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Human Resource/Recruitment Policy for Faculty
&
Staff Welfare Policies

Objective:

Effectiveness of an institution depends on the competence and quality of its human resource.
The objective is to ensure a systematic recruitment process in identifying and hiring best
qualified and experience candidates for all given positions in the institute.

The Governing Body of SRCOE has formulated the H.R. policy of the college for teaching &
non-teaching staff. All the rules, regulations regarding service conditions are as per the
AICTE/DTE/MSBTE/Affiliating university (SPPU) guidelines. However the H.R. policy is
formulated and circulated among the staff; which is given here as under.

For institutional effectiveness and employee satisfaction, it is utmost important to have sound
set of H.R. policies which are dynamic and accommodative in creating conductive work
environment where employee can work happily and in concurrence with achieving mission,
vision, objectives/goals and quality policies of the institute. The institute encourages its
employees to share and provide suggestion their views which will facilitate while taking decision
by middle as well as top management for overall development of the institute. Such an approach
is noble one in recognition of the staff member. The institute recognize the fact that the ethical
values, culture, commitment, sincerity, motivation and involvement of each of the staff member
is an omen/good sign for an healthy growth, both for the employees and institution and SRCOE

encourages the same and emphasis more on human relations and inclusiveness in sustainable
growth,

. Nucleus Or Kingpins of H. R. Policy :- SRCOE emphasize on following key
aspects of this policy.

4

Capacity built —up of staff through workshops, seminars, training sessions, FDPs and SDPs
(Staff Development Programme)

Industry interactions and memberships of professional bodies.

Opportunity for career development.

Sharing personnel and professional issues.

Team work and Team building/spirit in institutes and all Programme.

Dedication, Commitment, Integrity, discipline and ethical values of the staff.

Commitment towards overall development of its human resource and to extend all possible
support to the staff,
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2. HUMAN RESOURCE MANAGEMENT: -

2.1 Working days and working Hrs.:

The institute works for six days in a week (Monday to Saturday) except on few occasions of 1%& 3™
Saturday. The working hours are from 9AM to 4PM with a lunch break of 45 minutes.
The working hours will vary marginally depending upon the necessity. In certain cases the

employees have to discharge their duties for some extra time/days, and the same shall be
compensated suitably.

2.2 Public Holidays:

The institute shall remain closed on all Sundays, public holidays-as declared by affiliating
University/MSBTE and on certain *1* and *3" Saturdays and holidays declared under negotiable
instrument act. (* it shall be notified well in advance)

3. Procedure of Appointment:

3.1 The roster of institute and its approval by statutory authority is a pre-requisite for all recruitments
in the institute as well as requirement of teachers as per AICTE norms, that includes the number
of teachers required, post/position and programme wise. Number of faculties required,
programme wise is calculated as per the guidelines given in AICTE-Hand Book.

3.2 The policy and procedure for appointments of faculties is explained as under.

3.3 The Concerned HOD is to get in touch with Registrar/ Principal with all the details of the
manpower required. Then the institute will seek approvals to these posts from
University/ MSBTE etc. and Welfare Dept. Govt. of Maharashtra.

3.4 An advertisement is published in leading news papers and the applications are invited.

3.5 Registrar & his team along with principal & concerned HoD’s will co-ordinate the entire
process of conducting the interviews. The list of staff selection committee/panel, is given by
University/ MSBTE and then the dates of timings of interviews are decided in consultation with
the chairman of the said selection committee.

3.6 Registrar/HoD's  will screen and shortlist the profiles depending on their suitability and
eligibility for the concerned position(s). The qualifications and other guide lines are as per
AICTE - norms. The list of shortlisted candidates will be communicated to the concerned Dept °
and principal. The interview call letters will be sent to short listed candidates by Registrar and
his staff. All the testimonials are checked/verified prior to interviews.

3.7 Through the interviews and Demo lectures, the eligible and qualified faculty is selected, either by
statutory selection committee of affiliating university or committee constituted by *LMC, now
the said committee is called as *College Development Committee.

3.8 The Institute shall be an equal-opportunity employer, with affirmative action towards socio-
economically weaker section of societies. The faculty is selected/appointed by strictly adhering
to Reservation policy of Govt, of Maharashtra.

3.9 The Candidates thus selected will be informed accordingly and they will be issued appointment
order(s).

3.10 The candidate has to sign on a photocopy of an appointment order as a token of
acceptance of assignment,

3.11 At the time of joining he/she will submit the joining report along with photocopie_s .C_tf.:;__'_j:__?*a\

relevant testimonials, photographs, medical & character certificate etc. s ‘ 92\
3.12 The faculty newly appointment will be on a probation period of 12 months ’fro,:{r_iqie 'ﬁ\';{‘}\.\
date of joining. ® 2}

!

3.13 The concerned HoD/Principal will review the performance of probationer at qlia
intervals and upon successful completion of probation period & satisfactory
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performance, he/she will continue in the services of SRCOE, else the probation period
can be extended by 6 to 12 months (based on case to case basis) or his/her services can
be terminated by giving one month notice period from either side.

3.14 In case the probationer/employee or employer wants to terminate the services with
SRCOE, the notice is to be served on either side.

3.15 Upon clearances / submission of No-Dues certificate from all departments, the faculty
leaving SRCOE will be relieved from his/ her duties.

3.16 All the faculties serving SRCOE for more than one year and whose performance is
satisfactory, he/ she will be confirmed in the services of SRCOE as per the terms and
conditions mentioned in the appointment order.

3.17 Upon confirmation, notice period on either side will be of three months.

4. Gratuity:- A staff who has put in minimum of 5 years satisfactory and continuous service is
entitled for Gratuity payable to the employee. It will be paid after a staff retires from his services
of SRCOE or as stated in this Para above, as per Govt. of India, norms/act of gratuity.

The group gratuity scheme of SRCOE is as per the
L.I.C. of (India) Policy as given below:

LIC’s New Group Gratuity Cash Accumulation Plan (UIN: 51 2N281V01)

1. Introduction:

LIC’s New Group Gratuity Cash Accumulation Plan is a non-linked non-participating, fund based Variable
Insurance Product.. This plan helps to meet the employer’s obligation for statutory Gratuity Benefit to their
employees. The plan also offers Life Cover Benefit so that in case of death of a group member an amount
equal to sum assured in respect of that member will be paid. The amount of life cover in respect of each
member shall be guided by the scheme rules of the employer.

2. Contribution:
Each policy year a Policyholder shall pay Contributions to secure Gratuity Benefit as per Scheme Rules and

also to provide Life Cover Benefit.

~ The Contributions received under the scheme may include Contributions towards the past service liability and

the Contributions in respect of that year. The employer/trustees may pay the Contributions at any time during
the year,

All the Contributions paid by employer/ trustees will be credited to the Policy Account maintained in the
name of employer/trustees.

3. P Account:

A single Policy Account shall be maintained in respect of all Contributions received from policyholder,

For a new scheme, a Policy Account will be created in respect of a scheme as soon as the Policyholder pays
the first Contribution. The Policyholder’s Account shall be credited with interest amount by providing the
following types of interest rates: .

i) Minimum Floor Rate (MFR): MFR is a guaranteed interest rate that Policy/Aegpgng shall earn during
the entire policy term. This plan offers a Minimum Floor Rate (MFR) of 0.5% Par—s
i . ¢
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i) Additional Interest Rate (AIR): In addition to MFR, the Corporation shall also declare a non zero-

positive Additional Interest Rate (AIR) at the beginning of each financial quarter on the Policy Account.
This AIR shall remain guaranteed for that quarter,

iii) Residual Addition (RA): Starting from the fifth policy anniversary, in addition to MFR and AIR, the

Corporation may also declare a non zero- positive Residual Addition (RA) on Policy Account at the end
of each policy year.

The Residual Addition shall be determined as below:
1) Gross Investment Yield earned in the shadow policy account at the end of each policy year less
2) Actual yield earned in the policy account, at the end of each policy year less “

3) Yield referred in the maximum reduction in yield at that duration (stipulated by the regulator, IRDA)
in accordance with the table below: B

T Number of years Maximum Reduction in Yield (Dilference
elapsed since between Gross and Net Yield (%p.a.)
inception
5 4.00 %
6 P 375 %
7 350%
8 330%
[ e 315%
i0 : 300% _
Tand 12 5% |
T3and 14 2.50 % i
15 and thercafter 2.25 %
Note:

1. A Shadow Policy Account shall be maintained on a daily basis and shall be computed based on the actual
accruals of all income elements for the Corporation like contributions, income from investments as and
when received and all actual debits i.e. partial withdrawals to the policy account value as and whe™ *
debited, to arrive at the actual gross investment return and reduction in yield to the policy account value,
at the end of each year starting from policy year 5.

g

2. The yield earned on each of the policy account shall be calculated using the money weighted rate of
return method at end of each policy year.

The interest amount earned by way of MFR and AIR will be credited to the Policy Account at the end of each
financial quarter/at the time of exit. The interest amount earned by way of RA, if any, will be credited to the
Policy Account at the end of each policy year starting from policy year 5.

4. Benefits:

a) Benefits payable on death of a member while in service: The bepcﬁt‘payab[f will be equal to the sum of

following: A%\
¢ Fd b )
FIT ST \ ™
i)  Sum assured and (s{ Pyss |
ii)  Gratuity Benefit as per the scheme rules. A & \ @’ /S
d 5N




b)

s-

Benefits payable on retirement / leaving service before Retirement: The Gratuity Benefits shall be
payable as specified in the scheme rules.

Charges:

a) Mortality Charges: Mortality Charge is the amount required to secure the Life Cover Benefits to the

b)

members from year to year as per scheme rules. Mortality Charges will be deducted from Policy Account
Value on monthly basis in advance.

The total Mortality Charge to be deducted from Policy Account Value shall be the sum of Mortality Charges
in respect of each member covered under the policy.

The Mortality Charge Table to be applied to a group will depend on the size, mortality experience and risk
profile including occupation of the group.

Policy Administration Charges: The Policy Administration Charge per year shall be Rs. 0.15 per Rs.1000/-
of total Life Cover Benefit under the policy at the time of deduction of the charge. This charge will be a
deducted from Policy Account on monthly basis in advance.

Fund Management Charge: The Fund Management Charge (FMC) shall be deducted from Policy Account
Value at the end of each quarter/ at the time of exit based on daily Policy Account Value during that quarter.

This percentage of the Fund Management Charge shall vary depending on the size of Policy Account Value of
the scheme and are as under:

Fund Management Charge: (per annum)
Size ol Policy Account Value of the Scheme Fund Management
Charge(FMC) (p.a.)
Initial amount upto | crore 0.50%
On subsequent amount above T crore but Tess o
0.45%
than or equal to 5 crores
Un subsequent amount above 5 crores but Tess 0.40%
than or equal to 25 crores i
On subsequent amount above 25 crores but Iess 0.35%
than or equal to 100 crores s
On subsequent amount above TOU crores but Tess 0.30%
than or equal to 200 crores T
On subsequent amount above 200 crores but less
th 0.25% [
an or equal to 400 crores i
On subsequent amount above 400 crores buf Tess = .i
0.20% |
than or equal to 800 crores g
On subsequent amount above 80U crores but less 0.15% l
than or equal to 2000 crores ki
Un subsequent amount above 2000 crores 0.10%
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For example, in case of Policy Account Value of Rs. 1.5 crores the charges that would apply would be Rs. 72,500,
being 50,000 (0.5%) on the first one core of the Policy Account Value and Rs 22,500 (0.45%) on the balance 50
lacks of the Policy Account Value.

d) Market Value Adjustment: A Market Value Adjustment (MVA) will be applicable on Bulk Exits and complete

e)

7.

surrender of the policy. The MVA will be applicable on withdrawal amount which is over and above 25% of the
Policy Account Value. The MVA amount shall be derived at the time of exit using the following formula.

MVA amount = [Maximum (0, Policy Account Value — Market Value) / Policy Account Value] * (Net amount
which is over and above the amount representing Bulk Exit)

Where, Market Value is derived from the revaluation of assets at the time when MVA is carried out. The assets

will be earmarked separately for this product. The MVA amount, if any, will be deducted from the Policy
Account Value.

Surrender Charges: If the policy is surrendered within three policy years from the date of commencement, «
surrender charge shall be 0.05% of the Policy Account Value subject to maximum of Rs.500,000/-.

No surrender charge will be levied if a policy is surrendered after completion of third policy anniversary.

f) Service Tax Charge: Service tax, if any, shall be as per the Service Tax laws and the rate of service tax as
applicable from time to time.

2) Right to revise charges : The Corporation reserves the right to revise the Fund Management Charges and
Policy Administration Charges. The modification in Fund Management Charges and Policy Administration
Charges will be done prospectively with effect from next Annual Renewal Date with the prior approval from
IRDA after giving the Policyholder a notice of one month. However, the maximum Fund Management
Charges shall not exceed 1% p.a. The Policy Administration Charges shall not exceed Rs. 0.30 p.a per
thousand of Life Cover Benefit, subject to a maximum of Rs. 500 per annum per member.

In case the Policyholder does not agree with the revision of charges the Policyholder shall have the option to
withdraw the Policy Account Value. However such withdrawal shall not be treated as surrender.

Bulk Exits: If the amount to be paid on total exits in any event exceeds 25% of the total fund of the scheme at t'=
beginning of the year, such transactions shall be treated as bulk exits, where exits shall mean exit of the membe.,
from the group. If the withdrawal amount exceeds 25% of the total Policy Account Value of the scheme at the
beginning of that policy year then it will be considered as Bulk Exit. Market Value Adjustment (MVA) will be
applicable on such Bulk Exits.

Surrender Value: The Policy can be surrendered by the Policyholder at any time by giving an advance notice of 3
months. The benefit available on surrender shall be Guaranteed Surrender Value. The Corporation may, however,
pay Special Surrender Value if it is favorable to the policyholder.

The Life Cover Benefit will not acquire any surrender value.

Guaranteed Surrender Value:
The Guaranteed Surrender Value shall be equal to the 90% of the total Contributions (net of Mortality Charges and
Policy Administration Charges already deducted till date) paid less all the benefits paid since the inception of the
policy.

Special Surrender Value:

The Special Surrender Value shall be equal to the Policy Account Val@&g f surrender less the applicable

surrender charges less Market Value. Adjustment, if any.
\\"l" U\-t WY
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10. Cooling-off period:

The Policyholder may review the terms and conditions of the Master Policy and choose to return the
Master Policy within 15 days to the Corporation in case of any objection with a written communication

stating the reasons of their objection. The period of 15 days shall be reckoned from the date of receipt of
Master Policy by the Policyholder.

On receipt of such a communication, the Master Policy shall be cancelled and the amounts received
shall be refunded to Policyholder after deduction in respect of following.

a) St duty expens

11. Loan:
No loan will be available under the policy.

Benefit Hlustration:

Statutory warning

“Some benefits are guaranteed and some benefits are variable with returns based on the future performance
of your life insurance company. If your policy offers guaranteed returns then these will be clearly marked
“guaranieed” in the illustration table on this page. If your policy offers variable returns then the illustrations
on this page will show two different rates of assumed investment returns. These assumed rates of return are
not guaranteed and they are not upper or lower limits of what you might get back as the value of your policy

is dependent on a number of factors including future investment performance. "
Notes:

The above illustration is applicable to a non-smoker male/female standard (from medical, life style and
occupation point of view) life.

The bonuses/non-guaranteed benefits in above illustration are calculated so that they are consistent with
the Projected Investment Rate of Retwrn assumption of 4% p.a and 8% p.a. respectively. In other words, in
preparing this benefit illustration, it is assumed that the Projected Investment Rate of Return that LICI will be
able to earn throughout the term of the policy will be 4% p.a. or 8% p.a., as the case may be.

The main objective of the illustration is that the client is able to appreciate the features of the product and
the flow of benefits in different circumstances with some level of quantification.

45 OF INSURANCE ACT,. 1938:
No policy of life insurance shall after the expiry of two years from the date on which it was effected, be
called in question by an insurer on the ground that a statement made in the proposal for insurance or in any
report of a medical officer, or referee, or friend of the insured, or in any other document leading to the issue
of the policy, was inaccurate or false, unless the insurer shows that such statement was on a material matter
or suppressed facts which it was material to disclose and that it was fraudulently made by the policyholder

and that the policyholder knew at the time of making it that the statement was false or that it suppressed
facts which it was material to disclose.

Provided that nothing in this section shall prevent the insurer from calling for proof of age at any time if he
is entitled to do so, and no policy shall be deemed to be called in question merely because the terms of the
policy are adjusted on subsequent proof that the age of the life assured was incorrectly stated in the proposal.

Prohibition of Rebates (Section 41 of Insurance Act, 1938) :
(1) No person shall allow or offer to allow, either directly or indirectly, as an inducément to any person to

take out or renew or continue an insurance in respect of any kind of risk relating to Ji in India,

any rebate of the whole 'or part of the commission payable or any rebate cff ' n on the

policy, nor shall any person taking out or renewing or continuing a policy a cept such
8/3




8.Compulsory Termination: If at any point of time, the Policyholder’s Account Value is not sufficient to cover the
relevant charges as given in Para 5, the policy shall be compulsorily terminated. In such a case, the balance in the
Policyholder’s Account, if any, shall be refunded to the Policyholder.

9.Eligibility Criteria :
Minimum Entry Age: 18 years (completed)
Maximum Entry Age 75 years
Maximum Age at Renewal: No Restriction
The total amount required to provide gratuity Benefit as
Mt Cositbaiion per AS-15 (Revised) (subject to a minimum of

Rs.10000/- at the time of inception of the policy) along
with total mortality charges and other applicable charges
to be deducted during the policy year
No limit. The maximum contribution shall be the amount
required to provide Gratuity benefit as per AS -15
(Revised) along with total mortality charges and other
applicable charges to be deducted during the policy year

" ~  Maximum Contribution

Minimum Group Size for existing

ik No restriction
Minimum Group Size for new scheme 10
Maximum Group Size No restriction
Minimum Sum Assured Rs.1000
Maximum Sum Assured No restriction
Policy Term Annually renewable
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7. Maternity Leave :

a) The Regular University approved lady staff with the minimum one year continuous
service, having not more than two living children, shall be entitled to a maternity
leave on full pay and allowances, for a maximum period of 180 days, subject to
production of Medical Certificate along with application for Maternity Leave.

b) The lady staff may prefix suffix this leave to earned leave to her credit.

8. Provident Fund :

a) A staff is entitled for PF whose salary P. M. is below Rs.15600/-. Also a faculty whose
performance is satisfactory, renders additional services, but has salary above 15600/- PM.
Can also be given P.F. but it is optional.
a) P.F. is applicable to all staff members @12% on wages as per wage limit Para 2
() of EPF Scheme 1952 declared by EPFO on its web portal.
b) Newly recruited staff shall submit the Form No.11 duly filled in to administration
office along with the required KYC documents mentioned in the form,
immediately after joining the Institute.
* ¢) Each Staff shall submit the nomination form for P.F. along with necessary
documents mentioned in it.
d) Each staff shall activate the allotted UAN number immediately using EPFO web
portal.

9. Study Leave :-

9.1 Study leave may be granted with Pay to the appointees such as Assistant
Professor/Assistant Librarian/Assistant Director of Physical Education (Degree level) or
in equivalent cadre (Diploma level), to pursue higher study (M.E./M. Tech./ Ph. D) or
research in the discipline directly related to his/her work.

9.2 A faculty who has put in minimum of three years regular & satisfactory service including
the probation period, is entitled for study leave. However keeping in mind the availability
of teachers in the discipline and the vacant positions. Study leave will be granted by HoD
& Principal.

9.3 The paid period of study leave should be two/three years for Master/ Doctorial level
respectively. Two years may be given in the first instance, extendable by one more year
for Ph. D program, if there is satisfactory progress report by the Research Guide. Care
should be taken to see that the regular academic work is not disturbed while granting
study leave. Explanation: in computing the length of service, the time during which a

person was on probation or engaged as a research assistant may be recognised.
(i) The person is a teacher on the date of the application;
(ii) He/She should have completed his/her probation period as specified in the
appointment order of concerned.
(iii) There is no break in service; and
(iv) The leave is requested for undertaking the M. Tech./Ph. D research work only.
9.4 Study leave shall be granted by the Institution on the recommendation of the concerned
Head of the Department.

9.5 Study leave shall not be granted to a teacher who is due to retire within five years of the

date on which he/she is expected to return to duty.

9.6 Study leave may be granted not more than twice during one’s career. The maximum study

leave admissible during the entire service should not exceed five years.

9.7 No teacher, who has been granted study leave, shall be permmed to alter substanuw)\

course of s{udy or the programme of research without the prior penmssnon of
Executive Couficil/Syndicate/ State Technical Education Department. Anyféxtﬂmon 2\
beyond the stlgulated period shall be treated as leave without Pay. e | W o
9.8 The amount of scholarship, fellowship or other financial assistance thata ts i
granted during the study leave by any other agency, shall not preclude his/h




rebate as may be allowed in accordance with the published prospectuses or tables of the insurer: provided
that acceptance by an insurance agent of commission in connection with a policy of life insurance taken out
by himself on his own life shall not be deemed to be acceptance of a rebate of premium within the meaning
of this sub-section if at the time of such acceptance the insurance agent satisfies the prescribed conditions
establishing that he is a bona fide insurance agent employed by the insurer.

(2) Any person making default in complying with the provisions of this section shall be punishable with fine
which may extend

Note: “Conditions apply” for which please refer to the Policy document or contact our nearest Branch
Office.

“Insurance is the subject matter of solicitation.”

Registered Office:
Life Insurance Corporation of India
Central Office, Yogakshema ,
Jeevan Bima Marg,
Mumbai-400021
Website: www.licindia.in
Registrationt Number: 512

to five hundred rupees.

Note :

Above L.1.C. policy and the subsequent changes made by L.I.C. from time to time is also acceptable
to SRCOE

5. Earn leave :-

a) The non-vocational staff having completed one year continuous service in the Institute
shall be entitled to earned leave at the rate of 30 days per year subject to his/her
accumulating, maximum 240 days of leave.

b) The staff other than the one included in (a ) above shall be entitled to one day earned
leave for every three days of full working during vacation period, for any additional
work assigned during the vacation to him/her.

¢) Prior approval of the HoD and the Principal shall be obtained by the staff, before
proceeding on Earned leave.

d) Earned leave shall be availed of minimum 02 days, however if no Casual Leave is

available on credit, 01 day Earned Leave can be availed as per point (c¢) above.

¢) The fraction in the earned leave shall be rounded off to the nearest day, that is fraction

below half shall be ignored and half or more shall be reckoned as one day.

6. Medical Leave :-

a) The staff having completed one year continuous service in the Institute shall be
entitled to Medical Leave at the rate of 10 days or 20 half days per year.

b) The Medical Leave shall be granted on the production of medical certificate from
the Registered Medical Practitioner. The staff shall produce another certificate at
the time of rejoining the duty that he/she is medically fit.

¢) The grant of a medical certificate under this rule does not in itself confer upon the
staff concerned any right to leave; the medical certificate shall be lorwarded to, lhe
competent authority to grant the leave and orders of that authority awart g

d) Medical Certificate shall not be required for half day Medical Leave. ,
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granted study leave with Pay and allowances but the scholarship etc., so received, shall be
taken into account in determining the Pay and allowance on which the study leave may be
granted.

The scholarship/fellowship National/Foreign would be set off against Pay only if the
fellowship is above a specified amount, which shall be determined according to
Government of India rules, from time to time applicable and based on the cost of living
for a family in the country in which the study is to be undertaken. In the case of an Indian
fellowship, which exceeds the salary of the teacher, the salary would be forfeited.

9.9 Subject to the maximum period of absence from duty on leave not exceeding three years,
study leave may be combined with earned leave or vacation, provided that the earned
leave at the credit of the teacher shall be availed at the discretion of the teacher. A teacher,
who is selected to a higher post during study leave, will be placed in that position and get
the higher scale only after joining the post.

9.10 A teacher granted study leave shall on his/her return and re-joining the service of the
Institute be eligible to the benefit(s) of the annual increment(s) which he/she would have
earned in the course of time if he/she had not proceeded on study leave. No teacher shall
however, be eligible to receive arrears of increments.
9.11 Study leave shall count as service for pension/contributory provident fund purposes,
provided the teacher joins back in the Institute on the expiry of his/her study leave.
9.12 Study leave granted to a teacher shall be deemed to be cancelled in case it is not availed of
~within 12 months of its sanction. Provided that where study leave granted has been so
cancelled, the teacher may apply again for such leave.
9.13 A teacher availing himself/herself of study leave shall undertake that he/she shall serve
the Institute for a continuous period of at least three years to be calculated from the date
of his/her resuming duty on expiry of the study leave.
9.14 After the leave has been sanctioned, the teacher shall execute a bond in favour of the
Institute, binding himself/herself for the due fulfillment of the conditions laid down in
Sub clauses above and given security of immovable property to the satisfaction of the
Finance Officer/Treasurer or a fidelity bond of an insurance company or a guarantee by a
Scheduled bank or furnish security of two permanent teachers for the amount which might
become refundable to the Institute in accordance with sub-clause (xiii) above. 0) The
teacher shall submit to the Head of the Institution, the progress report at a frequent
interval of 6 months in his/her studies through his/her supervisor. This report shall reach
the Head of the Institution, within one month of the expiry of every six months term of the
study leave. If the report does not reach within the specified time, the payment of leave
salary may be deferred till the receipt of such report.

10. Leave without Pay :

10.1 Leave without pay shall be granted in case no any kind of leave balance is available on credit.

10.2 Staff shall submit the leave applications to Administration Office as stated above, before 25th

day of every month, failing which it shall be treated as Leave without Pay / available leave
shall be debited.

Note: i) All the necessary formats required for the appointments of faculties viz. Appointment

order, interview call letter, joining report etc., are available in soft-form with registrar of

the institute. The flow chart of this entire process is also separately avallablc with
Registrar.

ii) Calculation of leaves will be, in a given calendar year i.e. from Jan-Dee;mbe:\only

Prof. Dr. A.D. Desai
Principal




