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SERVICE RULES
1. INTRODUCTION
This Document has been prepared to ensure an effective functioning and efficient governance at all levels to the satisfaction of stakeholders. This document provides core principles of good governance. The implementation of these governance guidelines shall lead to effective utilization of manpower, infrastructure and facilities available in the institute and thereby enhance the quality of education. The guidelines will lead to transparency and accountability in the administration. The expected benefits due to implementation of good governance through the guidelines presented in the document may include to:
· Strengthen the existing good practices
· Implement transparency at all levels of governance and administration
· Follow integrity in appointments at all levels
· Strengthen the Industry-Institute Interaction
· Establish fair and transparent processes in internal control
· Comply with rules and regulations
· Establish strong and capable financial processes and procedures relating to procurement, appropriate utilization of funds and audit
· Involve the entire stake holders at various levels as deemed fit with regard to guidelines of statutory bodies.
· Maintain registry of interests of members of governing body
· Achieve optimum utilization of infrastructure, resources for better output
· Meet the requirements of accreditations
· Enhance the quality of teaching-learning process
· Set up centers of excellence in research & development and enhancement of quality of research and consultancy
· Set up and strengthen student support programs, training for enhancing quality in placements and higher education
· Place improved systems for feedback, self appraisal of faculty and staff
· Create bench marking with other institutes of repute
2. PREAMBLE
1. These rules shall be called “ANNAMACHARYA INSTITUTE OF TECHNOLOGY AND SCIENCES-SERVICE RULES”. These rules shall supersede the service rules issued earlier.
2. They shall be deemed to have come into force with effect from the date of approval of the Governing Body of the College and shall apply to the holders of all the categories of posts, whether temporary or permanent, under the employment of the College.
3. DEFINITIONS
1. “College” means the “ANNAMACHARYA INSTITUTE OF TECHNOLOGY AND SCIENCES”,
Kadapa.
2. “Management” means “The Management Committee” of the college constituted as per A.P. State
Government Norms.
3. “Government Body” means „The Governing Body of the college” constituted as per AICTE
Norms.
4. “Chairman” means “The Chairman of the Management Committee / The Governing Body”.
5. “Principal” means “The Principal of the College or any other person authorized by the Management to discharge the duties and responsibilities of the Principal, whatever may be his/her designation”.
6. “University” means “Jawaharlal Nehru Technological University Anantapur”, Anantapuramu.
7. “Employee” means a person who is employed by the College including Principal excluding those who are engaged on part time basis or on daily wages.
8. “Appointing Authority” means the authority empowered to make appointment to a post.
9. “Approved Candidate” means a candidate whose name appears in the authoritative list of candidates approved by the competent authority or committee for the appointment to a particular post or category.
10. “Temporary” means a member appointed initially for a limited period.
11. “Permanent” means a member appointed initially in a category or post and who has satisfactorily completed the minimum years of service prescribed by the competent authority.
12. “Permanent Post” means a post carrying a definite scale of pay sanctioned by the Governing Body or in the order or appointment.
13. “Tenure Post” means a permanent post which an individual employee may not hold for more than a limited period.
14. “Period of probation” means the period of probation prescribed by the Governing Body or in the order of appointment.
15. “Probationer” means an employee who has not completed the period of his probation.
16. “Backward Class” means the community declared so, by the Government of Andhra Pradesh.
17. “Most Backward Class / Economically Backward Class (EBC)” means the community declared so, by the Government of Andhra Pradesh based on income levels.
18. “SC/ST” means the community declared so, by the Government of Andhra Pradesh.
19. “Appointment to a post on a regular basis” A person is said to be “appointed regularly” to a post when, in accordance with these rules or in accordance with the rules applicable at the time, as the case may be, he/she discharges for the first time the duties of the post commencing the probation, instruction or training prescribed there for, after receiving an order from the Chairman / Principal.
20. “Appointment to a post on a temporary basis” A person is said to be “appointed to a post on a
temporary basis” when he/she is appointed as such in the order appointing him.
21. “Competent Authority” means
(i) The Chairman of the Governing Body in case of the principal.
(ii) Principal in case of all other employees.
22. “Duty” – an employee is said to be “on duty” for the purpose of service benefits:
a) When the employee is discharging the duties of the post to which he/she is appointed or he/she is undergoing probation, instruction or training prescribed for such post, provided that the performance of such duties is followed by confirmation. or;
b) When the employee is absent from duty on authorized holidays or on casual leave taken in accordance with the instructions regulating such leave issued by the Governing Body, or when availing any leave sanctioned by the competent authority or;
c) When the employee being a teacher, is absent during permitted vacation. or;
d) When the employee is attending Conferences, Summer Schools, Workshops, Refresher Courses, Orientation Courses, Winter Schools, Quality Improvement Programmes etc., of learned societies, deputed by competent authority or;
e) When the employee is absent from headquarters attending to the work not connected with his usual routing but assigned to him by the competent authority.
f) When the employee is deputed on official duty by the principal or on JNTUA work.
23. “Lien” means the title of an employee to hold substantively, either immediately or on the termination of a period or periods of absence, a permanent post including a tenure post to which he / she has been appointed substantively.
24. “Officiate” means an Institute employee officiates in a post when he performs the duties of a post on which another person holds a lien. The appointing authority may, if it thinks fit, appoint an employee to officiate in a vacant post on which no other employee holds a lien.
25. “Leave” means leave granted by competent authority to an employee to which he / she is eligible.
26. “Pay” means the basic pay in the time-scale or basic pay with special pay / allowance as the case may be. It is the amount drawn monthly by an employee as:
i) The pay, other than special pay granted in view of his personal qualifications, which has been sanctioned for a post held by him substantively or in an officiating capacity, or to which he is entitled by reason of his position in a cadre, and
ii) Special pay and personal pay and;
iii) Any other emoluments which may be specially classed as pay by the “Governing Body”.
27. “Personal Pay” means additional pay granted to an institute employee:
a) to save him/her from a loss of substantive pay in respect of permanent post other than a tenure post due to a revision of pay or to any reduction of such substantive pay otherwise than as a disciplinary measure; or
b) in exceptional circumstance on other personal considerations.
28. “Special Pay” means an addition to the pay of an employee, granted in consideration of:
a) the specially arduous nature of duties; or
b) a specific addition to the work or responsibility.
29. “Subsistence Grant” means a monthly grant made to an employee under suspension, who is not in receipt of pay or leave salary.
30. “Substantive Pay” means the pay other than special pay or personal pay drawn in a post held in a permanent capacity.
31. “Time Scale of Pay” means pay which, subject to any condition prescribed in these rules, rises by periodical increments from a minimum to a maximum.
32. “Year” means calendar year/financial year/academic year as the case may be.
4. LEAVE RULES
· GENERAL
1. Leave cannot be claimed as a matter of legal right. The sanctioning authority has full discretionary right to refuse or revoke leave of any description when the exigencies of service so demanded.
2. Leave is earned by "Duty" only. Duty for the purpose of leave includes:
a) Any period of absence on Casual Leave, Special Casual Leave, Earned Leave, Compensatory Leave;
b) Any period of absence on public holidays whether in combination with Casual Leave or when permitted to be prefixed or suffixed to leave under these rules;
c) any period of absence during vacation either during a continuous period spent on duty or when permitted to be prefixed or suffixed to leave under these rules.
3. A Leave account shall be maintained for each employee in an appropriate form.
4. Either prefixing or suffixing of any kind of leave with vacation is allowed on prior approval.
5. Public holidays either prefixed or suffixed to Earned Leave will not be included in the Earned Leave. However, the public holidays in between will be accounted for Earned Leave.
6. Any kind of leave may be granted in combination with or in continuation with any other kind of leave except C.L with prior approval.
7. The sanctioning authority may recall an employee for duty before the expiry of his / her leave.
8. Unauthorized absence from duty may be treated as misbehavior attracting disciplinary action and may lead to Break-in-Service.
9. An employee on leave shall not take up any service or accept any employment without prior written permission of the appointing authority.
10. An employee (declared as Vacation Staff) who leaves his place of duty during vacation is liable to be recalled when his/her services are necessary.
11. During the tenure of service, any Loss Of Pay (LOP) leads to Break-In-Service and it affects the monetary benefits (if any), promotions in service, and may attract disciplinary action.
12. Public holidays either prefixed or suffixed to LOP will not be treated as LOP. However, the public holidays in between LOP will be treated as LOP.
13. Earned Leave or LOP cannot be sanctioned / availed for a period less than a day.
14. The Principal shall be the authority competent to grant leave to all employees. In case of the Principal, Chairman of the Governing Body will be the authority to sanction leave.
15. An employee cannot return to duty before the expiry of leave granted to him/her, unless he/she is permitted by the competent authority to do so by getting it sanctioned in writing.
· CASUAL LEAVES
1. Casual Leave will be admissible to all employees of the college for a total period not exceeding 15 days in a calendar year.
2. If any employee joins the college in the middle of the calendar year, the quantum of casual leave admissible to him/her will be on pro rata basis.
3. Leave may be granted for a period not exceeding 10 days at a time, including public holidays. Availing public holidays is not accounted to casual leave.
4. Casual Leave will be granted to a maximum of 4 (four) days in any quarter and not exceeding 15 (fifteen) days in a calendar year. However, the competent authority, if necessary, may grant casual leave in advance.
5. Casual Leave for half a day can be granted to an employee for the Forenoon or Afternoon session.
6. Any balance of Casual Leaves shall lapse with the calendar year.
7. For Casual Leaves, sanctioning authority is the Head of the Department.
8. Casual Leave should not be combined with any kind of regular leave, Loss of Pay or vacation.
9. In normal circumstances, casual leave requires advance sanction. The employee has to make alternative arrangements for his / her work.
· SPECIAL CASUAL LEAVES / OFFICIAL DUTY / ON DUTY:
1. All the teaching staff of the college are entitled to special casual leave to take up examination work in JNTUA or outside, to attend conferences or seminars etc.
2. Special Casual Leave may also be granted to an employee who is prevented from attending to his/her duties for want of transport facilities owing to a local or regional or state wide 'Bandh' or the like provided the employee is staying at a distance of more than 5 KM in radius from his Headquarters.
3. Special Casual Leave may also be granted for attending to calamities subject to prior approval after exhausting all casual leaves.
NOTE: Special Casual Leave cannot be combined with ordinary Casual Leave or with any other leave or vacation.
· VACATION & EARNED LEAVES
1. The teaching staff and such other member of staff declared as a regular teaching staff of the college, who have completed one year of continuous service in the college, and put on time scale of pay shall be eligible for 30 days of vacation leave in a calendar year. Based on the number of days of vacation saved during the announced summer recess/ inter semester break, his/her EL account will be credited by x/3 where x is the duration saved. As such, no vacation is given for employees who put up less than a year of service.
2. Faculty, the Librarians, Assistant Librarians, Technicians and clerical staff of the college, who have completed one year of continuous service in the college and not on time scale, shall be eligible for 10 days of vacation leave in a calendar year. As such, no vacation is given for employees who put up less than a year of service.
3. Attenders and Book Keepers of the college shall be eligible for 6 days of vacation leave in a calendar year, after completion of three years of continuous service in the college.
4. Vacation leave may be availed in combination with or in continuation to the earned leave (except Casual Leave) provided that all put together shall not exceed 45 days in case of teaching staff and 15 days in case of Librarians, Assistant Librarians, Technicians, Clerical Staff, Attenders and Book- keepers. This limit may however be relaxed by the competent authority who grants leave.
5. The vacation leave should be availed as and when the vacation is declared. When an employee is prevented from taking vacation leave, it would be compensated with quantum of earned leave equal to one-third of the un-availed vacation leave in a calendar year. However, Drivers, Cleaners and Housekeeping staff of the college are not eligible for any vacation leave.
6. An employee shall be present in college either on the last working day before vacation or on first working day after the vacation.
7. Leave earned by each employee during any calendar year will be finalized and credited to his/her Earned Leave account only at the end of the calendar year (i.e., on 31st December). The leave earned in that year can be availed of during subsequent years.
8. Earned Leaves accumulated in an employee’s leave account should not exceed 300 days.
9. If the service of the employee, who is on vacation is required at any point of time, for any official purposes like JNTUA inspection, Spot Valuation, Observer duty, or any additional work in the college, they must be readily accessible over telephone / mobile phone to attend the same. An employee, who is on vacation, if not accessible completely for a period of 24 hours, may attract severe disciplinary action.
· ACADEMIC LEAVE
1) Academic leave, not exceeding 5 days in a calendar year, may be granted to the teaching staff member of the college for academic purpose such as external examiner for practical/ and for attending any other assignments by the universities other than JNTUA and for Ph.D related work for those who have registered for Ph D through proper channel.
2) When the teaching staff member is on vacation leave, he/she cannot avail academic leave.
3) Any balance period of academic leave shall lapse by the end of every calendar year.
· LEAVE SALARY
An employee on Earned Leave is eligible for leave salary equal to the pay drawn in his/her post before the day his/her leave commences.
· COMPENSATORY LEAVE
If an employee’s services are necessary beyond the college working hours or during holidays, the concerned Head of the Department can make use of his/her services and accordingly the compensatory leave can be recommended, if it is not a remunerative work. The competent authority will grant his/her compensatory leave and the same will be credited to his/her leave account. The competent authority has discretionary right to sanction the compensatory leave. Any balance period of compensatory leave at the end of the calendar year will be brought forward to the next year.
The leave rules will be amended from time to time.
· MATERNITY LEAVE
AITS maternity leave rules reads as follows:
Maternity leave on full pay may be granted to a woman employee for a total period of 30 days to be availed in the entire career. This will be granted subject to the production of Medical Certificate from the Doctor specifying the period of leave recommended. Maturity leave may be combined with earned leave. Maternity leave may also be granted in case of miscarriage including abortion subject to the condition that the total leave granted in respect of this to a woman employee in her career is not more than 30 days and the application for leave is supported by Medical Certificate.
Maternity leave will be sanctioned only in case of woman employee with a minimum of one year service at this Institute.
5. TRAVELLING ALLOWANCE, DAILY ALLOWANCE & OTHER ALLOWANCES
Employees of the College when deputed to any outstations shall be entitled to Travelling Allowances, Daily Allowances and other expenditure that they incur which shall be regulated as under:
Note: It is a fundamental principle that allowance is not to be a source of profit and no allowance is granted to cover the expenses of family members accompanying them when travelling on duty.
Grades: All the staff both teaching and non-teaching are classified into 4 Grades as follows:
	Grade
	Employee Designation / Cadre

	I
	All the regular staff of Professor cadre

	II
	All the regular staff of Associate & Assistant Professor 

	III
	Administrative Officer / Librarian / Physical Director

	IV
	Other Non-Teaching Staff


Revised rates of TA, DA & Incidentals w.e.f. 01-05-2023
	Grade
	Designation
	T.A. (Actuals subject to a maximum of)
	D.A.
	Rent (actual subject to a maximum of)

	
	
	
	State
Capitals
	Other
Places
	State
Capitals
	Other
Places

	I
	Professor
	A/C 2-Tier/Volvo/Super Luxury/Train Sleeper or Actuals (not above A/C 2-Tier)
	Rs.500
	Rs.300
	Rs.2500
	Rs.2000

	II
	Associate &

Assistant Professor
	A/C 3-Tier/Volvo/Super Luxury/Train Sleeper or Actuals (not above A/C 3-Tier)
	Rs.500
	Rs.300
	Rs.2000
	Rs.1500

	III
	Administrative Officer / Librarian / Physical Director
	A/C 3-Tier/Volvo/Super Luxury/Train Sleeper or Actuals (not above A/C 3-Tier)
	Rs.500
	Rs.300
	Rs.2000
	Rs.1500

	IV
	Other Non-Teaching Staff
	Super Luxury/Train Sleeper
	Rs.500
	Rs.300
	Rs.1500
	Rs.1000


*Incidentals at actual.
Eligibility to draw Daily Allowance (DA):
1. Full D.A, if the period of absence from the head quarters is from 08 - 24 hrs.
2. No D.A, if the period of absence from the head quarters is less than 4 hrs.
Employees of Grade – I are eligible to travel by 1st class. All the other employees are eligible to travel by II class. However, the actual fare will be borne by the college, if travelled by taxi on obtaining prior approval by the competent authority before travel.
NOTE:
1) Regarding the interpretation of these rules and on any other point which is not covered under these rules, the decision of the Management / Principal of the College shall be final and such decision shall not, as far as possible, affect the general interest of the employees.
2) The Management reserves the right to amend any of the above rules in the interest of the College without affecting the general interest of the employees.
· RESEARCH PROMOTION ALLOWANCE:
· For presenting papers in seminars / conferences etc.
The Regular Teaching Staff who are sponsored for presenting in seminars / conferences are eligible to travel by II A/c in addition to reimbursement of registration fee. No D.A. is admissible. This facility is limited to once in an academic year i.e. July to next June. Apart from this, on prior approval by the principal, one extra day will be allowed as ON DUTY, for the staff members who travel more than 500 KM for the above purpose.
· For publishing papers in National / International Journals:
In order to encourage the faculty members to keep continue the research activities, a token of appreciation will be given at the rate of Rs.500/- for the paper published in a National Journal and Rs.1500/-, for the paper published in International Journal subject to recommendations by Director (R&D).
· ALLOWANCES FOR ATTENDING SEMINARS, Q.I.P. COURSES, REFRESHER COURSES etc.
The regular teaching staff who are permitted to attend the seminars as delegates, and to undergo
Q.I.P Courses, Refresher Courses / Summer Schools, Winter Schools / Training Programs etc., are eligible to travel by II Sleeper Class, No D.A. is admissible. This provision is not extended when the organizing agency is meeting T.A.
6. RECRUITMENT / APPOINTMENTS / SERVICE CONDITIONS
1. The normal method of recruitment to any service in the teaching cadre is either solely by direct recruitment or by promotion duly satisfying other conditions for promotion from lower cadre to higher cadre, approved by the competent authority.
2. The Management is the competent authority to appoint any employee. The appointment orders shall be issued by the Management or Director or Principal on behalf of the Management.
3. The Governing Body shall have the power to decide whether a particular post to be filled by open advertisement or by invitation or by promotion from amongst the members of the staff of the college.
4. Selection Committee for filling teaching posts by open advertisement shall be constituted by the Governing Body and approved by the Governing Body.
5. Selection Committee for non-teaching posts shall be constituted by the Governing Body.
6. If the post is to be filled by open advertisement, it shall be advertised by the Chairman. Applications received shall be scrutinized by the Principal for selecting the candidates to be called for interview.
7. The   Selection   Committee   interviews   the   candidates
called for interview and makes its recommendations to the Governing Body, the names of the selected being arranged in order of merit.
8. No act or proceedings of any Selection Committee shall be questioned on the ground merely of the absence of any member or members of the Selection Committee.
Teaching Staff comprises the following categories:
a) Principal
b) Professor
c) Associate Professor
d) Assistant Professor
e) Any other category of post so declared by the Management.
Technical Staff:
a) Programmer / Asst Programmer / Data Entry Operator
b) Technician
 Grade – I (Senior Technician)
 Grade – II (Technician)
“Non-Teaching Staff”means those categories of staff that are categorized as follows:
Office:
a) Administrative Officer
b) Manager (Accounts)
c) Superintendent
d) Senior Assistant
e) Junior Assistant
f) Office Assistant
g) Steno-cum-P.A. to Principal
h) Data Entry Operator
i) Record Assistant
j) Attender
k) Vehicle Staff
Contingent Staff
a) Watchman
b) Gardner
c) Sweeper
· STAFF STRENGTH
a) The teaching staff strength shall be as per AICTE / UGC Norms.
b) The Non-Teaching Staff strength shall be as per A.P. State Government / University Norms.
· QUALIFICATIONS
The qualifications, age, experience etc., shall be AICTE / UGC norms in respect of teaching staff and as per A.P. State Government/University norms in respect of Non-Teaching Staff.
· SELECTION
a) The rules prescribed for selection of employees from time to time by AICTE / University / Government of A.P. shall be followed.
b) Staff Selection Committee shall be constituted as per G.O.Ms.No.525 Edn.(n) Dept. Dated 29.11.1983 and subsequent notification for filling up teaching and non-teaching posts.
c) A post shall be filled up by direct recruitment through open advertisement or by promotion from among qualified and eligible internal candidates, as directed by the Governing Body.
d) The Management / Governing Body may in special circumstances appoint persons by invitation/deputation/contract basis year after year up to a maximum of five years or up to a maximum age of sixty five years.
· PROBATION & TERMINATION
a) The initial appointments to all posts in the college shall be on probation for a period of two years within a continuous period of 3 years. Persons appointed to a higher post by promotion/selection shall be on probation for a period of one year only within a continuous period of two years.
b) The appointing authority shall have the power to extend the probation period of any employee of the college for valid and sufficient reasons for such a period as may be found necessary or terminate his/her services after due notice.
c) Where it is proposed to terminate the employment of a probationer during the period of probation, for any specific fault or on account of his unsuitability for the service, the probationer shall be
apprised of the grounds of such proposal and given an opportunity to show causes against it, before orders are passed by the authority competent to terminate the employment on two month’s notice. Unless otherwise stated specifically in the terms of appointment an employee on probation may terminate his/her engagement in the college by giving to the appointing authority two month’s notice. However, the appointing authority may for sufficient reasons, accept the notice for a lesser period also.
d) The employee is deemed to have been on probation until the order declaring satisfactory completion of probation is communicated to him/her, even if the required period of probation is completed.
e) After confirmation, the appointee shall hold the office till the age of superannuation unless otherwise found unsuitable to discharge his/her regular duties.
f) The age of superannuation / retirement shall be 60 years in the case of teaching staff and 58 years in respect of non-teaching staff.
g) If a member of the staff is not confirmed after the period of probation and his/her probation also is not formally extended he/she may be apprised of the reasons there for and he/she shall be deemed to have been continued on a temporary basis and his/her service may be terminated by the appointing authority by giving one month’s notice.
h) The appointing authority shall have the power to terminate the services of any staff member appointed on consolidated pay without notice, unless otherwise stated specifically in the terms of appointment.
i) The Governing Body shall have power to terminate the service of any member of the permanent staff by giving him/her 3 month’s notice if, on medical grounds, certified by a medical authority nominated by the Governing Body, the member’s retention in service is considered undesirable.
j) If a person having been appointed temporarily to a post is subsequently appointed regularly, he/she shall commence probation from the date of joining in the regular post.
k) The services of any employee during the period of probation are liable to be terminated with two month's notice on either side, but the Principal shall have power to require a member to continue in service till the academic year is over.
l) No application of the employee seeking employment elsewhere shall be forwarded during the probation period.
m) The rules governing probation shall not apply to appointments made on ad hoc / contract / contingent basis.
n) The services of any candidate appointed on temporary / ad hoc basis can be terminated without any notice and without assigning any reason there for.
· ANNUAL PERFORMANCE APPRAISAL REPORT
The faculty shall submit the open and transparent performance report every year, containing their academic activities and achievements. The Head of the Department shall offer his remarks and observation on the report. The Performance Assessment Committee headed by the Principal shall review the reports and finalize. The assessment shall be used for the following purposes.
i) Award of annual increments.
ii) Award of special increments and awards for superior performance.
iii) Award of career advancement and promotion.
iv) Monitoring and recording of the regular growth of each faculty member.
· QUALIFYING SERVICE
The total period of service put in by an employee both in AICTE approved Engineering Institutions, in appropriate discipline /in Industries or in “Annamacharya Institute of Technology and Sciences, Kadapa” shall be considered in all Engineering disciplines, Science and Humanities.
· SENIORITY
The seniority of an employee in a post shall be determined by the total qualifying service rendered by him/her in the post. In case of two or more persons selected for appointment at the same time to a category or post, the appointing authority shall fix the order of seniority among them as per the merit order fixed by the selection committee.
· EXTENSION OF TEMPORARY SERVICE
If the appointing authority is of the view that the work and conduct of the temporary employee have not been satisfactory, that the notices / memos of warning issued to them had no avail and that the temporary employee is found incapable of discharging the duties entrusted to him/her, the appointing authority may, with reference to the materials placed on record, terminate his/her service or extend the period of temporary service.
· REMOVAL OF UNIVERSITY RATIFIED STAFF FROM SERVICE
If the ratified/permanent employee is found not suitable to carry out the entrusted work or possesses / displays bad conduct which may be detrimental to the student community as a whole, a show cause notice shall be given to the individual by the Principal. The explanation of the individual shall be placed before the Governing Council for final orders either for continuance or for reduction of cadre or reduction of salary or removal from service.
· RESIGNATION BY EMPLOYEES & RELIEF
A candidate, when appointed as a employee in this college shall work for a minimum period of one year.
A permanent member of staff may resign from his post and terminate his engagement with the Institute by giving to the appointing authority two months notice in writing or remit two months gross salary to the college in lieu of notice period. However, the appointing authority may for sufficient reasons, accept the notice for a lesser period also. He/she shall be relieved only at the end of the even semester or after completing one year of service and also completing all the academic work pertaining to the semester concerned. For notice period, no vacation or casual leave in their credit will be taken into account. In case of any shortage in two months notice period, appropriate recovery will be made.
· INCREMENTS
All employees in a post or cadre on time scale of pay are eligible for increments in the time scale by putting in one year of service as on 1st August unless it is withheld as a measure of punishment. An increment may be withheld by the competent authority if his/her conduct has not been good or his/her work has not been satisfactory.
· RETIREMENT
Except as otherwise, the Faculty and Principal shall normally retire from service in accordance with the age fixed by the AICTE. The Faculty completing the age of retirement by superannuation during the middle of the academic year may, however be permitted to continue in service till the end of academic year.
7. PAY, ALLOWANCES, SERVICE INCREMENTS
1. Pay: AICTE / UGC scales of pay as applicable from time to time shall be adopted to the posts classified as teaching staff.
A.P. State Govt. / University scales of pay as applicable from time to time shall be adopted to the posts classified as non-teaching staff.
2. Allowances: Dearness, House Rent and other allowances as per A.P. State Govt. rates and rules as extended by Management be adopted from time to time to all regular employees of the college.
3. Sanction of Increments:
a) Advance Increments:
The University Staff Selection Committee is the competent authority to recommend advance increments to the candidate selected based on their qualification / specialization/experience.
b) Regular Increments:
Regular increments shall be sanctioned by the Management / Principal on satisfactory performance of the employee as recommended by the Head of the Department as per the prescribed proforma. In the case of HOD, Principal is the sanctioning authority. In the case of Principal, Chairman is the sanctioning authority. In the case of employees in the office and other supporting staff, recommendations of the principal to the chairman will be taken into account.
The Management shall have the authority to withhold an increment for a certain period not exceeding one year as a disciplinary measure on sufficient and valid reasons, and after the employee has been given a fair opportunity to defend oneself. However, such withholding of an increment shall not have cumulative effect.
The Governing Body / Management shall be the competent authority to implement career advancement scheme as per relevant UGC / University / A.P Govt. Norms.
8. GENERAL CONDITIONS OF SERVICE & CODE OF CONDUCT
· WHOLE-TIME EMPLOYEE
a) Unless otherwise stated specifically in the terms of appointment, every employee is a whole-time employee of the Institute, and may be called upon to perform such duties, as may be assigned to him by the Principal even beyond scheduled working hours and on Holidays and Sundays.
b) An employee of the College shall devote his/her whole time to the service of the college and execute such duties as may be assigned to him by the Principal. He / She shall not engage himself/herself either directly or indirectly in any trade or business or private tuition or any other work, which is likely to interfere with the proper discharge of his / her duties, but the prohibition herein shall not apply to academic work relating to university examinations, question paper setting, delivering Guest Lectures and any other work undertaken with the prior permission of the Principal/Management, which may be given, subject to such conditions as regards to acceptance of remuneration that may be laid down by the Governing Body.
· GENERAL CONDITIONS
1. All the employees of the College shall be subject to the general disciplinary and conduct rules of the Colleges.
2. All the employees of the College are required to be present in the college throughout the working hours of the college on all working days.
3. All the employees of the college shall strictly be adhered to the conditions of appointment agreed and signed by individual staff.
4. An employee may be placed under suspension by the appointing authority pending enquiry into framed charges by giving the employee a fair chance to represent his/her case. Principal is empowered to suspend any employee if it is in the interest of the college and report his action to the Management, and the university as the case may be.
5. The services of an employee either probationer or permanent are liable to be terminated on grounds of fraud, gross indiscipline, negligence of duties, prolonged illness, disability to discharge his / her official duties satisfactorily etc., after giving 3 months notice or 3 months‟ salary in lieu thereof for regular employee and one month notice or one month salary, in lieu thereof for probationer. The employee concerned however shall be given full and fair opportunity to represent his/her case before effecting such termination. In all such cases the A.P. State Govt. Rules in force shall be applicable. There is no necessity to issue such notice to the temporary employees.
6. No application of an employee seeking employment elsewhere shall be forwarded during the period of his/ her probation. On completion of probation, not more than two applications per academic (June / July) year shall be forwarded for outside job.
7. Any teaching staff of the college while joining shall be prepared to serve a minimum of one academic year and they shall not be relieved in the middle of the academic year and may be relieved by the end of academic year on submission of two months advance notice.
8. In case an employee willing to be relieved in the middle of the academic year, he/she shall pay two
months‟ salary.
9. An employee shall have to give two months notice in case he/she desires to be relieved on resignation or alternatively he/she shall pay three months salary in lieu thereof. The resignation shall come into force from the date of accepting the resignation by the Management / Principal or date of his / her relief whichever is earlier.
10. For all employees in the College, an individual file and Service Register shall be maintained with regular updating as per A.P State Government Norms.
11. An employee who would like to get back their original certificate from the office for the purpose of verification in any Government Departments or elsewhere have to deposit two months pay (in lieu of certificates) in the form of Cheque, in favor of AITS, Kadapa, which will be returned immediately after the certificates are deposited with the administrative office.
· CONDUCT RULES
a) Every employee shall be governed by these rules and is liable for consequences in the event of any breach of rules by him / her.
b) Every employee, at all times, maintain integrity, be devoted his/her duty and also be honest and impartial in his/her official dealings. An employee shall, at all times be courteous and polite in his/her dealings with the Management, Principal, other members of staff, students and with members of public. He / She shall exhibit utmost loyalty and shall, always, act in the interest of the college.
c) An employee shall be required to observe the scheduled hours of working during which he / she must be present at the place of his / her work. No employee shall leave headquarters except with prior permission of proper authority. Whenever leaving head quarters an employee shall inform the Principal in writing through the respective HOD or the principal directly if he / she happen to be a HOD the address at which he / she would be available during the period of his / her absence from the headquarters.
d) No employee shall be a member of a political party or shall take part in politics or be associated with any political party or organization which takes part in political activity, nor shall subscribe in the aid or assist in any manner any political movement or activity.
e) No employee shall make any statement, publish or write through any media which has the effect of an adverse criticism of any policy or action of the College or detrimental to the interest of the college.
f) No employee can engage either directly or indirectly in any trade or any private tuition or undertake employment outside his official assignment, whether for any monetary gain or not.
g) An employee against whom an Insolvency Proceedings commenced in the Court of Law shall forthwith report full facts thereof to the College.
h) An employee against whom Criminal Proceedings are initiated in a Court of Law shall immediately inform the competent authority of the college regarding the details thereof.
i) No employee shall except with prior permission of the competent authority, have recourse to law or to the press for the vindication of any official act of the college, which has been the subject matter of criticism or attach of defamatory character.
j) Whenever an employee wishes to put forth any claim or seeks redressal of any grievance he/she must forward his / her case in writing through proper channel to the competent authority and shall not forward any such advance copies of his / her application to any higher authorities unless the competent authority has rejected his/her claim or refused redressal of the grievance or has delayed the matter beyond a reasonable time.
k) An employee who commits any offence or dereliction of duty or does an act detrimental to the interests of the College is subject to an enquiry and punishment by the competent authority. However, any employee aggrieved by the decision of the competent authority may appeal against such punishment or decision within 15 days of the receipt of the orders of the decision to the Management and the decision of the Management thereon is final and binding on the employee.
l) No employee shall engage in strike or incitements thereto or similar activities such as absence from work or neglect of duties or participate in hunger strike etc. Violation of this rule will amount to misconduct and attract deterrent punishment.
m) All the employees shall appear in a decent dress and maintain professional dignity and decorum. Male staff should not wear Jeans clothes. Female staff members are expected to wear saree only while coming to college.
· DISCIPLINARY ACTION
a) All employees are liable for disciplinary action for disobedience, misconduct and dereliction / negligence of duty.   However such disciplinary action shall be taken after establishing the grounds on which the disciplinary action is initiated and after a fair opportunity has been provided to the employee to defend himself / herself.
b) As part of the disciplinary action, the following punishments for good and sufficient reasons may be imposed upon the employees of institution, after establishing the facts about dereliction / negligence of duties.
· Censure
· Withholding of increments/promotion
· Recovery from his salary whole or part of any pecuniary loss caused to the college due to negligence of duty or breach of orders.
· Suspension
· Removal from service
· Dismissal from service
c) If the competent authority feels it necessary to constitute an enquiry committee as a part of the procedure for taking disciplinary action, the enquiry committee shall consist of the three members – HODs from among Senior Faculty members.
d) An employee can appeal out any punishments imposed upon him/her to the Management/Governing Body as the case may be.
· POWER TO MODIFY THE RULES:-
a) These rules are subject to modifications or amendments as may be made from time to time by the Governing Body.
b) If any dispute arises in the interpretation of these rules, the decision of the Governing Body shall be final.
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