.

attend to such other work that may be assigned to him with the

approval of the concemned higher officer

()

(3)
(4)
(3)
(6)
)
(8)

®)




Standand Code Rules, 1998 131

3. The employee appointed as Assistant Accountant shall

(1) prepare bank reconciliation statement, budget and final accounts of funds
entrusted to him. "

(2) prepare periodic accounts of funds entrusted to him and assist the Chief/
Deputy Accountant in fumnishing of figures of expenditure to higher
authorities.

(3) maintain books of accounts, payment register and funds entrusted to
him.

(4) attend to all the matters pertaining to deduction of Income Tax,
Professional Tax and L.1.C. Premia, PF. from the salary of individual
employee.

(5) anend to routine correspondence with Banks and other Depantments.

(6) supervise the work of Accounts Clerk under him and to pass the bill for
payment as per relevant rules.

(7) anend to such other works as may be assigned to lum with the approval
of the appropriate authorities.

4. The employee appoinied as Accounts Cleark shall

(1) write various books of accounts such as ledger salary register, income
tax register

(2) ensure filing of vouchers and papers.

(3) prepare bills for payment

(4) prepare various retums.

(5) report to the Assistant Accountant/Deputy Accountant about any
mistakes noticed by him in books of accounts.

(6) attend to such other work as may be assigned to him with the approval
of the higher officer.

5. The Employee appointed as Senior Clerk/Junior Clerk shall

Axsistant
Accountant

Aveounts
Clerk

Senior
Clerk/

(1) submu notes/drafts for approval of the officers through the Superinien- Junior

dent.

(2) enter the mail and letters and inter-departmental correspondence/files
etc. letters, documents etc. addressed to the officer by name, received
by the officers themselves or through Stenographers.

(3) acknowledge leners received.

(4) submit dak to the Supenintendent Section Officer/Assistant Section
Officer/Assistant Superintendent daily, despatch and watch every entry

Clerk
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in the register bearing the initials of the recipients of the letter/
documents etc

(5) prepare list of letters issued during a fortnight to which replies have not
been received and for which reminders are required to be sent.

(6) send rglevant extracts or any part of a receipt, through Section Officer/
Superintendent to the Section, branch Concemed for remarks and/or
necessary action.

(7) open and maintain service-book/new file(s)-note-book(s), do copying
work/rubber stamping and to attend to all types of administrative/
clerical work.

(8) maintain different regsters, forms etc.

(9) keep a note-book to watch umely disposal of urgent papers.

(10) collect the relevant material required for taking action on a receipt viz
file on the subject, if one already exists, other papers/files, if any, refer
1o any receipt and any other relevant matenal etc.

(11) supply other relevant facts and figures and also papers periaining 10
previous decisions of policy '

(12) prepare routine leners/replies for approval where noting 1s not required
1ssue rerminders

(13) mamaun daily work sheet, and to submut weekly arrears report to the
immediate superior.

(14) prepare monthly arrears report and submut it 10 the immediate superior
Officer for perusal and guidance/instructions

(15) Carry out any other work assigned from tme to ime, with the approval
of the higher officer.

Storekecper 6. (1) The employees appointed as storekeeper, senior storekeeper, assistant
storekeeper, assistant 1o the storekeeper by whatever designation, shall
maintain the store items either consumable or non consumable commit-
ted to his charge in proper manner.

(2) He shall mamntain the record of procurement and disbursement of such
items alongwith the cost of its procurement, transport, octroi, duty,
storage charge in proper manner.

(3) Heshall, keeping in view the demand level, maintain the adequate stock
of each item and ensure that the stocks are recuperated whenever they
dwindle.
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(4) He shall maintain the accession and store register and been cards
properly and uptodate.

(5) He shall in consultation with the appropriate authorities dispose off the
stock of the items which are not required for long time or which are
spoiled or have been rendered useless after following the procedure and
complete the procedure for writing the same off.

(6) He shall undertake stock verification and evaluation periodically, at least
once in a year and submit the accounts thereof to the Head of the
Depantment. He shall furnish the financial estimates for his annual
requirements and shall comply with the audit objections if any to the
sausfacuion of the auditor(s).

7. The employee appointed as Laboratory Assistant shall

(1) assist students and teachers in conducting practicals and experiments.

(2) mantain dead stock register and register of consumable materials and
1o underiake at the end of the academc year, a physical stock verifica-
tion of laboratory materials.

(3) assist the Incharge of Laboratory in purchase and procurement of
laboratory matenals.

(4) supenase the work of laboratory attendants working under him.

(5) assist the Incharge of laboratory in routine administrative matters and
to ensure that the laboratory facilines are not misused by any person.

(6) report about breakages/losses in laboratory, to his superiors.

(7) report to Incharge of laboratory about misbehaviour by the *students
inside the laboratory.

(8) ensure that all the cupboards, doors, windows and gates are properly
closed by the laboratory attendants.

(9) prepare the chemicals as per the requirement of the practicals, arange
for the plant matenial, speciman etc. required for the day to day practicals.

(10) assist the Laboratory Incharge during the University/College Practical
Examinations, as the case may be.

(11) attend to such other duties as may be specially brought 1o his notice,
with the approval of the Head of the Department.

8. The employee appointed as the Laboratory Attendant shall

(1) clean laboratory and keep Laboratory materials including apparatus and

equipments in proper place.

Laborntory
Assintnnts

Luborstory
Attendants

Senjor or
Junior
Libirnry
Assistant
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(2) render physical assistance to students, teachers and other laboratory
Staff in movement of laboratory equipment, instruments, chemical and
other materials within and outside the laboratory.

(3) assist laboratory Assistant and other laboratory staff in physical stock
verification of laboratory equipment, instruments, chemicals and other
matenals.

(4) render physical assistance 10 students and teacher in conducting practicals
and experiments

(5) repor about loss of laboratory equipment and other matenials 1o his
SUperors. An P T :

(6) open & to lock cupboards, doors, windows and gates of laboratory

(7) attend 10 delivery of letters connected with laboratory and s staff

(8) clean the Instruments, glassware, etc. before the stan of the pracncals or
after the pracucals are over

(9) assist the Laboratory Incharge during the University and College
Practical Examinations, as the case may be. :

(10) attend to such other duties which are assigned 1o him by the Laboratory
staff, with the approval of Incharge of the Laboratory.
(11) Perform such other duties as ray be assigned by the Head of the Deptt
pertuning to the routine wor s of the office and Department.

9. The Senior or Jumor Library Assistant shall be reponsible for one or more
DepartmenvSecuons of a College or Recoumised Institution Library (Such
as Acquisition Depaniment, Periodicals Depaniment, Technical Processing
Department, Circulations Depanment, Reference and Readers’ Services
Department) or be responsible for a Departmental Library He shall be
responsible for the weneral functioning of his department/Section/Unit

He shall perform following duties and responsibilines if posted in the
following Depaniment'Section

(1) Acquisinon Depariment :

- call for books on approval

- bring to the nouce of the faculty new books

. liaison with faculty members for selection of books and other mate-
nals

- liaison wath donors for gift of books

- ensure that prices charged by the book sellers are correct

Ne sy

A Ahe Ll 2 [l -

|
|

|

l
J
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- orders are placed for selected titles _ \ ’
Libeary 10. The emplovee appointed as Library Attendants shall

- orders placed are received in good condition. Attendunts ) dor phys: X ; . :
e iy e ek e e 00 | () render p ysical assistance 1o library members':md library staff in locat-
L : ing, using and moving books and other materials.
- supervising the work of the staff in the department - locating and fetching books from shelf
(2) Technical Pepanmem . ; - assistance at circulation counter
- accessioning of books W‘d_°‘h°' materials : - carrying books, journals and other library materials, from one place
- caraloguing and classification of books and other materials to another inside the office or outside

- physically taking books to the shelves.
(2) render assistance to library staff in receiving and retuming of books and
matenals from vendors, binders, other libraries etc
- checking books with bills
- returning of unapproved books to vendors.
- preparing lists of matenials received or given to vendors, binders

- filng of catalogue/shelf list cards

- mantaining the catalogue including correction and replacement of
cards.

- recording of all weeded out material

- sending matenal 10 the circulationreference department of cards

- recording of all weeded out matenal SIS
: . . and other hibranes.
- sending matenal to the circulation/reference departments : .
2% % ofthe staff in the - preparing of materials (1. 1dentifying, listing, etc ) for binding
= éupen1sxng the work of the staff in the cepanment - handing over and receiving material to and from binders
(3) Periodicals Depanment . - checking book lists with binders
- receiving and recording receipt of periodicals - geting books 10 and from other libraries
- sending reminders for non-receipt - preparing book tags and pockets for repared and bound matenials
. recening and 1ssuing periodicals to readers (3) ensure cleanliness and neatness of the library and to maintain books and

- prepanng penodicals for binding and all relatec work other matenals in proper place
- dusting of office fumiture, files, tables. equipment machines

(4) Circulation Depaniment
1ssue and retumn of books and other matenals - dusting of books and book shelves
- sorung of books returned

- reservation of items helving of books
- sending reminders for non retum = B ; 2
- switching on and off lights and fans as and when required

- collection of fines for late retun, damage, or loss of books : ; : _
2 - - carry fumniture items, machines, equipment and other portable 1tems

- mantaining shelves in proper condition so that books can be located from one place to another
(5) Reference Department (4) assist library professional staff in physical verificanon of library books

and other matenals.
- participate in stock taking activity
- checking physical condition of books, etc.
- indexingarticles - collaung number of pages, binding, etc.
g X 5) ensure security of the library and library materials and report any loss
= WA book dxsplay's w0 and damage lc? books andmortyher mater:gs 1o seniors. L
- organising user education programmes. 5 el e

- answering reference quenes
- conducting literature searches for readers
- preparing bibliographies and reading lists
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- open and lock cupboards, doors, windows and gates of the library

- identify matenals for repair and binding

- report any abnormality in the physical infrastructure facilities in the
library ’

- report about any unauthorised/unusual event, person or activity in
the library

(6) undertake repair of-books and other matenals.

(7) assist in the office routines
- carry and deliver messages, letters, papers, files, books, etc.

- pack, unpack, stamp, paste, seal, sor1, arrange, etc. papers, books,
parcels, cards, circulars, agendas, minutes, eic. - operate franking
and cyclostyling machines, photocopiers, etc.

(8) do any other similar work as may be assigned to him, from time 1o time,
by his seniors.

(1) The employee appointed as the watchman, shall guard the college
property committed to his charge dunng the period of his duty which
include the property of the College or Recognised Institution both
movable and immovable.

(2) He shall ensure that, the movable or immovable property of the
employee, teacher, student residing at the campus 1s properly guarded

(3) He shall during the hour of the duties remain alert, and ensure that
anyone moving around suspiciously or in a manner which he cannot
express satisfactonly; i1s nabbed or apprehended and produced before
the Principal for further invesngation.

(4) He shall prevent any person from causing bodily hurt 1o any other
person within the jurisdiction of his duty. He shall prevent any person
causing harm to any building tree plants, garden installation of any kind
within his junisdiction.

(5) He shall attend any agitation, demonstration or procession within his
jurisdiction with alertness and alacnry and ensure that no untoward
incident takes place by preventing any damage committing any such
act. In case any person commits any such destrucive behaviour or
damage to any property of the college or any untoward behaviour he
shall report the same to the Principal.

(6) He shall maintain proper tumnout, discipline and integrity.

Watchmen
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(7) He shall perform such other duties which are assigned to him by
the Principal from ume 1o ime.

The employee appointed as Peon shall

(1) Open and close the dooors and windows, etc. switch on and off lights
and fans as and when required.

(2) do/dusting of office fumiture, books, book shelves, files table equip-
ments, machines, etc. 4

(3) pack, unpack, stamp, paste, seal, sort, arrange, etc. papers, books,
parcels, cards, circulars, agendas, minutes, etc. as per instructions.

(4) carry messages, letters, papers, books, journals, and others library
matenals, files, registers, etc from one place to another inside the office
or outside as the case may be

(5) carmry furniture items machines. equipment and other portable 1tems from
one place to another inside the office or outside as the case may be

(6) control check counters, and 1o ensure securnity of the library and library
materials and report about loss and damage of books and other hbrary
materials to seniors

(7) operate franking machines, photocopiers, cyclostyling/xeroxing machines
etc. whenever necessary

(8) undenake repair of books and other matenals

(9) carry out work of similar nature which the seniors may assign

(10) serve drinking water, tea etc to employees and visitors when required.

(11) carry out any other work as may be assigned to him, from time 10 ime,
by his seniors.

(* Peon will also be required to anend to the duties of(sweeping. cleaning
of rooms, furniture, electrical firtings like lights and fans, etc.¥  and

Sweeping and cleaning the Lavatones, latrines, floors and drainage pipelines

in the building and College or Recogznised Insutution premuses and any other

office work related to cleaning as assigned by the officer/hawaldar’Mukadam.
Collect the garbage and debns and dispose off or store the same
appropnate place assigned by the off or store the same at appropriate place
assigned by the officer concemed.
Any other work as may be assigned to him by the concemned officer
from time to time.
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Appendix

Form of Appointment order of Non-Teaching Stafl
' [See Rule 26 (2)]
From .
To
Dear Sir/Madam, s

With reference to your application dated the Registrar/
Principal is pleased to inform you that you are hereby appointed to the post
of in the University/College Recognised Insutute
on a starnng pay of Rs. p.m. in the time-scale of pay of
Rs

2 You appointment is on probation/temporary uplo Dunng
the period of probation, your services are likely to be discontinued by gmng
one month's notice on either side

3 Afier the completion of the probation period of one year normally you
will be enutled to annual increment subject to your sausfactory performance
and conduct and a report thereof from concemed head of the SectionUnit/
Depaniment

4 Your appointment on probation shall not be deemed as confirmed
unless you are issued with an order of confirmation at the end of your
probation

$ Your services will be governed by the provisions of the Maharashtra
Lniversities Act, 1994 and the Statutes including Manuals, Ordinances, Regu-
lavons and Rules of the University for the ume being in force and the
Maharashtra Non-Agncultural Universities and affiliated colleges Standard
Code (Terms and conditions of service of non-teaching employee) Rules,
1997 and/or the Rules of the Governing Body not inconsistent with the Act,
Siatutes, Ordinances, Rezulations and Rules of the University.

6 You will be entitled to receive the allowances as per rules prevailing at
present and as may be revised from time 10 ume.

7 If your acceptance is not received upto your appointment i1s hable
to be cancelled/withdrawn.

8 In case you are accepting of the appointment, you shall have 1o submut
ths discharge centificate from your present employer, if any, and will have to
give an undertaking agreement in the prescribed form (enclosed) before
joining the duties.

Your faithfully

Registrar/Principal.
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- .
Undertaking
|See Rule 26 (2)]

From

Shri/Smt./Kum/

Date

To

The Registrar/Principal,
Sir/Madam,

I have received the letter of appointment and the conditions mentioned therein and |
declare that I agree 10 abide by the terms and conditions mentioned therein

Designation

Letter of appointment No. and date

Name and signature of the Employee
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For Non-teaching staff working in the University/College/Recognised Institution

Contract
[See Rule 27] )
This Contract made on the day of 19 between
San/Smt and the Registrar Management/Principal

of the University/College/Recognised Institution established by
It is hereby agreed by and between the parties hereto as under :
1) The Registrar/Management/Principal
2) Shn/Smt

Aopointed under letter No. Dated

We hereby agree 1o abide by the provisions of the Maharashtra University Act, 1994,
th> Stawtes, Ordinances, regulations and Rules made thereunder from ume to tume, as
230 the prowvisions of the Maharashira Non-Agncultural Universines and Affiliated
Colleges Standard Code (Terms and Conditions of Service of non-teaching employees)

Rules, 1997

Siznature Signed and Sealed on
behalf of the Management

Principal of the College/

Siznature of the employee
Head of the Recognised

Institution
Place : Place :
Date : Date :
Witesses :
Name Address Signarure
(89
(2)

142 . Standand Code Rules. 1998
L.

Report about the ability and conduct of a probationer
[See Rule 28|

1. Name
Designation

Period of report

aowoe

Leave taken during the period

1. Performance

Industry

Application

Initiative

Accuracy

Punctuality in work
Promptness

Relations wath superiors

Relation with colleagues

- RS R Y O )

Dependability
11. General
1. General Impression
2. Leadership qualities
3. Knowledge
I11. Recommendations

1. Fit to be continued in the post or not.

Signature
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ESTABLISHMENT SECTION
[See Rule 56|

Applicanon for Casual Leave -
1. Name
2. Designation ' Section
3. Penod of Casual Leave applied for days (from

to with permission to prefix/suffix Sundays and Holidays on
4. Reason
Date (Signature of Employee)

Remarks of the Section concerned

Casual Leave due days.

Shr/Smt./Kum. may/may not be

granted leave applied for by him/for the reason that

Deputy Registrar/Assistant Registrar/
Pnncipal Conceming Officer

Remarks of the Establishment Section

Casual Leave for AV TN occcnniinine: 1 ammsusensicusnsms

sanctioned/refused.

Casual Leave balance after deduction

Assistant Registrar/Deputy Registrar
(Establishment)

N.B. - In case of Colleges Principal.

:]’4“4 . Standand Code Rules, 1998

ESTABLISHMENT SECTION
Application for Optional Holiday

. Name
2. Designation Section
3. Optional Holiday required on on account of
Date : (Signature of Employee)
Remarks of the Section Concerned
Optional Holidays due days.
Shr/Smt./Kum. may/may not be

granted Optional Holidays applied for by him/her.

Deputy Registrar/Assistant Registrar/ Conceming Officer
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Application for Leave 3 ESTABLISHMENT SECTION
|See Rule 57, 58, 59] Application for Encashment of Leave

1. Il;'ame ' e : - |See Rule 68]

_ Designation . Section/Unit The Regi WY
3. *Nature of leave and period of leave required ) e Registrar/Principal,
from 2 to Sir/Madam,
4. Reason I hereby apply for permission to surrender eamed leave for ... days, for

5 Address during absence of leave
* Eamned Leave/Commuted Leave/Half Pay Leave/Leave on loss of pay

(Signature of Employee)

Date SO
Remarks of the Section Concerncd
Shr/Smt/Kum. ...... may/may not granted leave applied for by
himher

Shri/Smt /Kum. may please be appointed as subsuitute 10 hold
addinonal charge of post of/to act at ___ dunng the period of leave
applied for by him/her for the reason that

Deputy Registrar/Assistant Registrar Concerning Officer

Remarks of the Establishment Unit

) 2) (St ot~ ... days.

HEPL. cocosammeinossosins days.

Eamed Leave for ... rooeennn. days from 10
Commuted Leave for days from 10
Half Pay Leave for days from 10
Loss of Pay Leave for coeeeeeeeemmees days from 10

may be sanctioned/refused.
it is centified that Shr/SmUKum
officiate as but for proceeding on leave.
Appointment of Shri/Smt/Kum
charge of post of as substitute
the said period of leave.

Leave sanctioned/Refused
Assistant Registrar/Deputy Registrar Registrar

(Establishment)
Note :- In case of Colleges, Principal

would have conunued 10

to act as/to hold additional
may please be approved during

the purpose of encashment during the block of two years commencing from 10

————————

Yours faithfully,
(Signature of Employee)

Name :
Designation
Section :
Date :
Remarks of the OfTice
The application of Shri/SmvKum. for the purpose of
encashment for .. days during the block of one year commencing from

10 may be granted.

Concemning Officer

Date :
Remarks of the Establishment Section
Shn/SmvKum. has 10 his/her credit eamed
leave for days, as recommended by the
He/She may be permitted to surrender eamed leave for

' days for the purpose of encashment during the block of two years
commencing from

Necessary entries have been completed in the service-book of Shr/Smv/Kum.

- Conceming Officer
(This form should be accompanied with the application form for eammed leave.)
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Form of Suspension Order .
(See Rule 76)
. is hereby

Shn
nformed that the charge(s) of (1)
(2)
(3)

etc. has been proved prima-facie. is hereby

2 Shri. s

of the Standard Code with effect from o

er the provisions of rule __ :Sh
pending further invesnigation in the marer He/She should

sher post as directed by his superiors.

suspended und

hand over the charge of ht

chisxr:u’/Princnpal
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- Form of Appointment of Inquiry Authority/Officer
[See Rule 77|

As it has been decided to hold a Departmental inquiry into the conduct of Shn ___.

on the charge(s) mentioned in the margin, an

Authority/Officer consisting Shri ~

(Designation) is appointed to hold the inquiry in

accordance with the prescribed procedure. A proforma in which the charge shezt is 1o be

is attached

served on Shn
Shri

is requested to see that they/he complete/s the inquiry and submit/s their/his repon

expeditiously and in any case on or before .

Competent Authonty
Place :

Date :
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'

Form of Charge Sheet
[See Rule 77 (3)]

(Name and Designation -
appointed Inquiry Authority/Officer by the order issued by
to hold a Departmental Inquiry into your conduct do hereby charge you (Shn -
)

as under -
(1)
(2)
etc

A statement of allegations on which the charges are based is attached herewath A list
of documents and of the witnesses by which each article of charge 1s proposed to be
sustauned 15 also enclosed.

You are called upon 1o put in your wntten statement of defence along wath such
documents as you intend to rely on in your defence in answer to the above charges
within ~===-- days from the date thereof and to state at the same time whether
vou desire to be heard in person If you desire to examine any witness in your
dafence, you are called upon to fumish at the same time the names and addresses of
vour witnesses On yous failure to put in your statement to furmish the names and
addresses of your witnesses, within the time allowed 1o you, it will be presumed that
vou do not wish to make a statement or to furnish the names and addresses of your
wimesses within the time allowed 10 you, 1t will be presumed that you do not wish
10 make a statement or to furnish the names and addresses of any witnesses

You are further called upon 1o state why the above charges or any of them, if held
proved, should not be corsidered as good and sufficient ground for imposing upon
vou any one of the penalties specified in the rule ____ of the Standard Code (terms
and Conditions of service of the non-teaching employees) 1997. Any representation
that you may make with regard to the action taken against you would be considered
by the Competent Authority before the final order of punishment is passed. You may,
if you so desire, apply for copies of the relevant documents.
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CONFIDENTIAL
faemdie /| werfaeeg / argaure §@= Ji9
Name of the University / College / Recognised Institute
aRfrg ‘2 (s 8)
YT gfdaeAT=T FHAT
Form of Confidential Report
|See Rule 36]

Full Name

Qi 313
Fathers Name
afzmra 39
Date of Birth
F=arig

Place of Birth (Village/Town/Ta'uka/District)
T ma /e o Fiew

Nationality and Religion

e a v

stes

Whether belongs to  Scheduled Tribes :
Other Backward Classes

ERGE LRI GIGIG)
IFAHEa SIS W FA 7
T BTTHE TS
Ho'moo(Family
Fga g= famm

Permanent Address
HIGHAT qar

Whether any immovable
property held.
FIVETE TATSR JToHaT e FG 7
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If so. what and where?
FETE, B0 T FS ?

Date of Joining University/College/
Recognised Institution

faamds/ RefaaTea / RramaTa §R=a1
&an sfae gt ari@

If service is not continuous,
detcils of pravious
Government Service.

Mother tongue
BT

Languages known

3ETA WESD Wl

Quclifications and degrees University
3Fa g 9T faramdrs /a=n

151

o,
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(3)
afifyrg ‘&’ (W R)

e w w S R sfe/Edar gisTRT AT IpaTeTy e Hgars guF

waagFatutTor saTe o= sifusr=aiar /e gaar

2. o 3fck o Fvam e sndTe At 3fcR wEETE gEAEER srvar fadg qEATEEn
3 2vara T #l $ NIHS To AN STaean A Eal.

. wd Hifes s o T 3T T, O 9%, ATTPUYY @ IZEHATE FWOTIE 35@ FO4l.
(ﬁmbmuﬁm:&mw?m)éﬁmﬁuﬁmain%mm. |

3. e FwEERS qee S, e aritaes Faiied Sarad. FEI §EVd ME Ay
Fhq. @ e srEETeTe TR A A ATE @ FHAIUR @ WA Adfs.

y. "W v aRgrs wunm /o S eReda @ e e afgrt A S s

Y. wEge i siars sl g feera.

§. wUged Ui sreare s/ EEE @ & g sreanrE s Rawren S

sfadza sifraT=aiar gaar

v, fiedra sas fefeain s wi- 3 90 fofeom e Eas faan
STET @1 A1 Sae! Tol eIl [ 357 MNAE SEaae Hodrd aEl.

3. Il GEAT FAIS & JAR AT SEETS ST 7 {Ieas Saed s wa: e
Fears fog Ee.
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(4)

aftfere ‘"’ (9T 3)
(mﬁqwﬁuhw_ NEATS)
aftrgargef =
Hromdt :-
(Q)W‘pﬁzmmﬁ [ FEaT=

(3) 52

(2) Tadt [ Fremada 393 Redem Fmrt
T2 (HETTH)

(¥) DA FSd IFEATE 3 Feward!
a Aol & (fer= dodweE).

sfirmr=art | FEaT=IT /e, 9

(1) ()it | ar aremate
qaETel §RHa TR & ¢

() F=eTE, T R

yiaaes sfumr=aral §61, 719 § A

153

~154
~
(S)

A
i e —
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/ﬂiz Yot dmz tw s srfumTare /eaT=aidt sdwTuTor o @ SrfeaTEadt i)
(Estimate of General Ability and Character of Grade "A' to Crade 'C' Officers and Employees.)

1. Name
Y. 94

2. Period of Report
3. gfadzaran EeEdt

3. Post or Posts held
I U OO W% /92

4. Industry and Application
¥. JITMIvaE  FATEET

5. Capacity to get work done by Subordinates.
. FATIES WEEEA HIN S qUard] awdl.

6. Relctions with colleagues and the public.
§. gl @ ST QI FEee §ad

7. General intelligence
o, aiumlwﬂiﬂﬂal

8. Technical ability (where relevant).
¢. Aifsw sdemar (Y dafua 3@ a9).
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6)

3. Special aptitude s
R. famss 3
10. Administrative ability including
judgement, initiative and drive.
v0. Fiare, SyFAiEa @ Ul

11. Integrity and character

1, FEIa @ 9
(F7TaTRYE, EEATE SEATS Hiad Sa).

12. Whaether powers delegated are fully utilised 7
V3. G T TS I QOIS A e 1 7

13. Genaral Assessment

13, FEWTII JEEAITA

Date :
foar= : Signature, Name and Designation
of the Reporting Officer.
gfiries ST J8, 714 & I6
Place :

= : ————
e —— -

136 ' Standard Code Rules. 1998

(7)
afifere ‘@’ (WmT W)

Remarks of the Reviewing Officer
qAfdSEA AUHAS g™

|. Length of service under
Heviewing Officer.

% g:ﬁ?hmuﬁmmm
Farwread!

2. Do you agree with the Reporting Oficer (If
not. state specifically the remarks with which
you do not agres) or do you wish to modify or
add 1o his cssessment?

2. 3o gfaded U= Je A 7
(mmmaﬁmmﬁmvmﬁ
sr ST SIS w91 e 7

Date :
f : Signature, Name and Designation
of the Reviewing Cilicer
Qe srfumr=ard @8, @ F TG

Place :







‘ode Rules, 1998

Ephemeral Roll for the Year

Ofifice of the

Post held
U F3S 98

Zate of Joining the Office

157

(1

afifRrg “&’ Y

Fuis i &= fequr

(In Block Letters)
(3=% ata)

To be used by the Reporting Officer for giving CR of the employees
(Eﬁ‘la T3 HTIFII FH=r=a] MYHTa 31ZETS a1 a9aa )

—— -

1587 Standard Code Rules, 1998
(2)
m ‘ ‘# ’
Date Brief remarks regarding Reference to file Signature
Officer's work , character or or case, if any.
conduct deserving to be noted

including commendations,
wamnings, rewards or punish-
ments.,

arfra sfusr=a Fm, g f&ar Tt fear g&o &l
FavE qrEad gaEr, AR, graT G2 3EEH
afed fea foan gige Tq2
Froarany diym g,

AT SrEaTeT STaEe R e TS o § H= 299 ey SrEaTs qefacaraa G aui
TP FUX T I QT F=T1 RO I MG HeAwmey gfepe I swde o & sfoge
Taifaegsa sfivdgaTa fiofa Feqrm & = feqor 2 S,

To be destroyed one year aiter the Confidential Report for the period has been sent, if no
adverse remarks are given in the Confidential Reports. If adverse remarks are given on the
basis of the Ephemeral roll, then the Ephemeral Roll shall be kept with the relevant confi-

dential report till representation if any against the adverse remarks is decided.

|

A




