AJ. INSTITUTE OF MANAGEMENT
CODE OF CONDUCT FOR STUDENTS (to be signed during admission)

(Any defiance of the following will attract punishment, as per the regulations)

1 Dress

1.

Every Monday and Thursday or as and when notified by the Institute students will have to wear college uniform

(uniform also includes Blazer, Tie and Shoes).

Every Monday to Saturday students have to wear formal dress only. Students are not permitted to come in casuals.
(Jeans, Low waist pants, miniskirts, T-shirts and any dress attire with obscene or inappropriate comments written on
it are strictly not allowed.)

3. Boys should come neatly groomed to the Institute with pressed cloths, clean shave and polished shoes.

Girls should come in Salwar Kameez with sleeves and Dupatta.
Every student is required to wear identity badge as clearly visible, during their stay in the Institute. The identity badge
becomes invalid if it is tampered with by a change of the photograph or by an alteration of personal information.

6. On special occasions, changes if any will be informed.
Il Attendance
1. Minimum of 75 percentage of attendance is compulsory to appear for the University examination.

2.

No student is allowed to enter the lecture class after the concerned faculty has already begun with the lecture
proceedings.

If a student is absent for 4 or more lecture classes in a subject continuously at a stretch, the same will be brought to the
notice of their parents.

Attendance shortage statement will be published in the notice board every month and students are required to sign
the statement in the office.

Good attendance (above 75%) will be appreciated and rewarded through internal assessment marks.

Irregular attendance, habitual tardiness or inattentiveness may lead to dismissal or the student would be withheld

from attending the University examinations.

111 Participation in Extra Curricular Activities and Management Fests

1.

The prize winners in intra-management fest organised by the Institute, will represent the Institution in the management
fests organised by other institutions.

Whenever students represent the Institute outside, their absence from lecture classes will be recorded in the Student
Deputation Register. This will enable them to claim attendance later.

No practices (cultural or management fest related) can be held during class hours. Such practices can be done only after
4.30 p.m.to 6 p.m.

Any absence for the lecture classes under the pretext of practice will be viewed seriously.

IV Participation in soft skills/management skill related activities (group discussion, case study analysis, presentations

and communication classes)

1.

2.

Students should compulsorily participate in the above mentioned soft skills related activities during 3.30 to 4.30 p.m.
every day or any time as fixed by the Institute from time to time.

The performance of the above mentioned event will be considered for allotment of internal assessment marks.



3.

Any absence for soft skill related activities will be viewed seriously.

V_Project work and Summer Placement, Final Placement or project work related interviews

1. No project work related activity can be performed during the class hours.

2. Any absence for the lecture classes under the pretext of project work will be viewed seriously.

3. Every Friday students should report to their concerned guide and update the status of their project work.

4. Students are required to adhere to the schedule of project work as per the dairy. Any work / report submitted after the
last date will not be accepted and forwarded to university for evaluation.

5. Summer placement experience is compulsory soon after the second semester examination as per the arrangements
made by the Institute.

6. If any interview for the above is arranged by the Institute, it is mandatory for the students to participate as per the
instruction given by the concerned.

VI General

1. Only one team will represent the Institute in the events organised by other institutions.

2. Smoking, consumption of alcohol, or chewing of tobacco is strictly prohibited in the college campus. Also, any
student under the influence of the above will not be permitted to stay in the campus.

3. Students must maintain strict silence in the classes, library, reading room and in the corridors. Students must not loiter
about in the corridors, when classes are going on.

4. Usage of Mobile phones is strictly prohibited in the college campus and if any one found using, mobile phone will be
confiscated.

5. Any act of indiscipline or misconduct or violence or usage of abusive language in any form will be dealt with strict
action even amounting to suspension or rustication.

6. No associations can be formed or funds raised or tickets sold or meetings held or no affiliation to outside organisations
on behalf of the Institute is allowed without the written consent of the Director.

7. No picnics, excursions, trips or social gatherings can be arranged by the students without the written permission of
the Director.

8. Students are expected to use college property with care. Students causing any damage to college property or books in
the library are liable to pay a fine and make good the loss. The amount of fine will be decided by the Director and his
decision on all such matters will be final and binding.

9. No person shall be invited to address a college meeting or society or to occupy the chair at any debate, meeting or
function without the prior permission of the Director.

10. Students are not allowed to invite any outsider in the college campus or in the college canteen. All invitees (excluding
guardians/ parents) are allowed only if written consent or approval is taken from the Director.

11. Students are not permitted to celebrate birthday within the Institute premises.

12. English is the official language of communication in the Institute.

13. Ragging in any form is strictly prohibited.

Date:
Signature of Student: Signature of Parent:

Name of Student:



1. All the students have to compulsorily wear uniform

with tie as provided by the Institute every
Monday & Wednesday for II MBA and

Monday & Thursday for I MBA or on any special occasions

like Expert Lecture, Workshop or on any date as notified
by the Institute.
2. Every Monday to Saturday students have to wear

formal dress only. Students are not permitted to come in

casuals.

3. Boys should come neatly groomed to the Institute with
pressed cloths, clean shave and polished shoes.
4. Girls should come in Salwar Kameez with sleeves and
Dupatta.
5. All the students are required to wear identity badge as
clearly visible, during their stay in the Institute.
6. Violation of the above will attract the penalty as fixed

by the Institute from time to time.
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provided by the Institute every
Monday & Wednesday for II MBA and
Monday & Thursday for I MBA or

on any special occasions like Expert Lecture, Workshop or on any
date as notified by the Institute.
. Every Monday to Saturday students have to wear formal dress

only. Students are not permitted to come in casuals.

. Boys should come neatly groomed to the Institute with pressed
cloths, clean shave and polished shoes.

. Girls should come in Salwar Kameez with sleeves and Dupatta.

5. All the students are required to wear identity badge as clearly
visible, during their stay in the Institute.

. Violation of the above will attract the penalty as fixed by the

Institute from time to time.

Director



ANNEXURE - I\ 11
JOINT AFFIDAVIT OF THE STUDENT / PARENT

W, ML VIS (parent/guardian) and Ms./Mr
........................................................................ (student  with  registration /  enrolment
........................ number), having been admitted to A. J. Institute for Management (AJIM), Kottara Chowki,
Mangalore, jointly, have understood the UGC Regulations 2009 on Curbing the Menace of ragging in higher
educational institutions.
2) We have, in particular, perused clause 3 of the Regulations and an aware as to what constitutes ragging.
3) We have also, in particular, perused clause 7 and clause 9.1 of the Regulations and we are fully aware of
the penal and administrative action that is liable to be taken against us as parent and student in case we are found
guilty of or abetting ragging, actively or passively, or being part of a conspiracy to promote ragging.
4) We hereby solemnly aver and undertake that

a) The student will not indulge in any behavior or act that may be constituted as ragging

under clause 3 of the Regulations.
b) The student will not participate in or abet or propagate through any act of commission or
omission that may be constituted as ragging under clause 3 of the Regulations

5) If the student is found guilty of ragging, he/she is liable for punishment according to clause 9.1 of the
Regulations, without prejudice to any other criminal action that may be taken against me and my ward under any
penal law or any law for the time being in force.
6) We hereby jointly declare that the ward (student) has not been expelled or debarred from admission in any
institution in the country on account of being found guilty of, abetting or being part of a conspiracy to promote,
ragging; and further affirm that, in case the declaration is found to be untrue, we are aware that the admission of
the ward (student) is liable to be cancelled.

Declare this ................ dayof ......cooiiiiiiiiiiii. month of year ...............

Signature of deponents Signature of deponents
(Parents/ guardian) (Student)

Name: Name:

VERIFICATION

Verified that the contents of this affidavit are true to the best of our knowledge and no part of the affidavit is false
and nothing has been concealed or misstated therein.

Verified at ..............co (place) on this ................. (day) of ...l (month), year
Signature of deponents Signature of deponents

(Parents/ guardian) (Student)
Solemnly affirmed and signed in my presence on this the .................... (day) of ...
(month), year ................. after reading the contents of this affidavit

DATE OATH COMMISSIONER




ANNEXURE |
AFFIDAVIT BY THE STUDENT

L,
S/IO D/O  Mr./Mrs./Ms. , having Been
admitted to TRANSFORMATIONAL INSTITUTE FOR MANAGERIAL EXCELLENCE, have received a copy
of the UGC Regulations on Curbing the Menace of Ragging in Higher Educational Institutions, 2009, (hereinafter
called “Regulations”) carefully read and fully understood the provisions contained in the said Regulations.

2) | have, in particular, perused clause 3 of the Regulations and am aware as to what constitutes ragging.

3) I have also, in particular, perused clause 7 and clause 9.1 of the Regulations and am fully aware of the penal and
administrative action that is liable to be taken against me in case 1 am found guilty of or abetting ragging, actively
or passively, or being part of a conspiracy to promote ragging.

4) | hereby solemnly aver and undertake that
a) | will not indulge in any behavior or act that may be constituted as ragging under
clause 3 of the Regulations.
b) 1 will not participate in or abet or propagate through any act of commission or
omission that may be constituted as ragging under clause 3 of the Regulations

5) | hereby affirm that, if found guilty of ragging, | am liable for punishment according to clause 9.1 of the
Regulations, without prejudice to any other criminal action that may taken against me under any penal law or any
law for the time being in force.

6) | hereby declare that | have not been expelled or debarred from admission in any institution in the country on
account of being found guilty of, abetting or being part of a conspiracy to promote, ragging; and further affirm
that, in case the declaration is found to be untrue, | am aware that my admission is liable to be cancelled.

Declare this day of month of year.

Signature of Deponent

Name:

VERIFICATION

Verified that the contents of this affidavit are true to the best of my knowledge and no part of the affidavit is false
and nothing has been concealed or misstated therein.
Verified at on this the of ,

Signature of Deponent
Solemnly affirmed and signed in my presence on this the of :
after reading the contents of this affidavit

OATH COMMISSIONER



ANNEXURE 11
AFFIDAVIT BY PARENT/GUARDIAN

l, Mr./Mrs./Ms.
father/mother/guardian  of, , having been
admitted to TRANSFORMATIONAL INSTITUTE FOR MANAGERIAL EXCELLENCE, have received a copy
of the UGC Regulations on Curbing the Menace of Ragging in Higher Educational Institutions, 2009, (hereinafter
called “Regulations”) carefully read and fully understood the provisions contained in the said Regulations.

2) | have, in particular, perused clause 3 of the Regulations and am aware as to what constitutes ragging.

3) I have also, in particular, perused clause 7 and clause 9.1 of the Regulations and am fully aware of the penal and
administrative action that is liable to be taken against my ward in case he/she is found guilty of or abetting ragging,
actively or passively, or being part of a conspiracy to promote ragging.

4) | hereby solemnly aver and undertake that
a) My ward will not indulge in any behavior or act that may be constituted as ragging
under clause 3 of the Regulations.
b) My ward will not participate in or abet or propagate through any act of commission
or omission that may be constituted as ragging under clause 3 of the Regulations

5) | hereby affirm that, if found guilty of ragging, my ward liable for punishment according to clause 9.1 of the
Regulations, without prejudice to any other criminal action that may taken against my ward under any penal law or
any law for the time being in force.

6) | hereby declare that my ward have not been expelled or debarred from admission in any institution in the
country on account of being found guilty of, abetting or being part of a conspiracy to promote, ragging; and further
affirm that, in case the declaration is found to be untrue, I am aware that my admission is liable to be cancelled.
Declare this day of month of year.

Signature of Deponent
Name:
Address:
Telephone/Mobile No

VERIFICATION
Verified that the contents of this affidavit are true to the best of my knowledge and no part of the affidavit is false
and nothing has been concealed or misstated therein.
Verified at on this the of :

Signature of Deponent
Solemnly affirmed and signed in my presence on this the of :
after reading the contents of this affidavit

OATH COMMISSIONER



LAXMI MEMORIAL EDUCATION TRUST (R)

REGD OFFICE : A. J. TOWERS, BALMATTA

MANGALORE - 575002

SERVICE RULES FOR NON — TEACHING STAFF MEMBERS :

WHEREAS. it is necessary 1o define with sufficient precision the conditions of
service to different categories of non — teaching employvees working in various
units and colleges of the Management and make the said conditions known to
them. Accordingly, the Management hereby makes the following rules for the
non — teaching staff members employed under it

PART 1

I. SHORT TITLE, COMMENCEMENT AND APPLICATION:

a These rules shall be called the Service Rules for the non — teaching and
other categories of employees employed by the Laxm Memonal Education
Trust, Mangalore, and in its various units, Colleges / Institutes namely:

1)
2)
3)
4)
5)
6)
7)
8)

A.J Hospital & Research Centre, Kuntikan, Mangalore — 4.

AJ. Institute of Medical Sciences, Kuntikan, Mangalore — 4

AJ Institute of Dental Sciences. Kuntikan, Mangalore — 4

Laxmi Memorial College of Physiotherapy, Mangalore.

Laxmi Memorial College of Nursing, Mangalore.

Laxmi Memorial Institute of Nursing, Mangalore

Motimahal College of Hotel Management. Mangalore
Transformational Institute for Managerial Excellence (TIME).

Mangalore — 4.

These Service Rules shall also be applicable to the Umits. Colleges and
Institutes which may be opened by the Management in future.



2.

b These rules shall come into force with effect from 2™ February 2004

¢ These rales shall apply to all employees, non — teaching, Medical, pard
medical, non - medical. managenal and non — managerial cmployees
employed by the Management m 1t head office und varous other Units,

Colleges und Institutes owned &nd d by the Managoment. But. these
rules are not applicable to teaching stail bers of various colleges and
mstitutes of the Management

DEFINITIONS:

In thege rules unless there s anything repugnant in the subject ur contest:

a INSTITUTE / ESTABLISHMENT" means Laxmi Memaorial Edvcation
Trust, Mangalore and all #ts units, institutes, colleges and in¢ludes all
departments, offices. wards, centers. sections of s units or insttules or
colleges and all other places where activities of the Laxmi Memorial
Education Trust are carried out

b *MANAGEMENT’ shall mean and include the Managing Trustee or
Board of Trusices of the Establishment / Institute or other officials namely
Medical Director in the case of Hospitals or Principal I Dean in the case of
colleges / institutes concemed or any other person vested with the authority
for the supervision und comrol of the establishment includmg the
Pawer/Authority for the observanie and enforcement of these Rules

¢ ‘NOTICE BOARDS' meuns the Notice Boards muintamed in conspredous
places within the estblishment / Institute premises for the purposes of
exhibiting notices to be posted or affived under these service rules

4 *NOTICE' means 4 notice in writing or typewritten required o be served
ar pasted for the purposes of these service rules

¢ 'MUSTER ROLL / ATTENDENDENCE REGISTER® means all
registers where the atiendance of the employees ure ked and mai d
(under the Provisions of Law applicable to them

{ *MEDICAL CERTIFICATE' means o certificate issued by the registered
madical practitioner of nol less than MBBS cadre.

g “MASCULINE® shal iclude SFEMININE' and “singular® shall imply
*plural’ were relevant and vice versa



PART 11

3. CLASSIFICATION OF EMPLOYEES

The employees, medical or parn medical or non - or gerial or
non - il employed in the establish t shall be classified as!

a PERMANENT:
The permanent employee is one who is app d againstay post
in the establishment und has completed the period of probation or extended
period of probation satisfactorily and has been confirmed in wnting by the

Management

b PROBATIONER:

Probationer is one whe i provisionally employed to fill a per post
but has not yet completed the preseribed period of probation of one year
The period of probation may be extended for o further period of 6 months at
the diseretion of the Management. If the work, conduct or uttendance ete of
a Probationer employee 1s not satisfsctory, his [ her services may be
terminated at any time either before the expiry of the Probation or wt the
end of the Probation without any notice or pavment in lieu thercof’

After the expiry of the period of Probation. the concerned employee
i to be tn probation until hisher services are confirmed in writing
by the management.

That if’ & per plovees 15 emploved as a prob @ mgher
post on account of pramotion, hefshe may at any time during the imibal ot
extended probationary pertod be reverted o his‘her previous permanent
post if herhis performance at the higher post 1s not satisfactory and
thereafler he/she shall continue to draw the salary of histher original
appointment.

That the shsence due to sickness or accident or any other reason shall not
pe included in computing the probationary period of service

¢ TEMPORARY:
A temporary employee is one who 1s engaged for work of the establishment
which is essentially of o temporary noture or who 18 employed temporarily
as an additional emplovee in connection with any temporary increase n
wark of permanent nature likely to be finished within a limited period.



d TRAINEE/APPRENTICE:
A Trainee/Apprentice is a learner who is d 10 undergo training in the
establishment and that during the tratning period he/she is paid stipend only
and that the terms and conditions of his/her traming shall be determined by
the munagement

Trainee/Apprentice shall have no claim to be absorbed as a permanent
plovee or to be appointed as a probationer in the establishment.

¢ PART-TIME EMPLOYEE:
Par-Time employee is one who is emploved to do work for less than the
normal period of working hours. Part-Time emplovee is ordinarily not
entitled to the benefits provided to full time emplovee. He/She shall be
entitled to such benefits as are determined by the Management.

f CASUAL EMPLOYEE:
Casual employee is one who 1s employed on a day-to-day basis for work of
an occasional or casual nature.

g ‘ON-CONTRACT EMPLOYEE:
On contract employee is one who is employed on a contract for a stipulated
period of time on the lapse of which the contract may be renewed with
mutual consent either on the same or different terms. An On-Contruct
employee shall be entitled only to the benefits specified in the of
employment in writing

4. APPOINTMENT IN SERVICE OF THE ESTABLISHMENT:
a [Inevery case of appointment order will be issued

b The Management shall record the age of every employes al the time of
his/her appointment on the basis of any of the following documents.
1 Birth Certificate issued by the competent Authority.
it School leaving certificate, Insurance Policy, if any.

¢ Any employee employed in the establish is ungble to produce uny
documentary evidence about her/his age shall state hiv/her age and make a
written declaration that the age as stated by himMber is comrect. Such
employee may be sent, if considered necessary by the Management, 1o the
Establishment's Medical Officer or any other qualified doctor specified by
the M t for n and the opinion of the said doctor as to
lheaguoftheummwdcmplqwﬂullb&.fn&lmdlmdmg




d  Once the proof of age is given by the employee then there shall be no
chunge made therein,

¢ No persan shull be appointed in the service of the establishment unless
hesshe is found physically fit and produces a Medical Centificate and a
character certificate,

5. APPOINTMENT AUTHORITY:

All appointments shall be made by the Managing trustee or Board of trustees
or by such other person duly authorized by the Management. meluding the
Dean / Prineipal of the college or Medical Director m case of hospital.

6. STRENGTH OF EMPLOYEES IN THE ESTABLISHMENT:

The Board of Trustees or such other authority to whom the power are
delegated, shall from time to time determme the strength of the employees
under various categories required for camying out the functions of the
Esmblishment / Institute

7. FURNISHING OF SECURITY, BOND ETC BY THE
EMPLOYEES:

The Management may preseribe from time to time the amount of secunty
deposit to be given by any person appointed as an employee, n the
Establishment for the faithful discharge of hisher duties und the manner in
which such securtty deposit should be furnished. The swclm'ry deposit collected
shall bear no interest. The said shall be refundiad to the employes when
hefsh: leaves the services of the establishment. The Management shall have the

to pt any employee from furnishing the security deposit.

The Manngement shall have the right to demand a service bond from any
employee to ensure fixed period of service by the concemed employee. In

addition to the service bond, the Managi may also d i fidelity bond
from every employee for the faithful, sincere and devoted service by an
employee of the establishment.

8. DISPLAY OF NOTICES:

a Notices to be displayed or given under these Rules shall be posted on the
notice beards of the Establishment and when so posted shall be deemed to
have been served on the employees for whom they are intended.



Qo

b Individual notices will be served to the concerned employee through the
Manager or other authortzed person of the establishment by hand or by post
10 the coneermed emplovees last known uddress, when helshe abserits from
duty without leave. In case the individual notices eannot be served by hand
ar by post, the same shall be posted on the notice tosard and 0 such event it
shall be deemed final and sufficient service of nolices

). PERIOD AND HOURS OF WORK:

a  The periods and hours of work for all the employ in the establish
<hall fixed snd shail be notified on the notice boieds

b The management teserves the right 1o chinge the periods of hours of duty.
number of shifts etc, it any, ot the discretion subject 10 the pravisions of the
refated Jaws applicable to the Establisk

10, PUBLICATIONS OF HOLIDAYS, COMPENSATORY HOLIDAYS
AND PAYMENT OF SALARIES:

& Notices specifying the weekly holidays, comp tory hohidays. 17 any, the
dutes on which salaries and unclaimed salanes arc 0 be paid, shall be
displiayed on the notice board of Establishment

b A register or regisiers specifying the basic starting pay. grades and scales of
pay if any, for each class or category of employees and for each class of
work shall be maintained und be open to inspection on two working days in
wach month

o All employees of the Esublishment shall be pud salaries an i working day
before the expiry of the seventh working day, afier the fast daay of the salary
period in respect of the sularies which ure payable

A Any salary due to any employees bul npt paid or received on the usual pay
duy on sccount of their being uncluimed shall be paid on such unclaimed
salary pay dav which shall be natified 10 the concerned  employees,
following the datc on which o substantal clam is presented hy the
cmplovees or their behalf by their legal represeniatives.

Provided that such elaim s submitted within three years from the date an
which the salaries b doe 1w the employ i
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13.

14,

OVERTIME / HOLIDAYS WORKING:

Subject to the provisions of laws for the heing [n force, i exigencies of work
50 requires, the Manngement reserves the right to require any employee to
work over Lime or to work on any weekly holiday or onany declared holiday in
accordance with the instructions which muty be issued from time 1o time m this
behalf In such event, the employee ean avail comp y of Pwith pay

NATIONAL AND FESTIVAL HOLIDAYS:

All employees i the establist shall get 10 duys of National and Festival
holidays during the calendar year. That the fixing and selecting the holidays
shall be at the sole discretion of the Management

ATTENDANCE AND LATE COMING:

a  All the employees shall be at their places of work i one Establishment at
the times fixed and notified.

b The employees shall be liable (o be sent out if they do not report for duty at
the scheduled time, subject to a grace period of five minutes

Any employee reporting fate after the grace time or leaving hister pluce of
work before the completion of hister duty hours, on any reasons other than
afficial. will be lisble for proportionate deductions in histher carnimgs.

For ad ative , the late ing and esrdy going will be
ealeulated in units of fifteen minutes.

¢ Any employvee found absent during working hours from hisher place of
work, without sufficient reasons sceeptable 1o hisher superior, shall be
linhle to be tromted as ubsent for the period of hisher absence and
deductions from the salary for the penods of such absence shall be made s
per the due process of law,

STOPPAGE OF WORK:

a  The management may close down the establishment or any department or
section of o department after giving notices to the employees. Before re-
opening such department or section, as the case may be seven duvs notice
thereof shall be given



15.

18.

b The mgmﬂﬁmclmmnmewhokmaﬂu giving one
manth’s notice to the employees. Seven days notice of the re-starting of the
estublishment shall be ziven

¢ On the re-opening of department or section of the estublishment, as the case
may be preference for employment will be given to the employees whose
SErVIees were inated on t of the cl ding to their length
of services, provided that they present themselves for service at the latest by
the day of the re-opening.

RESIDENTIAL ADDRESS:
All the employees are required (o intimate n Wrling any change n
residential/‘commumnicational address. In the ab of such mumation it will

be presumed that the last address 1o the Manag t given earfier as the
current end correct address.

PHYSICAL FITNESS, MEDICAL CHECK UP:
The Management may at its discretion and at ils own expense require at any
time any employee to be examined by a medical  practitioner
dfappointed by the Manag t. If such ination reveals that the
comamdump&oyeeismﬂeﬁng&nmunydimormnphjmmis
infectious or contagious or lisble to interfere with other pl or with the
health of other employees or members or visitors of the establishment, the
management may terminate the service of such cmployee.

e

Non — for dical ion by any employee will be a
misconduct meriting disciplinary actions.

SEARCH:
In case of suspicion, any employee is hable to be searched by the authorized
of the M on enteringleaving or while inside the

establishment. In the case of female employexs, the search shall be carried out
by another female.

TRANSFER:

Every emplovee shall be liable to be transferred from one place to another and
ﬁummsemnnlaumthﬁmﬁummebnumhmmdwrbmhwhﬂhw
located in the same place or clsewhere and whether existing or coming into
uimua@mmmvﬂdmmmmfﬁmmmumduwm n
total sakary. The Management may depute any stafi member for outstation duty
in connection with the work of the establishment.



19.

20,

2L

In case of transfer, the concerned transferred siafl’ member will have no elaim
for increase in his/her emoluments or change in sérvice conditions.

ACCIDENTS:

Any employes susiaining an injury during the course of her/is work duty :.ha.l!
mmodm:.el\.' bring it to the notice of the mi for

The 1 Inotice of accid muyaisobebnmhlwthtnmcl'u:
management through hisher colleague.

SAFETY, HEALTH AND HYGIENE:

All employees shall fully co-op with the Manags and shall observe
the of the Manag, garding safety, health and hygiene in the
establishment.

SECRECY:

No employee shall take any papers, books, photographs, instruments apperatus,
documents or any other property of the Establishment oul of the
Establishment’s premises except with the written permission of the manager or
appropriate authority of the Munagement nor shall he/she in any way pass or
cause o be passed or disclose or cause to be disclosed any information or
matter concerning the profession, work, secrets and confidential documents
and records of the Establish o any horized person, agency or
corporation without the written per of the M

PUBLICATION OF WRITTEN ARTICLES:

No employee of the Estahlishment shall publish or cause to be published any
article written by him/her having bearing on the affairs of the establishment n
a local or overseas nwwmpnrs. Journal or other publication without the written
per of the M

THE AGE OF RETIREMENT:

The age of reti of un empl of the isat the pl

of 58 years. The Management may continue the service of an emplovee at is
diseretion, who has completed 5B years of age by an order in writing.

OUTSIDE EMPLOYMENT:

No employee while in fulltime service of the Esiablishment shall take up or
accept other employment in other establishment whether on full time or part-
time basis, or undertake any work or service, either direct or indirect. without
prior permission in writing from the Management.
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26.

27.

W

PROMOTION:

The Management is under no ahli tof any of its empl from
ane post to another when the minmum quallﬁcsuuns of new or higher post
have been reached. When the higher post falls vacant and if the Management
decides w fill the post, the Manag 15 free io ider all availabl
cundidates. The promotion of an employee from & lower post to a higher post
or from a lower grade to higher grade shall be mt the discretion of the
Marnagement and will be determined on the basis of sentority, merit, quality of
service, loyalty, conduct, efficiency, ability, health, nature of the job. This,
however, does not restrict the nght of the Management to fill the post by
appainting an external candidute

INCREMENTS:

Unless otherwise agreed upon in the letter of appointment, increment will be
given with effect from the date from which it is due st least after one year of
confirmed services w the sole di ion of the Manags and also
d fing upon the prosperity of the Establist

¥

The Mnmgcmcm at its dmmtmn may pnm or p\re ndditional increment to
any employee of the E } g on the extra ordinary
performance, efficiency, ability, duct of Lht i employee. No
employee shall have the right fo d | additi

The management reserves its right 1o evolve different scales of pay for

different categories of employees and fix annual | from time to time.
PART 111
DIFFERENT KINDS OF LEAVE:

i ANNUAL LEAVE WITH WAGES/EARNED LEAVE:

That every emplovee of the establist i cligible for earned leave at
the rate of one day for 15 days worked provided hefshe completes one
year of continuous service in the establishment and in each completed
year of service works for al least 240 duyxtawnrk Thattbcwnud Iuv:
fior a particular calendar year shall be enjoyed in the sub

year. That the eamed leave for each employee shall be calculated at the
end of the calendar year and shall be credited o his leave account in the
beginning of the subsequent calendar yvear




That the eamed leave may be accumulated up 1o maximum period of 60
days

That normally the eamed leave will not be granted for a period less than
10 days and that the number of times in which the eamed leave may be
taken during the calendar year shall not exceed four times, But the
Management at its discretion may allow an emplovee to avail this kind
of leave for more than four times in a calendar year in urgent of

That an employee who desires to go on earned leave shall apply not less
than 10 days before the date from which the leave 18 to commence.
except in urgent or unforeseen situations That no leave or extension
thereof shall be deemed to have been granted unless an order (o that
effect is passed and communicated to the employee concerned.

at encashment of leave shall not be allowed. However, whenever the
service of an employee is terminated or he/she tenders resignation. the
eamed leave to his/her eredit shall be encashed by him/her.

That the weekly holiday falling between the first and the last day of any
period of earmed leave shall be counted as part of the leave.

CASUAL LEAVE:

Every confirmed employee of the Establishment is entitled to casual
leave to the extent of 12 days in a calendar year. either for private reason
or on account of sickness or on account of unforeseen circumstances.
The casual leave will be eamned by the employee at the rate of one day
for each completed month of service. No employee is allowed to take
casual leave for more than four days at a ume excluding holidays and
weekly holidays. If it is exiended for more than four days. the excess
leave or absence will be treated as leave on loss of pay or unauthorized
leave. No encashment of casual leave will be allowed at any situation.
Casual leave cannot be combined with any other leave. The casual leave
shall lapse at the end of the calendar year if not availed by the employee.

MEDICAL LEAVE:

Every confirmed employee is eligible for 10 days of Medical leave in a
calendar vear. out of which five days shall be with full pay and the
remaining 5 days on half pay. The Medical leave t be ded to
the subscquent calendar year. It shall lapse at the end of the calendar
year.




g

18. LEAVE PROCEDURES:

All lesve nppl should be sub d i h the i

of the 4 i di supcmwr shall have the ng)ﬂ o
rocommend leave, Leave shall be sanctioned by the Head of the Depl of the
of the concernad Dept / Section.

Employee shall inform the management hisher leave address before
availing of leave of any kind other than casual leave.

Leave of all kinds are subject 1o sanction by the Management and granting
of leave will depend upon the circumstances of the volume or necessity of
work in the Establishment. Hence, leave cannot be claimed as a right.

Any employee who desire to avaul eamed leave shall apply i the preseribed
rrmmﬂ'nrrnml:nn lOdaysmsdvnmemmcpﬂmnmmm’adbvlht

ar to the P official. The official suthorized
to sanction the leave shull issue orders on the application within a week off
its submission or three days prior o the commencement of the leave applied
for whichever is earlier.

IT the lewve upplied for s sanctioned/granted, leave pass shall be tsued o

the concerned employee. If the leave is refused or postponed, the fact of

such refusal or postponement and the reasons thereof shall be recorded in

lhcmmaamlmwnodfnrﬂ'-epmposewacumofdmur&rmﬂbc
fied to the

If the empl of the Establig ufler ding on leave, desires an
exiEnsion dmml' hdﬁn:sluﬂ apply udﬁw:m]y m advance 1o the person
who shall send a reply etther granting or
::fusmg extension of leave to the concemed employee if hister oddress is
avanlable and if such reply is likely to reach him/her before the expiry of the
onginal leave granted o him/her

If any employee of the Establist who stays away when leave or
extension ol leave has been uppl:ad for and mﬁsmd shall be considered as
unawthurized whsent and d y linary action will be
imitiated as deemed fit

In case of casual leave, ordinarily the pmu»us permission from the person
o d by the T ish shall be phtamed
before such leave is taken Bui, whun this 1s not possible, the person
d hy the Manag shal.!asmaspmlmhlcbcmj‘umcdm

wrnmg of the ab and of the probable d of such | fabx
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An employee of the Establishment cun avail leave of ahsence without pay
mﬂcrwiﬂcimmuﬂmhrnufmﬁnduhhﬂnmmwiﬂl
the prior o of the Mapag The 1 jures luld down in the
preceding clauses above e applicable when lave of ubsence without pay s
apphicd for. No emphoyee shall sval leave of alsence without pay for more
than S davs in & culendar year,

If any employee of the Establishment absents himselfherself without lesve
ﬁxmnmnnmumvemlgdwnmmmmmumiud
of leuve orrginally granted or sub ity extended, hefine shll deemed to
have Iy lefl and abandoned hisher pl in the
Establishment unless hofshe retums within thiree dirys of expiry of the suid
absence and explains in writing 1o the satisfaction of the rmumagement the
reasens for hisher so remaining absent or the reason for hiwher insbiliy to
roturn to duty before ihe expiry of leave as the case muyhe If the

i idered st the the treuted oy

ik s
ahail be treanted s feave without pay and allowance:

PART-IV

29, TERMINATION OF SERVICES:

a  The services of uny | !l can be with proper

rensons by the Mansgement, nfler ri:'t:ir\a him'her one mosth’s notice
writhrig fn that hebalf or un paynsent of ene month s salary in heo thereof.

Any pennanent employe wh wishes o resign from the serviess of e
Estabiishment shall give o manth’s notice i advance and such resigration
shall ordmunty be socepted. Amy such employes who is desirous of being
relived before the notice shall pay (e saliy in ey of notice: penod

The service af anv temporary of casual o probationer of pan-time emplayee
‘may be terminatisd withaut notice and assigming noy reisons whatiocver.

The services of o trmnce may be terminated by either party n secordance
with the terms and concdi of the 4 by them

If any employee of the i charg 1 for any sets of
misconduct, the Management can reserve 15 nght fo accept the resignabon
and relieve him/Mer from service until the enguiry into hisher musconduet 1

completed and approprste ucton is ken i that regard
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f  The services of an empl of the Establist found guilty of any acts
of duet may be inated by the 2 n i with
the pravisions of these service tules. That in case of a managerial cutegory
of emplaves, the Management can terminate the services of such empioyee
without holding any engquiry even if such employee commits any octs of
miseonduct.

i, h

of any non gerinl cutegory of emplovee of the
Establishment shall be done os per the provisions of the Industrial
Ihspute At 1947

b Onoer s, Uiseh or dismissal or resig of the services of any
employee, hefshe sholl obtain © service termination shp from the
Management, testifying that nothing belonging to the Estublist is due
by lumiher 1 the employee fails 1o return the Establishment’s property, the
cost of such property may he deducted from the salary and / or any other
payments due fo himher

| Where the services of an empl of the Establish are { by
the Management, the satury camed by himMer shall subjeet i the farcgomg
causes, be poid to him/her before the expiry ol the second workimy day from
the date on which histher services are terminated.

| An empl af the Establish may be discharged tram service on the
grounds of mental ar physical unfitness when so cerified by a eompetent
authority

MISCONDUCTS:

The following ets shall, without being exhaustive constiute acts of
musconducts, whether done by the employee alone or in by with
others and shall render the emplovee lishle for disciplinary procesdings andior
approprile punishiments

30(01) Theft Faud and dishonesty m connection with the Establishment’s

propeny.

302 Demanding. accépting or offering bribe or any illegal gratificabion
whalsoever

303y Waliful o | or  disobed whether alone or

combination with others to any lawful and  reasonable order of a
superior



o ()]

3405)
30{06)

0T

3MO8)

30509)
300009
LT

30412)
3013
30014)

315}
RO
Ty
30(18)
3019y

(5]

Drunkenness. fighting, notows or indecent behaviour within the
premises of the establishmenl.

Sleeping while on duty

Mitesial made on emph in the spplication fisr
employment
Anywhere within the Establish

micrttal mndlor physical pain or imm}muﬂuﬂﬂmtdhﬂm
or i with others

Uommitting sy sct likely to harm o endanger the estublishments
property or likely to inlerfere with hisher work andlor eaming
capacity of any ather empl i in the

Subotuge.

Conviction for any erminal offence involving moral trpiude

Refisal to sccepd ey memo, of notice or charge — sheet whenever
isued by the wmanapement or by the authorized persan of the
mbnagement.

Habitual negligence or neglect of work.

Smioking while an dity.

Refusal w work on anather job, from ane shifl w enother from one
<eotion 10 anofher secTion.

efusal 1o obey the order of transfer 1ssved by the Management

Habituzal trregularity fie any reason

Gambling within the premises of the Esablishment

Defalnification of reconds bel Iy e establishimi

Willful damage or loss o the Establishment’s propenty or goods or
Tooks or inatruments.

Holding unasthonzed meetngs within the Esmblishment



3021)
322y
3023

30(24)
30(25)

30026)
32
328)

30029)
30¢30)
3

30032y

EWEE)]
30(34)
30(35)
30(36)

30(37)

30(38)

Dy Is superions or visitors.,

Act subversive of discipline

Striking work erther singly or in combination with others emp! m
contravention of law,
Slowing down work erther singhy or i combination with others.

Loitering while on duty or absence without permission from the place
of work.
Endangenng life and safety of other empl of the Establish

Habitual absence or absence without leave

Failure o wear uniforms, or wearing unclesn uniforms or lack
personal cleanimess while on duty.

Lariness, inefficiency or careless work

Ubtaming leave or altemphing to obtain leave on false pretences.

Improper or di hehavi | bers of the public in
the establish and/or shouting loud talking or making noises in the
P of the Establish

Failure 10 report any disease an employes may have which may

endunger uny other person.

Unauthorized handling of any mochine, apy ar

Misusing or mishandling any mach -

Using the premises of the Establish for p | gains.

Refusing o perform overtime work whenever demanded by the

Management

Delaying in the performance of work or go slow in work or instigation
thereol”

Habitul late coming andfor early going.
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Ll

1”7

39 Amy act 2 o sexunl b 1o the pl OF VISHOTS
of the establishment.,

H40) Vinlation of these service mules or ather rules that may be in foree from
e 1 time

Note; The obove lisd i ilustrative und not exhaestive

DISCIFLINARY ACTION FOR MISCONDUCT:

That  any emplovee of the Establishmem found guilty of uny acts of
misconduct dotniled abave shall be lishie 1o be punished with any of the
followwing pumishients

& Warmning

b Withhokdmg of merements

¢ Suspension without salary for a period not execeding four duys
Fine in accordance with the provision of Act, law applicahle to the
estabiishment
o Bemation
f Discharge from service without eompentation
g Ismissl from service

-3

mymmmamqumminmnt

of ncts of misconduet by an I When the b
ﬂa-.lalnlnld mmﬂymﬂmm]mmmn:lwpbf
1he d will be d in wnting of the

dmmmmwlmdwnmappmmmbnphm|h
circumstances alleged aguindt himvher except when the misconduct i
Mmum} unconditiamally in uﬂu:m in case of unconditional sdmission of
¢ the the shall punish the
concerned employee withoul tnkhng departmental enguiry against
‘himher. Inodnrcﬁuudmhehu#ﬁmndnwlq-nedeuulh:
charges or fails to submit the explanation in writing, the
hold the depantmental enquiry agains the concerned emplovee.  Duning the
deparimental enquiry, the charge shected emplovee will be permutted 1o
have the ussistance of any of histher co-emplivee if hefshe desires and
submits m woting.  The Management rescrves its pght to appomt any
petson inchuding an outsider i the Enguiry officer.




.

Wl

i,

The charge sheeted employee will be afforded with full opportumity 1o
defend his case ot the deparimental enquiry. 1f however the charge sheeted
employes chooses not W participate at the enquiry, the enguiry will be held
exparte

The charge shected emplovee shall attend and be present at the enquiry is
and when decided and notified either by the Mandgement or the Enguiry
Officer,

Where o dnscnplmu-y proceeding aguinst an mh\u of the Esblishment

T3 d ar s pending or where dings agamnst him/her
mmspmafm)nﬁﬂumnndumsgﬂmormﬂmﬂc
ls i that o is y or desirable o place the

d under suspension pending  enquiry, the Management

mﬂyb\«u‘dermm'ltlnuwtpclﬂ himvher with effect from such date as may
be specified m the crder
The I on susp fing enquiry shall be pad subsistence

allowance a1 the following rutes:

Al the mie of 50% of the salary which the employee was entitled 1o
mmedately preceding the dite of suspension for the first ninety
days of suspension

h. At the rate of 73% of the salary for the remaining p:nnd af
suspension if the deluy in the pletion of the p
concerned i mot dimectly attributable o the conduct of .-.u:h
employee under suspension. 15 the delav is anributable 1o the
employee concemned. the mte of subsisience allowance shall be

reduced o 25% of the salary after first 90 days.

The paymeni of subsisience allowance under these service rules shall be
subject to the employee concerned nol taking up any employment during the
perind of suspension.

I, on the enquiry, the employee concerned is found guilty of the misconduct
wrwd it s considered that only en order of dismissal would meet the ends of
Justice, the Management will pass an order accordingly

When such order is passed, the employee concerned shall be deemed 1o have
been ahsent from duty during the period of hisher suspension pending
enguiry and hefshe shall not be entitled for remuneration for such period,
but the subsistence sllowance already puid 10 him/er shall not be recovered
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Ifl!rpemnyuhermmdhmissnlorrunmalishnmodmhmﬂmxm

punishing authority /Manags shall by order decide s 10 how the period
of suspension shall be treated and the decision of the authority/M
shall be final

If on the enquiry, the employee concemed is found not guilty of the
miseonduct, he/she shall be deemed 1 have been on duty during the period
of the suspension pending enquiry and he/she shall be entitled for sabary
he/she would have received, if he/she had not been so suspended.

Provided the subsistence allowance already paid shall be deducied from the
salary pavable 1o himther

Where an emplovee has been convicied for o grave criminal offence
involving moral twrpitsde by o Court of law or that the Management is
satisficd for the reasans 1o be recorded thut continuation of service of such
employee 5 against the interest of the Esiablishment. hoshe may be
discharged or dismissed from the Service without observing the procedures
detailed in the thrgolng paras.

That the procedures explumed sbove shall not be ordinarily opplicable while

taking disciplinary setion against any managermal  personnel of the

Establish and that the Manag may erminate the services of such
pl as and when required without holding & deparimental enguiry,

PART Y

32. DUTIES AND OBLIGATIONS OF THE EMPLOYEES OF THE

ESTARLISHMENT

u) Every employee shall camry out the work for wiich hefshe has been

b) No employee shall nwveal 10 any one

emploved, consistently and to the best of histher ability and observe the rules,
regulations, orders, directions, instructions, which are or will be isswed from
time to time by the Management or persons authorized by the Manugement,

matter regarding the
Establishment’s services'matters which has hecome known to the employee
m the course of his/her employ in the Establish




¢)

d)

<l

hy)

k}

0

An empl of the Establish shall ot undertake amy assignment’s
cmployment or business directly outside hisher  emplovment in the
Establish hout the M; pecific approval in writing.

All empl shill be vou 1o their superiors, colleagues and visitors of
the Establishment

Each' cmpl shall be respoisible for and shull ke proper care of the

equipments,  instruments, tools, articles. siationeries etc, generally and
specifically entrusted. to mimer  Employees shall not ke oul of the
premises. any articles, documenty, tools, instruments ele belonging 10 the
Estahlishment without the written permission of the managerment

Employees shall 1ske all Y T w0 safeguard the
Establishment’s property and prévent accident or damage to it
All work in the Establisk shall be considered dignified. Every employee

shall be prepared and sgrecuble to perform even a lower classified job when
asked by the munagement in the inferest of the uninterrupted and productive
wirking of the Establishment.

Every employee is linhle to pertorm all jobs which are ancillary to ineidental
to or connected with or preliminary to histher mam duties.

Emplovees shall anend 1o their work without delay o demur

No employee shall defame histher EmployerManagement and/or any of the
superiors of the Estublishment far any reason whatsoever

Tl'u._' employees assure and render full co-operation with the Management m

g pline, smooth and  continuous  work of the
Establishment and ncreased productivity In their work

Every employee shall be liable to muke goud any foss or damage sustained by
the Establishment as a result of any negligence or carclessness on histher part
in performance of hisher duties  Amount of loss or damage will be
recovered as per the provisions of law afier giving full opporunity of being
heard o the concerned employee.  Emplovees shall be linhle 1w be sued for
any loss or damage caused to the property of the Establishment or in respect
of the amoxnt misappropristed apart from the punishment under these service
rules



n) No employee shall cat or smoke m places other than those specifically
assigned for the purpose.

o) No emploves shall bnng liquor or other ] 10 the Estabiist
any ! on the Establish or report
ﬁ:r duty in an unfit condition because of previous mdulgcm.: or under the
influenice of any mioxicant.

p) No emplovee shall interfere with other emplovees work, disturh them or
cause any annoyance to them at work.

33. COMPLAINTS:

All complanis ansing oul of employment, service, working condilions
including those relmng o unfir treatment or wrong full exaction on the part

of the Establish ‘s A or Officials shall be submitted o the
Managing Trustee or Medical Director in case of Hospital or Pnncipal / Dean
in case of College or Institute.

34. PROVIDENT FUND, GRATUITY & MATERNITY BENEFIT :

a) All eligib} plovees shall be d under the Provident Fund & Family
Pension schemes as per the provisions of Emplovees Provident Funds &
Miseclloneous Provisions Act, 1952 and the schemies framed there under.

b} Every eligible employee shall be paid gramity as per the provisions of the
Payment of Gratuity Act, 1972 when such employee leaves or retires or
terminated from service of the establishment / Institute after completing not
less than S years of continuous service

c) L\‘cq. chg}hlc I‘cmu[c ployee who s confirmed in service of the

titule i3 itled for Maternity Benefit  as per the

provisions of Ihc Mauternity Benefit Act 1961,

35. SERVICE CERTIFICATE :

Every permanent cmpbycc slmll b: entitled 10 Service Certificate ot the time
of his/her ter or from service and such a
certificate shall state thc ressms for the termenation of hisher service.




36. CONSEQUENCE TO TERMINATION [/ DISCHARGE
DISMISSAL/ RETIREMENT / RESIGNATION :

Every plovee on or disch or i | o
tetirement from the services of the Emblmhmcnl / tnstitute shiall hand over nll
th= monies, files, register. documents, papers and other properties of the
‘stablist / n histher p ar contrl and shall hand aver
the possession of the flat Mhouse agcommodation or quarters in his ther

aom, AF mny, 1o the | The see of such employees will be
sertled only ufter he ishe mp'ly with the above conditions

37. GENERAL:

A All emplovees of the Estubfist I are subject 10 and are boynd
by the rniles, rr.guhu:nn\ and procediines relsting 1o conditions  of
leave ete as they are m foree ot the

time of their uppointment und #5 they may be modified from time 10 time
together

b The Menagement shall huve the right o smend, alter. add 1o or dedete from
these Service Rules from ume o time, and such alierstions amendments or
modifications shall be binding on all the emplovies of the Estubdish {
Institute from the date of publishing them

e Nothimg contained m these Service Rules shall operte m deroganon of any
Low opplicable o to the prejudice of any right of the Employees under on
agreement of settlement or Award/Order of any Court of low for time being
in Torce of wrilien cantnsct of service

EAES  SERR aREs WRRE WA seR  sees RRRE sRRE ewd
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CODE OF CONDUCT MONITORING COMMITTEE

A C 1 - .1 H ~ L]
ommittee has been constituted for monitoring the Code of Conduct with a composition of the

following faculty members,

The i - . .
committee shall ensure mamtenance of the highest standards of Professional Conduct amongst

all Students, Faculty and Staff Members of the Institution.

T e

Dr. T. Jayaprakash Rao, Director - Chairman of the Committee
Dr. Vijaya Kumar, Dean Academics

Mr. Chethan Kumar, Student Council Advisor

Mrs. Arathi K, Associate Professor

Class Advisors of the concerned academic year

Mr. Harinaksha, Officer Superintendent
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