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CHAPTER - 4

5. Conditions of service of the Employee:-

(1) The Conditions of service of the Employees, the mode aof

recruitment, the minimum qualilicatlons, experfence, eligibility etc. for

recruitment shall be as specitied here-in-after:

(a) The minimum age limit for recrutment is 18 years. The unper gpe
limit for recruitment as prescribed by Government in respect of General
Category is 35 years. in respect of SC, ST & OBCs Category- Lis 40 years &

category 1A, 1B, 1A, & HIB is 38 years. 1t shall stand

mn respect of O/Cs
However, the

modified as and when amended by the Government
maximum age limit is relaxable by the Management if the candidates are
found otherwise suitable.

(b) The munimum  qualifications, teaching experience and  other
iy <riteria lor receuitment to the academic posts, Non-tea
51¢ and ather categories of posts shall be as prescribed oy thf: btau
verrment, Unwversity Grants Commission and Al irwdiz Councd oo

schrical Education from bime 1o time. The detaden quaddcatiors
a self Ananced

- N

faculty sre as mentianed in Appendix IIL However, bas
Colege the gualification, recruitment and other eligibility criteriz are
relaxable by the Management  the candidates are found otherwiss
suitanie.

() The procedure for selection of candidates for recruitment 1o any
post for a period of one year & above shall be by insertion of ;
dverticement in the newspaper notifying the vacancies that arise. Tn@
cir,-,.tnon of candidate shall be by a Selection Commitiae consisting of the

| ln

sitowing:-
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(3) An employee who has submitted one month advance nontic :r
any ki of leave during the periotd 0

resignation shall not be entitled for

notice except the casual leave for ont day,  Such an amplayee shall
invariably Le present on the last working day o the college 0 B0t
himself/hersell relleved ol his/het dutles In furtherance af the accrpta

of the resighatian

LR TR P A

ree

(@)  However the Management may ot its discretion accept {0°
resignation tendered even wilhout one month advante ;
to the condition that such an employee shall paoy one mon
without any deduction in the form of crossed ND/Chegue 1 leu

month advance notice for resignation.

notice, 10 suiyect

th gross salary
P (pap

(5)  Any resignation tendered by an employee shall be considered by
the Management and decision taken in the mattes ol acceptance of the

resignation or its rejection in the interest of the students, If a decision to
accept the resignation emerges then an order relieving from @ particular
date shall be issued. Until such time he/she shall continue to be in service
and await the decision of the Management.

at its discretion accept the resignation
riod of notice and

t of meeting any

(6)  The Management may
tendered by an employee at any time during the pe
waive the remaining portion of the notice period in pursui

expediencies and exigencies.

(7)  Upon the acceptance of the resignation, the reheving order na

issued to the employee against the submission of NOC obtained from the
concerned sections/departments. The employee shall hand over the
physical possession of all the ODocuments, Equipment, Appliances
Apparatus and other properties held in custody to the person suggested by

the Principal.

(8) . Once the resignation is accepted and the employee is relieved of his
dut.y in pursuance thereof it shall be final without liberty to withdraw the
'elﬂgnanon. However the Management shall appoint such persons afresh
nithout continuity of service.
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7. Admissibility of Emoluments

(1} The Emoluments consisting of pay, dearness allowance, hauee cent
llowance, city campensatory allowance and special allawance shall 6r a9
determined by the Management from time to time. However sunject Lo
financial resources of the respective college and school the Management
may extend the UGC/AICTE/State Pay Scales as applicable from time 1o

tume with or without allowances admissible thereon under the 5tate
Government rules.

Provided that the employees are not conferred with any right to

seek sanction of any particular scales of pay and/or allowances admissible
thereon.

Provided further that a higher pay scale may be sanclioned by the
Management in deserving and exceptional cases.

(2)  The Management has discretion to appoint other employees
depending on the need.

(3) Notwithstanding anything contained 1 the sub-rules (1) and 1)
the Management may sanction Consolidated Gross Sa'ary to any cf tnn
employees depending upon the nature and tenure of appointments.

(4} In the event of any employee having been appointed in the time
scale of pay applicable for the post held by him, his pay shall be fixed at
the minimum of the pay scale,

Provided that the Management may sanclion tigher starung o
pay by sanctioning the advance increments in most deserving cases
keeping in view of the teaching and administrative experience, higher
and specialized qualification and eminence in the field of higher learning.
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CHAPTER -6
8. Increment/Revision

(1) Increments to the employees will NOT flow automatically 45 9
matter of course. A full time employee shall be entitied to anrua
merement in the running time scale of pay as anproved by fMara. e o
applicable to the post held by him/her upon complection ot one o

period of 12 months. 1L will be released by the Management wpon
evaluation of satisfactery performance, service records and self anp a7yl
reports.

()  However the Management may fix a cut off date for sanctor of
incremants upon completion of incremental périod of ore year

[3) The following period shall not be counted for increment

(1)  Lossof pay leave (LOP)

{2)  Unauthorized absence from duty

{3) Suspension

{4)  Fellowship leave

(S}  Study leave

{6) Interruption or break of service
[4) Satisfactory record of service reflected in appraisal periormsrce
report is also a condition precedent for release of increment. Agvance
increments, additional increments of special increments miv  be
sanctionad by the Management in exceptional cases in recogniton o tna
ouistanding ability, merit and highest degree of integnity.

(5)  Temporary and part time employees appainted on consohcated or
gross salary may be sanctioned an adhoc lump-sum increment at the
discretion of the Management.

(6) Increment may he with-held as a measure @ e, o)

with or without cumulative effect by the Management. In such Cas2s the
increment will be released only aiter the expiry of the cureercy o the
period of withholding the increment,

(7) An employee promoted and whose pay (s fixad at the mine oo o
the pay scale applicable to the promational post shall bie entite

next increment in the pay scale of the promoted post alter eapiry o G
year from the date of fixation of such a pay. However, the NManagement
has a discretion to sanction the increment with immedate effect it desres

16

LPrinapu[gn db-1
B.N.M. Degree Collgge

Banashankari 2nd Stage,
Bangalor~-SA0 077



= a0 “a

Administrative and Service Manual
14, Availment of Compensatory off

(1)  Compensatory off cannot be claimed as a matter of right an< shal
not be availed by any staff at their discretion and in the routine courss
unless 1t is sanctioned by the authority competent to grant the Casual

feave. It shall not also be utilized for more than 3 daye as a prefirure or
sutfixure in combination with holidays.

(2)  Such of the faculty members intend to avail compensatory off sh4ll
apply and obtain prior sanction of the Principal.

(3) The Principal shall ensure that at lgast minimum numbers of o
are availablz in the College before sanctioning comgensatory off
CHAPTER-8

15. Performance, Functions and Discharge of Duties and Responsibilities
of Teaching Staff.

(1) The teaching faculty including the Part-time iaculty members st
perform the duties & discharge the responsibilities diligently 3ssigned 1o
them n terms of the norms of the UGC, AICTE, University, CBSE, Suate

Govarnment and the Management.

{2) Professors and the Heads of the Departmionts shall oo
maintenance and smooth functioning of wher oo g
curpose one of the Professors is designated as Hoaa of Departmerny o e
theoretical and practical academic work will have 1o be supariced »
ensure that classes are conducted as per time table & syllabuy wiru, 1o
scheduled time limit. They should co-operate with inter-daparimanre 1o
extending tezching facilities like class rooms, practizal dlas

sha!l bring to the notice of the Principal from tme to

LoR T AT b1 iy R g
any cases in the Department relating to allendance, lesson plan, work
done dairy, internal assessment ctc., assigned 1o the faculty for <cruuny,
The gricvances of the students in the Department will have to Yo orted
out by the Head of Department

(3)  The HODs shall be responsihle for o

room Leclures and Practical 5ess10ns. In Lase 0 ¢ date, i

1styear 10 2™ year and 2™ year 1o 3 year, as the case may b

[
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faculty membe

with utmost h:lr:?::::“({FL‘Z;‘[O”;‘ gl upclions afid tiufgg (R LE
O Mgy B | c'ni on, l('w‘nll\,' and devotion in carrying out the
available ll nd - administrative activitles. They shall make themse s
i%Ciiv;ti‘ez _ or ﬂchermc u:.:or'k, research, development and e/ension
et in pursuit of achieving the academic excellence and eminence,
during the working and functional hours of the College on all working days

9 , ;

(9) Al the stipulations shall be equally applicable to the partnme
tGJCh.WS who shall comiplete their academic work and carry/ou
Practicals on the days prescribed without altenng theimn (o dity

alternate days preceding or succeeding, to meet ther personal gngentie’

v
ot

(10)  The Director of P.G. Studies shall be responsible for the Regearti
tment of studes

Development and Extension activities in the P.G. Depar

He/she shall co-ordinate with all Professors and HOD: and alsn £ F
faculty in the conduct of P.G. classes and practicals effect vely
{11)  The Principal is the Head of the Institution vested with the powars
of superintendence, cantrol and supervision in all of the affairs 0
College. He/she shall be respon ¢ of the

sible for the smooth functioning
Departments and also activities related to research, devalgpmant and
extension of all the

Departments. Hefshe will exercise such power and
carry/out such functions as prescribed under this Manual. He/sre ol
formulate the perspective planning and monitar it for tne co-ordinzted
development of the departments in pursuit of promoting the qualitatve

growth of the Collepe and address all the issues connagted therewith and
ancillary thereto.

,
f the

The Principal and/or Direclar of PG siut o
and elimination af ragging by entorte 2 oo

d by the Government, UGC, AICTE ana

f ragging has crept 0 thee

{12)
prevention

directions i155U€
He/she will ensure that nota solitary case O

the enforcement of discipline among the students

Supre T Lourt

rintengdanre

(13) The Principal who s ex-officio Chiet Supe
examinations or a senior faculty appointed by the Prvaoat e
the examinations smoothly and strictly in terms of the Exarminst
Manual besides ensuring conduct of timely tests for award of Ins
assessment marks,

(14)  The workload of the faculty and the minimum warking hao

be as p”:ti.l}!.léd Ly the University Grants Cormmy st Sl
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CHAPTER - 20
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(1) I pursuit of motivating the students for academic excelle

Coliege in maintaining the consistence track record by outstand
following schemes may be introduced under the guise of the Enagwmment

Fund:

(a) At the entry level to any course, an appropriate concession
in fee extended to the toppers in academics.

(b) Concession in fee also extended to the
the physically challenged, the economically backward and Topmers
in Board/University Examinations.

Award extended for consistent pood academic

v

ach evers in Spoit

{c)

record through the course.

(d) Award for 100% attendance

(@) Award for Best Library Users

(f) award for outgoing student toppers.

(g) Cash Award for representing/winning at the

University/&tate;’Naiionai level sports.
(2) Selection of deserving students and later announcement mare
at the Inzugural function of the new academic year.
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