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Vision

To be the center of excellence in multidisciplinary education by instilling lifelong learning and skill

de\elopment. by transforming individuals to be globally competent: and to be ethically and socially

responsible profess jonals.

Mission

l. To impart quality education wjth endeavours and initiatives that will lead to the advancement of

knor\ledge and a sustainable career.

2. To strive and remain committed towards the holistic development of students, and to make them

employable in order to serve the corporate and the society as a whole with utmost dedication and

professionalism.

l. To maintain excellent standards of pedagogy by inculcating adaptability and flexibility in students

'$'ith firm emphasis on experiential and process oriented learning to develop global competency.

,1. To develop students with entrepreneurial orientation while nurturing strong moral and ethical values.

About the Institute

Shri Vaishnav lnstitute of Man agem ent h as glo rio Lr s history since l9 87. It was established as one ofthe

constituent units of Shri Vaishnav Shaikshanik Avam Parmarthik Nyas, Indore. The Nyas has

established Shri Vaishnav Shikshan Samitiand under its aegis Shri Va;shnav Institute ofManagement is

progressively leading towards success. It has conferred with the award of being the oldest SelfFinance

Institute of M.P. by CMAI, Asia. The institute is approved by Govt. of Madhya Pra,lesh as aI iA'

Cateeor\ ln.rilule.

The Institute proudLy announces the UCC-NAAC Accreditation with 'A' Grade in two consecutive

c)cles in 2012 and 2017 respectively indicating its highest commitment ofquality in all aspects. During

past 34 years journey, it has been serving the society by providing excellent environment for education

in area ofManagement and Computer Science.



I.!:ilute aims at creating efficient managers and leaders We strive to ensure,that our students develop

rhe right skills required to sustain and grow in this scenario of global competition At the same time' we

3lso rake efforts in preparing the studenls for future by cultivating a winning spirit' whjch help them to

panicipate on all platforlns. With a lush green campus spread over an area of scven acres Iocated in the

hean ofrhe Indore city, the institute is well connected through alLmeans oftransport

The Insliluie ollers Management and Computer Science programs both at Under Graduate and Post

Gmduate Levels. The Institute is affiliatecl to Devi Ahilya vishwavidyalaya, Indore and Rajiv Gandhi

Proudlogiki Vishwavidyalaya, Bhopal. A1so, it is a recognized research centre ol Devi AhiLya

vish\\avidyalaya. Indore for Doctoral Degree in Management
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lnstitute Academic Council

(l) There shall be for each college a College Council consisting ofthe Principal and all teachers of

the college. The Principal and the Vice-Principal if any, of the college shall respectjvely be the

ex-officio President and Vice-President ofthe Council.

tl) The Secretary shall be elected by the Council from amongst its members. He shall hold office for

one year, but lor not more than two consecutive terms. He shall convene meetings ofthe College

Council under the direction ofthe Principal.

(3) The Council shall meet at least thrice during the academic year. It shall perform the following

duties namely:

(a) To discuss the progress ofstudies in the college;

(b) To bring to the notice ofthe Governing Body the needs ofthe students and teachers;

(c) To make recommendations to the Principal or the Governing Body for improvement of

the academic efficiency ofthe college.
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Declaralion

Tii! HR polic) ofthe instituie is created with the pure inlention ofthe constituent in creating a f'air, sale

:rd healthl $'orking environment. It consists of various procedures and guidelines that established in

m3n3ging and directing the employees of the institute. The document connects employees wilh the

\..rkine of the institution in terms of their employmcnt, development. and service conditions The

.rlnponents of the policl, manual kept flexible for the firfther revision as per the changes suggesied by

!he so\erning & regulating bodies.

An) changes in the policy will be infor|Ted to all employees ofthe institute with official circulars /

norifications. The competent authority ofthe institute shall be the concern authority in implementing and

moniroring of the Hllman Resource Policy of Shri vaishnav Institute ol Management, Indore.

Signed by

Secretary Chairman Dir€ctor



1 Code of Conduct

Scope

The Code of Conduct is applicable to all stakeholders of Shri Vaishnav Institute of Management

and any one representing Shri Vaishnav Institute of Management or working on the Institute's

b€halfis expected to act consistently with the Code.

Accountability

It is the responsibility of each employee to be aware of and abide by the code of conduct.

Additionally, all employees also have the responsibility of behaving/acting in an ethical manner

compliant with the applicable laws ofthe land.

Funhermore, all employees and management have an additional responsibility to drive a culture of

integrity, honesty, ethical and law-abiding behavior among other employees in the organizatiorl.

Towards this encl, they are expected to be a role rrodel of the behaviors expected of employees,

reinforce the code ofconduct as paft ofregular employee communication, and encourage employees

to report violations of the Code and guard against taking retaliatory action against someone for

making a good faith repofi.

General Code ofConduct

1. Diversity and Inclusion: Institute's commitment to diversity and inclusion aligns with our Vision

and Mission. Being a leading education institute, we have employees, students, employer and other

slakeholders frorn diversified backgrounds and culturcs and e\pect all our employees to support an

inclusive workplace by adhering to the following conduct standards:

a) Treat others with dignity and respect at all tines. AII employees are expected to demonstrale

respect and trust worthy behavior irr their dealings with other employees as well as extemal

stakeholders.

b) Promote behavior which is not based on conscious or unconscious biases

c) Address and report in appropriate behavior and colnlnents that Jre discriminatory, harassing,



::-jj\ e- oflinsive or unwelcome.

: {r oid slang or idioms that might not translate across cultures.

: Promole leam work and employee participation. All employees are expected to uphold the spirit

.riteam rlork and ensure that the best interest ofthe team and Institlrte prevails at all times.

: All employees are expected to demonstrate the highest standards of honesty and integrity in

rhcir conduc! at all time whiie representing SVIM.

Equal Opportunities for employmcnt: Institute is an equal opportLrnity provicler and does not

liscriminale against any person because ol-lheir gcndcr, caste, religion. age (within statutory limits),

mariral sratus, naLionality, ancestry, ethnicity, geographical oligin. sexual orienlation, disability or'

3n\ olhcr trait prolected by la$, with respect to any tenns ofemployment sLroh as hiring. promotion.

iransfer. compensation and benefits, career developmcnt oppol'tunilies. etc.

During rhe hiring process, employncnt related decisions are strictly based onl_v on the merit ofthc

person and not discriminate against any person because oftheir personal characteristics/traits.

Workplace fiee liom violence: SVIM will not tolerate workplacc violence in any lorrr cithcr

\ ilhin premises or outside where institlrte related activities are carricd out. Enlployees are expected

to not indulge in workplace violence. l'hey must not encouragc othcrs towards it as well. Employees

are also prohibited ftom possessing rveapons or dangerous items at \!ork place or outsidc whilc

conducting institutional activities.

Environnrent, Health and Safety: SVIM is committed to provide i1s employecs a safe. healthy,

and ergonomicall),sound working cnvironmcnt.'fhe institute will take all possible measures to

(r ,J re ll(allh.rrd.alet) of ir. e nplo\ ee..

Safet)' at work placc is also evely employee's responsibility. They should at all times:

a) Ilnsure that nouns afllct is commitled at workplace.

b) Underlake all possible fleaslrres to eliminate any unsafe or hazardous conditions as soon as

the\' become a\\iare of it. They should repor! the matter to the Head o[ Departmenl and/or

Admiiistrative Olficer at the earliest.

c) Relrain f'rom consuming, possessing. distributing alcohol or prohibitcd drugs at workplace

rvhile pcrforrring official duties/ work. Employees are also prohibitcd lronr selling,

distributing, possessirlg or encolrraging others to use controlled substances.

\\'ork placc free ol harassment: SVIN,I recognizes and respeots the right ol cvery cmployee to a

harassnrent liee \lorkplace. Hence, employees are expected to ensure a healthy. saf'e and conducivc



6.

:::. ::\ ironment that is fiee lrom harassment of any kind or' fbrm' Toiards this employees are

::.:r.itrd liom indulging in harassment ol any kind or fbrm - \\'hedrer physical verbal'

::r..,rlogical. or sexual in nature lhis inclLldes alltypes oiunwelcome, ollensive' deneaning and

:::r:i.rlingbehaviors.whetherexplicitorimplicitThelnstitutesetsastandardof'zerotolerance'

:: .:r3 smenl. Wc a|e all responsible for ensuring that we avoid actions of bchtvior that are or

:: - l be. \ ie*ed as harassment.

.:3 ln!rilu!e views all incidents of,sexuaL harasstnent" ver-v scrio!rsly and encoLlrages cmployees 10

-..:::p1\ \\ ith the Institute's 'Prevention of Sexual Ilarassment at Workplace PoLicy' 't all Ihc times

Datr Privacl: SVIM is commilted to protecting personal information that is shared by employees

Jr:ing the course of cmplo-vment, collsistent with applicable data privacy laws, including the rllles

iurrounding the collcction, processing. use, transfcr and disclosure of personal inlo nation lt is

.\peclecl that employees whose job responsibilities includc tlre collection, modification, transfer'

processinS. storagc or use of peNonal empioYec infoination \\'ill comply with the applicable data

pri\ acl laws and other internal controls thai protect this personal information

Conflicts of interest ancl duty: SVIN4 expects thal all cmployees will conduct themseh'es in the

bes! interest ol the institllte at all tilnes lo\\'ards this end. they should avoid conflio! ol interest

silualions. Below are somc ofsuch situations that n'lusl be avoided'

d) Outsidc cmplol.ment: An employce of SvlM shall nol accept collcurrent employment outside

thc inslitute. wiih or without remllneration. This encompasses undenaking any conslLlting

!ssisnmenl. Iieclancing. di|ectorship, or artl position of responsitrilit)

b) Freedonl of association:

Employccs must rcfiain frol!:

i. Developing or lrraintaining personal associations llith stakeholders

ii. ,.\11y other situation that hampcrs an employee's ability to take

rril..c.l ('l tl-e ll,!llldre

Ench emplo)ee mus! inforn lhe information to the Head ol the institutc ol any personal or

e\lemal bllsiness inierest that may lead to an aolual or potential conflict ol interes! or duty'

c) Bencfits: Employces lnust not exploit for their own pcrsonal gains the oppoftrrnilies or bencfits

lhat arc discovered through the use of institute property, inlormation or position Thev mav not

directl)' or indirecrly compcte with the Institute lbr any busirrcss or olher opporlunities thet the

lnstltute is pursuing.

(such as students).

decisions in the best
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e)

Reporting and rei bursement of e\pense incurred by enployee: dnrployees are required lo

?.r responsibly and follow the twin values ol cost collsciousness whilc arranging fbr travel' and

h!.nesl \\hile claiming reimbursenents towards travel expenses'

Emplolee travel and other related expenses should be consistent wilh the lnstitute's policy fhe

rnienlion is nor let employee loose or gain financial interest from the olficial trips which an

emplolee undertakes during lhe perlormance ofduties'

Solicitation of gifts and advantages: Oflering or receiving gifts and being enie[ained can

easily create an acttlal or apparent conflict of interest No gifts of any kind, that are offered by

rendors, supplicrs, students, potential vendors and suppliers, or any other individual or

organization, no matler the value, should be accepted not offered by any employee' at any tine'

on or offthe work Plemises.

Confidential Information Unless required by law or authorized by their management' employees

shall noi disclose confidential inlbfmation or allow such disclosure. The obligation continues

be)'ond the termination ol agteement. Employees must use their best efforts to avoid unintentional

disclosure by applyiug special care rvhen storing or transmitting confidential inf'ornration'

Protection ol Institutc Assets and Information: Every employee must ensllre appropriate lrsl3 ol-

Institute assels (tangible / intangible) or lnstitlrte infonnation including Institule property' co1l'lputets

and communication systems, financial information, strategy, technology, intelleclual plopefly,

brands. trademarks. or any other non-public ;nformation The, misuse or destnrction of Institute

assels ol information shaLl be considered as misoonduct and strict disciplinary action shall be

initiated in such cases.

10. Social Media Policy; Lvery employee is expected to use the social media as per the lnstitute's

social media policy. Additionally, ever-Y employee must adhere 10 the following guideline! while

using internet and email.

a) Not sencl oflensive emails and messages to an'v person/group with in oI outside the

Institute.

b) \ot impolt any non-1ext files including ltles leceived as e-mail attachmenls on lo -volll

s-ystem without checking for viruses

c) Not visit obscene or illegal mater'ial or any materiaLthat is ollensive in anyway

d) Not do\.rnload an-v Llnauthorized software All soltware used by employees to conduct

instjlutional activilies mLrst be appropriately licensed



g)

h)

\o! share any repoft. files, data or source code with any unauthorized person / grollp 
'/

organization through the internet.

\ot use the email system to copy and /or transmit any documents! software or other

information protected by copyright laws.

\ol create email congestion by sending trivial messages ot personal nessages or copying e-

mails to those who do not need to receive them.

Not transmit SVIM propriety information like repofts, files, data and source code to any

unaLrlrori/eLl pe"con. group or orP.inizalioll through ernailoi any other rool

I l. Integrit\ al $ork plece

Ha\ ing integrity in the workplace is important because it helps creale a positive work environment

\lhere everyone communicates openly and contributes lo the overall success ol the institute by

\orking together and making good decisions. Showing integrity in the workplace is also importani

because it will help you gain respect and trust from your colleagues and senioN.

Steps to show integrity at work place:

1. Always aot morally and ethically.

2. Treat everyone with respect.

3. 3e honest and transparcnt in all communication with peels and seniors.

4. Always put best effort into the work.

5. I rlfill;llcomnritmcnt5 artd prorn;s(q.

6. Be accountable 1br actions.

Code of Condrrct for Student

1. All students admittcd in the Institute are subject to the disciplinc and conrrol ofthe inslittLte

authorities. llhe studenls are required to adhere strictly to the rules and reguLations that may be

framed from time to time by the Instilute authoritics.

2. Students are expected to proper observance of Institute's discipline, good conduct and

participation in curricular, co-curricular and extracurricular activities is important lor successful

career and bright luture ofthe students.

3. Students must be regular and punctual in attending the classes and all other activities of the

Instiiute- k musl be ensured that the students maintain at least the mininlum attendance as



ipecitled b) the University nollns. Fufthet, it is imperative that the siudents strictly adhere to 
r

reponing on the clay of commencement and end ofeach semester'

{. Each srudent must wear Institute uniform as illstructed by the lnstitute Students shall come to

!he campus clean. tidy and neally dressed

5. Siudents must carry his/her identity card $hile in the campus and also ouiside the campus rvhilc

rcPrLsenl lL' llle ln rl:lulc

6, Srudents should read the notices put on the notice board of lnstitule, departrnent and olfice

regularly. AIso, Students must check the emails sent by the Institute daily as all the impoftant

notices f'rom olfice/exam section ate sent on Institute's e-mail or authorized WhatsApp group of

students.

7. A student must take prior wriiten permission of class coordinator and HoD in case he/ she is

unable to attend the lectures ancl/or practical's for more than 3 days

8. Srudents should help to maintain the campus clean' tidy and plastic lree Also' students should

la\c care ollhe prdnt''n the camput.

9. The conduct ofthe students inside and outside the campus should be such that it rvill raise their

own positive image and image ofthe Institute in the society'

10.Thc stLrdents must not participate in any anti-social activity lfany objcclionable conduct within

or oulside the premises ol the Inslitute by the studcnl is observed or repofied' then hc/she is

liable lor sirict djsciplinary action.

l1.No notice of any kincl shall be circulated among the students or pasted on the notice-board

wiihoul thc previous wrilten apploval llom the Ilead ofthe lnstilllte'

l2.According to the verdict ofthc Suprcme Court and the University Act l956-RegLilation 26(1)g-

2009. the students lound guilty ofragging are liable for punishment'

13.Ihe College reserves the right to delete, to add or amend the rules and regulations given above as

and wl, en deems necessarY.

l4.Students using two whceler/four wheeler vehiclc must wear helmet / scat belt while entering in

the institute campus.

The following acts shall conslitute misconduct'

. Phlsical assault or threat, against any member ofthe campus'

\4



. Caffying of, use ofor threat to use any weapons.

. violation of the status, dignity and honor of a studeni belonging to the scheduled castes, r

scheduled tribes and/or arry religion.

. Any practice, whether verbal or otherwise, derogatory to female.

. Creating ill-rvill or intolerance on religious or communal ground.

. Disrupting any teaching. stLldy, assessment or research activities or the administration ofthe

institute.

. Obstructing oificer or employee ofthe Institute in the performance ofhis or her duties'

. Damaging or wrongfully dealing rvith any property under the control of the Institute; an.Y

propefty or Institute premises; or properly on a location wherc a student is present under the

auspices of the Institule.

. Disobeying or failing, rvithout reasonable cause, to observe amy provision ofthe Bye-Laws, or

any rule made by AICTE/DTE/University/ lnstitute ofwhich students have been duly notified

. Withholding relevant information or furnishing false oi misleading inlormation lor purposes

connecreo u ilh academiL progre5sion.

. Misuse ofsocial media for spreading/forwarding contents that are objeclionable by Laws.

. lndulging in any anti-social activity.

Code of Conduct for Par€nts

1. A code of conduct is prescribed for the students explicitly. Parents are supposed to go through

the same and ensure that the students lollow the code of conduct scrupulously. This code of

conduct is avail:rble on the website ofihe Institute.

2. It is essential that the students attcnd all the academic and relaied aclivities at the Institute lrom

the day of opening to the last day of each semestei during the academic )eal Parenlsqhould

ensure that ihe students maintain attendance as per universiqT norms

3. Parents should note that their ward must do timely and proper submission of the internal

asscssment and parricipate in internal assessmenl activities else his/her term will not be granted

-1. An-v_ rcpoftcd or observcd objectionable conduct by any student, within or outside the premises

ofthe lnstitute, wili make him / her liablc for strjct discipl;nary action

5. Parents should ensure the well behavior ofthe studenls so as to enhance their own image as welL

as reputation ofthe Institute.

15



r. .\r.) directindireci involvement or encouragement by your ward leading to ragging or lelated

j.ti\ ir) may result in expelling the student from the institute'

-. Parents should take follow up with Progranme Coordinator//HoD regarding academic and

J\ erall Progress oftheir ward

!. Parents are obliged to attend tbe Parents-Teachet meetings organized by the depanlnent'/lnstilute

lor observing progress oftheir wards and discussing the dillculties' ifany'

q. Parents should ensure that their wards follorv the mles and regulations of the Training arrd

Placement Cell and paficipate in placement activities as per tbe eligibility'

10. Parents should take approval from authorities of the Institutes while sharing any information

about the lnstitute with the outside bodies'

I 1. Parerts should ensure that their wards do not remain absent without prior permission of HoD/

Programme Coordinator'

Code of Conduct for Faculty

. FacuLty members are expected to be pulctual and regular in teaching work' correspondenoe with

orhers and keeping appointments with other persons

. Coopemte wilh the head olthe Institute/Depadment and colleagues for curicular' co_curricular

and extracurricular activities

. All Faculty mLlst be punotual, sincere and regular in their approach and devote lheir timc and

their best ellorts for the progress olthe lnstitute

. Iacult)r eflorls should be dedicated tou'ards enhancing the overall quality ol'the education

. the Faculty should regularly update his/her knowledge by attending FDPs' workshops'

Conlerenccs and keep pece with lhe advent oflcchnology

. The FacLllt! should engage in research and devclopment activities by rvorking on research

projet,'

. The faculty shoLtld all strive lor increased the use of ICT tools to enrich the teaching iearning

process

. The Faculrv should interact \rith industries with an aim lo intensify industry institute interaction



Facul\ and Students

' A: ist students to clevelop an understanding and appreciation towards opportunities and also

responsjbilities.

' \cquaint students \!ith civic responsibilities and environmental protection

. Guide the students in their physical, social, intellectual, emotional' moral and spiritual

development.

Faculty and Parents

Deal justly and impaftially regardless of palents' social' economical, regional and religious

baokground.

Provide informalion reguiarly to parents regarding the attainments and shortlalls ofthe wards

Be responsible and interaci positively with parents-

Faculty and Coll€agues

. Cuide and help junior colleagues and those in training and induction in all possible rvays'

. Avoid making derogatory siatements about colleagues.

. Ireat thlj colleagues u'ith equality and respect.

Faculty and Teaching Profession

. Accept as a prof'essional the indiviclual responsibility olrepofting to the concemed autholities in

an appropriate manner all mattets that are considered to be preiudicial to the interests ol the

students aod the development oflhe institute

. No Facultl- shourld involve hinrself or. herself in any form of poLitical activily inside or outsidc

lhe campus.

. Finding ofhis/her research shouLd be published in quality journals recognized by Scopus/Web of

Science Index inlernational / Indian Journals. Magazines and Periodicals



b
t
\

-\r
\t

t
i
i
t
rt

-
ra
rt
r'
r.,

-

-

-

\

Code of Conduct for Non-Teaching Staff

:,ir\ siaffemployed in the Instilute shall discharge his/her duties efficicnrly and diligently arld

::3.1 contbrm to thc rules and regulations. It shall be mandatory on the staff employed to do

'.i.rrk in connection wiih an examination conducted b), the University or Institute.

- \'r srali shall remain absent from his/her duties without prior permission. In case of valid

:::lsons he/she should lollo\\' the rules ofthe institute related to attendance and lcaves.

i. The statT should create and maintain strong relalionship \'i!h \rudenrs and taculty by proper

inleraction, cooperation, and maintaining professional boundaries

l. The stalf should treat the students u'ith care and kindness, and maintain their dignity.

: lt is responsibility ofevery staffto meet the required standards for every assigned task.

5. Thc slalfmust abide by the requirements ofmaintaining confidentiality related to important work

and inf'onnation ofthe Instituie.

:. The staff should take care and protect the equipnents and property ofthe Institute, in general,

assigncd to him/her.

S. \o stallshall engage dircctly or indirectlv in any trade or business $ithout prior petmission fionr

aulhori!ies.

9. Betbre accepting any honorary work, which does not hamper the regular duties, a written

pemrission from the Head ofthe Institute should be obtained by the concerned stalf.

lrl. In case- any stafl gels involved in any legal procceding. he/she shall inlorm about the same to the

r-ad ol 'lr l. ,': rle

I I The slaff shall nor associare with any political parly or any organizaiion which takes part in

poli!ics or shall subscribe to, or assjst in any other manner" any political. nrovement.

\o slatl shall engage or participate in any activity which is anti-secular or which tends to create

::.h3rmony in the society.



Code of Conduct for Alumni

:::::.:i:ule is proud that its own studcnts havc got transtbrmed irto successfrll individuals and

:r..: :.:e,l rhenrselves as respeotlLll citizens in the societ_y. 
-lhe lnstitutc invites all its allrmni to suppolt

r': :::icipate in its journey towards excelLence guided by the vision and ntission of the insiitute end

i: : :.rrlure the ooming Senemtions. In order to fulfill lhe same lollorving code of conduct has been

The rlumni should.

L I la\ e open conlmunication with the lellow alumni, students, 1'aculty, and staf] ot the lnstituic

L suppor! the current stlldents oithe lnstitute lor their progression

l. l]1gage guest lecturcs at the Institu!e kr disseminate their knorvlcdge relaled to industrial practices.

advarrccd technologies, innovations. entrcpreneuNhip, and soft skills

L Conlribute towards the growth of the alumni association and also strengthcn the bond with the

Institute to build a cohesive team

j. Keep the Institute inlbrmed about their o\!n growth success. and laufels. And acknowledge the

lnstiiute in relevant achievenents'/gro\rth.

6. Support the institute in organizing dillcrent academic and other activities.

7. Promote collabomtion lor fartnelships with the Institute to advance ils mission

Il. share thcir own information and the inlormalion of other al mni within the guidelines of lhe

Alumni Associalion. Inlormation should never be used for marketing any prodlrct or service,

9. Avold condLrct \\hich wouldjeopardize the lnsti!u!e and tbe Alumnl Associatiun-

Code of Conducl to$ ards Community and Enl ironmenl

Conrnrunities: Institule is committed to good citizenship and shallaciively assist in thc improvemenl

of lhe qualily of lile ofthe peoplc in the comrnuniiies in which we operate

Enfironment and sustainability: The Institute stands committed to its responsibility towards sociely

:-.J Lrur goal is to cnsure that our economic growth is sociallly and environmentall-v sustainable.

I:!:ilule s eflbfts would be towards incLusive developrrent and the Institute aim that thc "people grow
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$irh us and we grow with people". Il must attract, nudure and help people glow It is committed to

proride total environment safeiy and hygiene measures, excellent housekeeping, congenial working

environment and regulatory compliance. Employees are required to adhere to Institute's sustainabiiity

polic) and comply with the prevailing and applicable environmental laws and regulations'

\on-Adherence Reporting

\on-compliance with this code, Institute Policy or the law will attract disciplinary action up to and

including termination of employment as per the appropriate intemal laid mechanism Employees

acknowledge that legal and ethical misconcluct can also subject the individuals involved and lnslitute

to fines, penalties and civil or criminal prosecutions.

Violations also include any false allegations, regardless of whether they are made anonymously Each

employee mLlstreportactualorpotentialviolationofthiscodeofconductorapplicablelaws to the Institute

Directorthrough established Crievance Redressal Mechanism.

Awareness Trainings

This code and related training is provided to all new employees at the time oljoining the Institlrte. In

addition, all employees shall affirm compliance with the code by attending the mandatory trainings on

annual basis and their affinnation will be taken to reinlorce the code and ensure its Institute-wide

implemeniation.

Direcror will acldress any queries from employees pertaining to this code All employees are expected

to keep themselves lvell-informed ofthe updates, ifany, made to this code

Conclusion

The institute is committed to continuously reviewing and updating its policies and procedures

Therefore, the institute reserves its right to amend, alter or terminate this code at any time and for any

reason. subject to applicable law.

This code ofconduct is not exhaustive and lays down only the general principles to be lollowed by all

as covered under the code. The insiitute may have sepamte codes/policies lormulated ior regulating

\arious matters that may be required under the specific laws The parties shall be responsible for

adhering to such additional codes/policies as may be applicable to them
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:. Senice Rules

Category

A. Teaching
a. Director
b. IQAC Coordinator
c. Head ol rhe Depantnenl
d. Professor
e. Associate Prolessor
I Assistant Professor

B. Non-Teaching (Academic)
a. Training and Placement Olficer
b. Soft Skill Trainer
c. Sports Oflicer
d. Librarian
e. LabAssistant/Technician
L Computer Operator

C. Administration
a. AdministrativeOlficer
b. Public Relations Olficer
c. System Adnlinistrator
d. Accountant
e. Office Assisrant/Executive (Establishnlent/Student Section/ Scholarship)

1. Scope of Service Rules

These Service Rules ar.e applicable to all employees of Shri Vaishnav lnstitute of Management
(SVIM). Indore. Employees of the Institute are bound also by all other relevant rules,
regulations and procedures in force at the time oftheir appointment and as may be modified
from time to time thereafter.

2. {pplicebilit)

If any provision in the Ceneral administration Rules of Shri Vaishnav Institute of
Management(SVlM). Indore, repugnant to any other provisions applicable to any pafiicular
categories ofemployees the provisions ofthese rules will prevail.

3- Categories and Classification ofEmployees
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D. llaintenance
a. Propefty Custodian
b. Technicai Assistant (Plumber)
c. TechnicalAssistant(Electrician)
d. Atiendant
e. Gardener
I Security
g. Housc Kceping/Sanitary staff

Classification

a. Permanent
b. Probationary
c. Contract
d. Paft -Timc

A. Permanent

a. Permanent en1ployee is one rvho is appointed on a permanent basis against a regular
vacancy with an appointment order issued by the Competent Authority.

b. On the satislactory completion of the period of probation. regularization order shall be
issued by the Correspondent to the employee.

c. AII appointments will be subjected to the fbllowing conditionsl
Thc management has discretionary polvers to terminate any appointment because of
(a) Will {ull and persistent neglect ofduty.
(b) Action or behaviour alfecting adversely the name ofthe Institute-
(c) Misconduct,disobedience,insubordination.indiscipline.
(d) Physical or mental Lrnfitness.
(c) Taking part in subversive activities.
(1) Breach ofany ofthe terms ofappointment.
(e) Abolition ofthe post.
(h) Incompetence.
(i) Unauthorizedabsence.

In case of change of curriculum/syllabus, in deserving circumstances guidelines givcn by the
Coverning Body time to tinTc u,ill be implemented.

B. 'Probationary' is one u'ho is provisionally selected ro fill a regular post blrt has not yet
completed the prescribed period ofprobation or extension thereof.
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C.-Contract'cmployecisonenhoisemployedoncontractloraslipulatedperiodoltimeorfora
:::;iilc *ork- on the lapse of whioh elnplo,vment autonraticall-v ceases. A contract emplot' ee

::*il been titlcd only to the benefits as specillecl. in writing. in the tenns ofconlract.

D. P.rrt-'lime'en,ployee is one \!ho is employcd to do rvork fir lcss than the normal pcriod of
rirking hours. He shall be entitled to benefits only as specificd, in u'riting- in thc letter o[
rPpoinlmenl.

Recruitment and Selection

All the rccrritmcnts nill be done through open competition lollowing thc LjGC/AICTEI
l,niversitt, rorms and the selection procedures ofthc nanagenent.

Process includes lollowing:
I . ld entification of vacancy lor teach ing and non {eachin g slafL
2. Vacancy approval from managemenl.
3. Advcrtiscment lor filling vacant posts iti Nervs Paper (Local, State and National lerel

nervspapers) and invile applicatiois \\,ithin scheduled perio.l.
4. Collection olapplications as per posts.
i \ r^rll .ting 

^lcnnordntc. b irenic'.
6. Seleclion process tbr teaching staff$ill bc as per university Inslitule code (DAVV

CODE 28 & RGPV CODE ]O).
7. Selected candidales narnes will be approvcd in the inslitute's Coverning Bocly.
8. Selected candidates called fbr HR rouncl.
9. Ofter letter will be given to selected candidates altcr HR round \\'ith ackno\\'ledgement

of date oljoining.
10. Joining formalities lvill be done at the tirre oijoining.
I l. ,Appointment letler rvill be given wilh employmen! conditions.

Employment

.{. Onl) a person who has received a Ierter of appoinlmenl with appointmcnt conditions
dull signed by lhe Competent ,{uthotity and joined duty there ol shall be dccmcd to
bean ernployee 01 lhe InstitLrte.

B. The appointee shall prodlrce her/his original certificates and one set of attesled copies
there of at the time ofjoining dut,"_ and lhose documcnts should be nlade available as and

l'hen required lor scrutiny.

Lnless. in anv panicular case. it bc otherwise distinctly provided. the enrployee's trme rs
entirelY at thc disposal ol thc lnstitlrie and shelhc ma_v bc ernployed in anv manncr
rcqujred by thc Compotent Authorit), Nithout claim fbr additional remuneralion.



D.

F.

G.

H.

A person is considered for regular emplo)ment, as speciUed in the appoinlmenl order,

s/he is required to be on probation lor a period of one year ftom the date ofjoining duty

as a Probationer.

If during the period of probation, the employee's peformance of lhe duties assigned to

him/her has been found to be satisfactory, his or her position may be rcgularized; if not

satisfactory, the Period ofprobation ma)' be extended at the disc(etion ofthe Competent

Authority.

During the period of probation or extended period of probation or at the eird of
probation, the services of a probationer can be dispensed with one month notice No

appeat "\all lie rgrir"t .ucl l(rm:nJtion.

No employee is entitled to be treated as a regular employee by reason alonc of his/her
having completed the probationary period until the conlirmation oldcr is issued in

writing by the Competent Authority. lf no orders are passed, the probationer's services

rvill be deemed to have been unsatisfaotory and the probationer discharged lrom serr ice

Inter departmental transfers oI enployees may be nlade by the Competent Aulhority in

the interest of the institution and employees are bound to cornply tith orders in this

behalf.

Service Register and Seniority

A. lt shall be the duty ofevery employee to llrnish, in writing. his/her correct and complete

bio-data in the prcscribed lorm to the Colnpetent Authority for the purpose of opening
Service Register, and therealler promptly to notify, in writing. any subseqlrent changes

in the derails furnished. Any suppression/distortion of material facts are sufficient
enough lor terrnination.

B. Administration of SVIM maintains staff service registers and a seniority list of the

teachers and other employees.

Record of Age Proof

The date of birth of an employee, as furnished by her/his at the time ofjoining duty, should be

suppofied by her/his School Leaving Certificate. The age ofthe employee verified as abovc and

accepted and recorded in the service register by the lnstitute and approved by the competent

authority shall be conclusive proof of the age of the employee for all questions concerning

her/his employment including rctirement. and no correctiorls will be carried olLt in the service

register even when the age is corrected in the School Leaving Certificate.
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E.

9.

f. Change ofAddr€ss

\\'henever any change occLrrs in the residential address ofan employee she/he must immediately
intimate such changes to the Competent Authority in writing whjch shall be recorded in the
registers maintained in the administrative office ofthe lnstitute.

Leaving the Headquarters

No employee shall, ordinarily, while on leave or under suspension or on holidays, leave the
headquarters without prior permission of her/his leave sanctioning authority. If an employee
wishes to leave station for any reason, while applying for such leave, she/he should communicate
to the Corresponden/authorities the out-station address/contact number at which she/he may be
contacted il necessarl.

Identification of Employees

Eve.y employee will be provided with an Identification Badge/ Card and she/he shall show it on
demand to any person authorized to inspect the same. The employee, while in the lnstitute, is
required to display such a badge on her/his person. When the employee ceases to be in
employment, he shall surrender her/his identillcation badge/ card to the office before her/his
accounts are settled. If an employee loses or damages her/his badge/ card during her/his service,
he/she shall pay a fee as may be fixed fiom time to time, to meet the cost ofreplacement.

R€signation/Retirement

An employee who is permanent may resign from his/her position after giving three months'
notice in writing to the Institute or three months' salary in lieu of the notice in the case of
Teaching and Non-Teaching staff. However, the said notice period shall be one month in
probation period.

Employee on contract may resign fiom his/her post aftet giving one-month notice in writing to
the Institute or one-month salary in lieu of the notice. The Management has the discretion to
accept the resignation or waiver ofthe notice period. All permanent employees shall retire at the
end ofthe month in which they complete the age of superan nuation, provided Management may
permit the teaching staff to continue to serve after retiremenr as aforesaid iill rhc end bf dre
acadenic year to ensure that the teaching work is not hampered.

Retirement rule u'ill be applicable for teaching and non-teaching employees as per Higher
Education/ State Government (Govemment olMadhya Pradesh) rules and regulation elfective at
the time ofretiremenl

10.

11. Code ofConduct and Discipline in General:

A. Unless it is explicitly stated, the staff employed in the Institute shall be at the disposal of
the lnstitute during all the working hours and he/she shall serve it in such capacity and at
such places as he/she may f.om tiilte to time be directed.
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B, Every men,ber ofthe staffofthe Institute shall conform to the rules and regulations in force
in the institution and obey all orders and directions which are given from time to time to
her/him by any person or persons under whose jurisdiction, superintendence or controls/he
may be placed from time 10 time.

The members of the staff of the Institute shall furnish either at the time of appointment or
when asked for, an undertaking agreeing to abide by the rules and regulations in force and

the other conditions which the management may prescribe or modify as the case may be.

Each nember ofthe staff is expected to know the Visioir, Mission, Values and Quality
Policy ofthe institution and work constantly for their realization. They are also expected to
be in the know of all the guidelines of AICTE, UGC, State University and all concerned
agencies and laws concerned with running a higher education institution.

C,

D.

12. Code ofConduct and Discipline in Particular:

All the mernbers ofthe staff shall be formally dressed, besides wearing the identity card.

Employees shall discharge their duties efficiently and diligently so that the student
community may be given a high quality of teaching and training aligned with the Vision,
Mission, Values, and Quality policy ofthe Institute.

Employees shall not absent themselves from their duties except when very necessary and

with prior permission.

Every staff member shall be found in his/ her specified working place. Leaving the work
place is allowed only with prior permission and after recording the same in the movement
register.

Every member shall conform in Letter and spirit to the rules and regulations ofthe Institute
as regard. ro,heirjob descriprion and prescriptions.

Every member shall perforn all the additional duties assigned for the welfare of the
students either before or after regular rvorking hours or on holidays.

No member of the staff shall be engaged in gambling or betting either in the Institute
prenises or in any public place.

Substance abuse is strictly prohibited in the Institute premises. No member ofthe staffshall
be found in a state of drunkenness nor shall s/he consume any alcoholic beverage or any
kind of in toxicants in the Institute premises.

No member of the staff shall be,.for any reason, found guilty of giving or taking bribe or

B,

t)

E.

F,

G.

H,

t.
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R.

S.

gifts or any illegal gratification from the sludents or their parents or guardians or hom
orlcr crnflo)ee5 L'r liont rn1 o l_c agerrcies.

\o menlber of the stalf shall indulge in harassment ot any type. misbchaviour or \ ictilnizc
or shorv partiality to any ofthe stallor studenls ol the Institute- All thc staffare expected to

aVoid strictly all discriminaliol1s based on caste, creed) status, and keep themselves away

liom allkinds ofgender bias.

No menber of the stalf shail be involved eithef directly or in directl), in any criminal
activities.

If any rnerrber ol the stafl is subjected to any criminal proceedings, the Correspondcnt
shall be apprised olit.

If any member ofthe staff is arrested on any charge and detained in custody for more than
24hours, he/she shall be deemed to be undcr suspension lrom thc datc of arrest. When
rcleased or on bail thc member should convince tbe management of his/her bona-fides to
be reinstated.

Anl llrenrber-. convicted in a court oflaw on criminal charges, shall have his/her ser\ices
terninated.

No staff member shall bring or attcmpt to exeft any political or social pressure or othct
influences on his/her supcrior aLrthority in respect ofhis/her service inrerests.

No rrcmbcr of the sull shall be a member of any political party and neither shall s/he

contcst any political electiorl. No mcmber o[ the slaff shall get involved in any political
activit)' within the Institute campus.

No member oithe staff shall engage directly or indireclly in any activity lor financial gain

or lrade or busincss, like running iulorial or coaching classcs, tcchnical courses. small
businesses. driving schools or private consultancies ot any rvork ofremuneralive naturc.

Thc rrembers ofthe stalf shall bave only a decent, mature professional relationship among
themselvcs and wilh the students keeping an emotional distance and in no way involve in
r l\ l ..rJ. r'rcr'r irr *-cJ ur Jced

Works of honorary nature like doing research, writing books or undeflaking $ork ol an

academic nature inciuding guiding PhD students ale encouraged. provided they are done

without prejudice lo the work in the lnstitute qith proper permission liom thc
Correspondent.

No mcmbcr ofdre stalfmay apply for employment elsewhere \\ithout the prior pcrnission
ofthc Correspondent.



L r_o member ofthe staff shall engage himselflherself in mass signatrrc campaign.

No member of lhe stalf shall mobilize the staf'f f'or any demonstration, n]ass representatiorl
or protest against the management.

No member ofthe stallshall errgage himself/herselfin any protcst against the management
likes lo$ down work, mass casual leave. pen down strike or any other intcrrLlption or
discontinLrance of work.

Thc members ofthe siaffshall not participate in any ofthc strike or demonstration which is
prcludicial ro rrrc :nrcrcsts ol thc lnstitute.

No member of the staff sliall indulge in destructive criticism of the policies. of the
managenrent either in speech or in writinS neithcr shall he/she associate herself /hitnsell
with those who are cngagcd in sinilar destructivc actjvities nor shall he/she venlilate any
grievance through the press, leaflets, hand bills. elcctlonic or digital social ntedia, elc.

Z. No nTerrber of the staff shall damagc or attenpt to cause damage 10 the prope(y of the
Institute and bring loss to it.

AA. No mernber of the staff shall disobey the orders of the management or superiors; neither
shall he/she reluse to accept any communioation fron the management.

BD. No one shall lcnowingly mai(e any false statements in any document peflaining to her /his
employment in the Institute. Neilher shall anyone of the stalf try to access or copv or gi\ e

or take or possess an) document belonging to the lnstitLrte he/she is not authorizcd to
possess,

CC. No represcntation of grievances is to be made to the managemcnt except through ploper
channcl.

DD. No nrember of the staff shall make an) stalement or write any afticle to the press or gi\ c
any talk on the radio or TV or post in any social media or private or social network or
blogs. ol1 a topic reiated 10 the lnstitule/ management without prior sanction tiom the
Corespondent.

EE. No nrembcr of thc stalf shall makc u\c ot or gi\( dccess io othets, any matter of
conUdential nature which he/she has acquired as an emplo)ee in the Institute lbt any
purpose.

FF. F,\'ery member of the stalf shall hold the development and success of the lnstitute very dear
to him/her and shall come lorrvard with suggestions and proposals for its glowth. He/She
shall generously give her/his best so that the Institute rvill eve| fulfill the mission the
management has envisaged lbr it.
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CC. Every ncnber of thc sialf shall take keen intcrest in the continuous enrichment of her/his

profession through stlrdies and research throughout the carecr'

llll. Members 01'the stalf are expccted to participate in knowledge building activities and enrich

thcir field of kno\\,ledge by sharing the aftifacts, engaging themselves in scicntific dialogue

and collaborating in research with their professional pecrs at the Iocal, national and

international levols through avenues likc prolessional mcetings, seminars, workshops,

conlerences etc.

ll. Menberc ofthe stafl'sllall respect lhe rights and,dignity ofall the students and deal with
thern inlpartiaLly regardless ofthe irreligion, caste, socio-ecdnomic status, physical abiLities

and gender. l'hey shall respect and shorv keen interest to listen to the opinions and vieNs

expresscd by the studcnts lor their bcnefit and benefit ofthe institutiorl

JJ. Each ofthe stafi lvith their limits, shaLl spend time to encourage. mentor and counsel the

students who are in need of gLlidance fol the quality improvement of their edllcation and

career wilhout expeotation olany remuneration or compensation

KK. The nembers of the staff shall speak rcspectful of other staff and render assistance lor
lnutual profcssional betterment and ref'rain lrom lodging unsubstantiated allegations against

colleagues to higher authorities.

LL. The menrbers ol the stall shall give duc rcspect to the parents and guardians of the

students, corlvcy any inlbination with rcgard to their wards politely during the parcnt_

teachers interaction meetings or through other nreans rvhenever it is nccdccl

lJ.l Leavc Rule

Leave means perrritted absence f'rom dLlty. The Correspondent is the leave sanctioning authoril-v,

hou.ever. the Director sanctions casual leave as a delegate ofthe Corrcspondent

) Applications for leave shalj be made in the prescribed form.

> Leave applications shall be subnitted through proper channel.

I-cave cannot ordinalily be claimed simply rlithout considering the needs olthe.iob When the

exigencies of the seNice so recluire, discretion lo r'efuse or revoke leave of anv description is
rescrved to the aulhorily who is empo\\'ered to granl it.

> An employce on leave can extcnd or shorten the period ofleave granted to her/ him only
with the pennission ol the authority, lvhich granted her/lrin, leave.

) An employee on leave may not take any outside service or accept any employment

during the leave pcriod.



E. Punctuality in Attendance and Permissions

Slaif menbers shall sign the attendance legister, besides punching, on \\,orking days bef'ore
Iheir duty time fixed by the Competent Authority.

- Pernrissions may be granted lor an hour a day. twice in a monlh by the L)irector as
provided lor by hinr.

- Availing perrrission tbr a third lime or coming late lor a third timc in a month shall be
treated as halfa day Casual Leave.

Policy for Holidavs, Leaye and Vacation

(l) Holidays

The Institute will observe public holidays and reslricted holidays in a calendar vear as fixed by
Govemnlent of Madhva Pradesh.

(2) Vacation

The l-aculty shall be cntitled lor winler and sutnmer vacation as recommended from time to time
by the Dircctor of the Institutes, which will be on the basis ol the norms prescribed by the
Management t'rom time to time.

(3) Leavc

'l'he employees oflnstitute may be sanctioned leave as shorvn belolv. This will be subject 10 the
condiiion that leave cannot be clain,ed as a matter ol right and when the exigencies of the
lnstitute so requjre, discretion to relllse or revoke leave ot' any description is resewed with the
sanctioning authority.

I. Casunl Lexve

(a) Casual leave admissiblc to facnlty and other staff will be 13 days in a calendar year subject
to the condition that normally not more than four days casual leave may be allowed at any
given tilne.

(b) Casual leave cannot be combined with leave ofany other descriplion.

(c) Casual leavc cannot be accumlllared and led\e not a\ailed ofdLtr ng any panicular vear shall
lapse at the end ofthat year.

(d) An employee shall be entitled f'or CL on pro rata basis in the year of his/her joining the
Institute.

lI. Duty Leave

Duty leave. not exceeding twenty days it1 an academic year, nay be granted to an employee for the
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tbllos ing purpose:

ra) Artending confercnces, congresses, symposia and seminars on beharfofthe Institute or with
rhe permission ofthe Competent Authority.

'bt Delivcring leclures in the institutions and universities on the invitation ofsuch institutions
or univer.sities received by the lnstitute and accepted by the Institute.

(cl Working in another Indian or for.eign univer-sity. anv other agencv. institution or
organization, lvhen so deputed by the institure.

(d) Parlicipating in a delegation or wor.king in a committee appointed by the covernment of
India. State Covernnent, the University Crants Co,'missioniAICTE or anv other acaciemic
body

(e) conducting examination ol a university/public service commission. tsoard of examiaationor o.her. nilar ',,Jies insrirrrriorrs.

(D Inspecting academic institutions atlachcd to a statlttory lroard, e1c.

(g) Checking answer books or going as external exaniner fbr taking viva voce, praotical exam
etc.

(h) The dllration ol leave should be such as may be considercd necessary by the sanclioningalrlhority on each occasjon.

(i) An employee needs prior approval fbr availing duty leavc.
(1-he prior approval shall be obtained. by ar cmployee f.ronl sanctioning authority byapplying.lor duty leave thrcugh proper channel enclosing all the necessary clo-cLrments alongwith the Ieavc appiicalion).

(i) After_availing duty leave, the appljcant n1ust submir Certificate (whercver applicable) ro the
Establishment Section. in case he/shc hrs aitended the.onfe."n"e. cotlgress. synposia,
senrinar etc,

(k) Director is rhe sdnctioning authorit), for duty leave ofany nurrber ofdays.
(l) Duty Leave may be combined with camed leave, halfpay leave or extraordinarv lcave.

III. Earned leave

(i) Earned Leavc for Faculty Members

In addition to 15 days Summer & 15 daljs winter Vacations. Earned
fac!rlty menrber subject to completion of six months service fr.om the

leave admissible to a
dale ofjoining (i.e., ofone academic serrester), from the date ofjoining shall be:_

(a) 15 days in a Caiendar year to be credited in their leave account in two installments asunder:

' 7 days EL to be credited in advance in first week ofJanLrary ever] year. and

. 8 days to be credited in advance in first week ofJuly every year.
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(b) One-halfoftle period, ifany, during which he/she is requiredto perlorm duty during
vacation.

(c) Hols/HoDs/or any faculty rrember who is holding an administrative post shall not be

eligible for availing vacatjon, however he/she will be eligible for 30 days earned
leave in a calendar year like other non-teaching employees.

(d) For the purpose of computation of the pe od ofactual service, ail periods ot'leave
except casual, and duty leave shall be excluded.

(e) Earned leave at the credit ofan employee shall not accumulaie beyond 300 days. The
maximum earned leave that may be sanctioned at a time shall not exceed 60 days.

Earned leave exceeding 60 days may, however, be saictioned in the case of higher
study, or training, or leave with medical certificate, or when the entire leave, or a

podion thereof, is spent outside India.

(l An employee whose resignation has been accepted shall not be allowed to avail any
kind ofleave at his/her credit while seNing notice period.

(g) An employee who is terminated/removed or dismissed from his services shall not be

allowed to encash earned leave.

(ii) Earned Leave for Non-Teaching Staff
(a) The Non-Teaching staff will be entitled for thifiy days eamed leave in a Calendar

year. The earned leave will be credited in advance (subject to completion of six
months of service from the date ofjoining) at the rate of 15 days in first week of
January and first week ofJuly every year. For the employee who joins beiween these
two periods, the calculation will be at the rate of2% days per month.

(b) The ma-rimum earned leave that may be sanctioned at a time shall not excced 60 days.
Earned leave exceeding 60 days may, however, be sanctioned in the case of higher
education, or training, or leave with medjcal certificate, or when the entire leave, or a
portion thereof, is spent outside India.

(c) An employee whos€ resignation has been accepted shall not be allowed to avail any
kind ofleave at his/her credit while serving notice period.

IV. Half-Pa) Leave

Half-pay Leave for Teaching & Non Teaching Employees.

Halfpay leave admissible to an employee shall be 20 days in a Calendar year. Such leave may
be granted with or wjthout medical cefiificate.

In the fi$t week of January & July every year 10-10 days Leave (Totai 20 days Half Pay
Leave in a year) respectively shall be credited in advance to each employee's account.

The employee who joined between calendar year, the HPL will be calculated @ 5/3 days per
month.
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V. Commuted Leave
Commuted leave, not exceeding half ihe number of half pay leave due, may be

granted on the basis of medical certilicate from a registered medical practitioner to

in employee subject to the following conditions:

(a) Commuted leave during the entire service shall be limited to a maximum of

300 daYs;

(b) When commuted leave is granted, twice the number of such leave shall be

debited against the half-pay leave due; and

(c) The total duration of earned leave and commuted leave taken in conjLinction

shall not exceed 240 days at a 1ime. Provided that no commuted leave shalL be

gianted under these rules unless the authority competent to sanction leave has

ieason to believe that the employee will return to duty on its expiry An

employee wili be eligibie to encash commuted leave at the time of retirement

subjeci to condition ahat the encashment of total shall be limited to 300 days

i.e., (Earned leave + commuted leave)

The employee who is terminated/removed or dismissed shall not be eligible for

any leave encashment.

(d) After availing commuted leave, medical certificate should be submitted within

ten days afte; resuming the services Any certificate submitted therealter will

not be accepted and the leave duration will be treated as HPL "without

certificate" aird half of the salary for the said duration will be deducted as per

the norms.

The Sdnctioning aulhority has discretion to obtain second medical opinion

.from Govt. ciNil surgeon or autholized medical practitionet ofthe Intlitute

VI. Extraordinary Leave

(i) A permanent employee may be granted extnordinary leave when:

(a) No other leave is admissjble; or

(b) No other leave is admissible and the employee applies in writing for the

gmnt of extraordinary leave.

(iD Extraordinary leave shall always be without pay and allowances Extraordinary

leave shall not count for increment except in the lollowing cases:

(a) Leave taken on the basis olmedical certificate

(b) Cases where competent authority is satisfied that the leave was taken due to

the causes beyond the control of the employee, such as inability io join or

rejoin duty due to civil commotion or a natural calamity, provided the

employee has no other kind of leave to his credit;



Leave taken for pursuing higher studies; and

Leave granted to accept an invitation to a teaching post or fellowship or

research cum teaching post or on assignment for technical/academic work
ofimpofance.

Extraordinary leave may be combined with any other leave except casual leave,

provided that the total period of continuous absence from duty on leave

iincluding periods of vacation when such vacatjon is taken in conjunction with
leave) shall not exceed three years except in the cases wherc leave is taken on

meclical certificate. The total period olabsence from duty shall in no case exceed

five years in the full working life ofthe individual.

The authority empowered to grant leave may commute retrospectively the periods

ofabsence without leave into extraordinary leave.

vII. Study Leave for Faculty
Normally the study leave may be granted after a minimum of three years of
continuous se|vice to pursue a special line ofstudy or rcsearch directly related to

his/her work in the Institute or to make a special study of the various aspects of
lnstitute and methods of education. The paid period of study leave should be

limited to two years and ihe employee has to submit an underlaking of serving

the Institute for three years a11er avaiiing the study leave.

Study leave shall be granted by the Management on the recommendation ofthe
Director of the Institute.

StLrdy leave shall not be granted 10 an employee who is due to retire wiihin five
years ofthe date on which he/she is expected to return to duty after the expiry of
study leave.

Study leave may be granted not more than twice du 11g one's career. However,

the maximum of study leave admissible during the entire senice should not

exceed four Years,

No Employee who has been granted study leave shall be permitted tq alter

substantially the course of study or the program of research without the

permission of the Director.

Subject to the provision of sub-clauses (vii) and (viii) below, study leave may be

granted on full pay.

The amount of scholarship. fellowship or other financial assistance that an

enployee, who have been granted study leave, has been awarded will not
preclude his/her being granted study leave with pay and allowances but the

scholarship etc. so received shall be taken into account in determining the pay

and allowances on which the study leave may be granted.

The loreign scholarship/fellowship would offset against pay only if the

fellowship is above a specified amount, which is to be deternined from time to

(c)

(d)

(iiD

(iil

(iii)

(iu)

(i)

(iv.)

(u)

(vi)

(vii)

34



-

t
.r
ra

t

time. bascd on the
!o be undertaker.
olthe teacher. the

Lo'l of :\ i rg Inr d tarnil) in rhe c.rrnrrl rrr
lI h( cd.e oJ an lnd.rn lellou.hip. ulii.h
srlarl uilnor he paid.

1\iii) Subject to thc maximum period of absence from dutv on leave not excecdjng
trvo years, the stud), leavc may be eornbincd rrnh eerircd ler\c. halt oc\ lcave.
c\rr.rurd..r.rr) ,ea\c or \d.illio.l. p|urideJ rhar thq ed.t<o l<J\c at rrre rrcd .f
drc lieultl shall be rrrjJcd L,fatrhe discretion oithe faculrt,. An emplovee rvho
is selecrcd to a higher posr during stud) lerve, rr 11 be placcd in rnci Josit.n an,l
get t\e higher.cal( o,rl1 a,rer:orning rhc posl.

which the study is
exceeds the salary

and rejoinjng the
wirich he/she shall.

yeaLs olservice mav be
other acadcmic pursuit
and usel'ulness to the

(ix)

(\)

An Etnployee grantcd study leave shall on his/her retllrn
service be eligible to the benefit of thc annual increment(s)'torrerer. he cligiole to rscci\e.rrredr\ n inc.en,enls.
Study leave shali count as service tbr conrributorJ provident fund. provicled theemployeejoins on the expiry ofhis/her leave.

Pcnnanent f'aculty ofthe Institute, who havc comDleted Tcn
Url,rtcd sdhhalicd, leave 16 11noc1a1,. :lud\ ,,r re,edrLh of
otel\ rur .he obje.t.\( .t increr.irrg rhei" proficiencl

lnstitute and higher education svstem.

l he duration ofleave shall not exceed one vear at a time and t\.vo vears in the entirc
iare<- nl i, lac,rlt).

The laclrlty, rvho has availed hjnselflhersclf of stud1, ieave, \\,ould nor be entirled

(\i) Srudv les1'g g...1a6 ,a an enployee sharl be deened to be cancerecr in case ii iq
not availed ofrvithin twelve months ofits sanction.

(rii) Ar c'ployee avaiiing himserflhcrserf of study leave shall undc(ake that helshc
shail seNe the lnstjtute lor a continuolts period as decided by the Management to
be calculatcd lrom thc dcie,,j hrs hel iesrrrninB.;furl nLf"i.*firy ofthe stud),
lcave. Howcver. this period sltitll \xrj on the Ui"is of Ue,l,,r"lion o1.th" leau"\\'ith a minimum ofone !ear and a maximum offi!e vears.

(\iii) After the Ieave has heen sanctioned, the f.aclrlt), shall, belbre availing
himselfTherseif of thc leavc, execute a bond in i.avoi ol ttre' tnstitute. binAin-s
himsell/herselll for the due fullillmenl of the conditions laid dorvn in sub_clause(xii) above and (xiv) below and give securilv of inrmovable propeity or a fjcleliry
bond ofan insurance company or a guaranlee by a schedulej bank or ol anv kitxlnl ,ecr,-irr ro lhc c.rt crrclior nlrhc ln.rirLrre a,id lulnr.l- se.rrrirt 

"i 
,r".;. i..

one of wirich is a perntane r lacuit) ofthe lnstitute for rhe e,lount rvhjch rnioht
become refundable to the lnstitllt€ in accordance with the bond.

(\iv) Thc ernployee shall subnlit tL, the Direclor. rhe reports ot.progress in hislhcr
sludies once in every six nronths lrom his her supen rsor rtr,oigh--ihe Director oi
th€ Institlrte.'fhis report slrrll reach rhc Dircctor \irhrn onc minrh ot the cxpiry
of every six nonths of thc stLrdy leave. If the report clo", no, ."""h the Director\\ithin fic specitjed time, the payrnent of leave salary nay be deterrect till there.ci1.r,t .L,ch rcpurr.

\-III. Sabbatical Leave for Faculty
ri)

1 ii)

liii)

t



to the sabbatical leave.

(iv) The faculty shall, during the period of sabbatical leave, be paid pay and allowances

at the rates applicable to him/her in line with the I-lR Policy ofthe Institute

(v) The faculty on sabbatical leave shall not take up during the period ofthat leave any

regular appointment under another olganization in Indja or abroad He/she nTay,

however, be allowed to accept a lellowship or a research scholarship adhoc

teaching and research assignmeni with honorarium or any other form olassistance,

other than regular employment in an institution of advanced studies, provided ihat

in such cases the Institute may, if it so desires, sanction sabbatical leave on reduced

pa) and allouances.

(vi) During the period of sabbatical leave, the faculty shall be allowed to draw the

increment on the due date. The period of leave shall also count as service for the

purposes of contibutory provident fund, provided that the faculty rejoins the

lnstitute on the expiry ofhis/her leave.

(vii) Execution ofSabbatical Leave shall be in line with policy ofthe Institute

Note:

(l) The program to be followed during sabbatical leave shall be submitted to the

Institute for approval along with the application for grant olleave

(2) On retlrrn from leave, the faculty shall repofi to the Institute the nature of studies,

research or other work undertaken during the period ofleave

IX. Materniff Leave
(i) Maternity leave on full pay may be granted, to a woman faculty/employee who has

completed one year of service, for a period not exceeding 180 days, and can be

availed twice in the entire career. Malernity leave may also be granted in the case

ol miscarriage including abo(ion, subject to the condition that the total leave
granted in respect ofthis to a woman faculty/employee in her career is not mole

than 45 days, arld the application for leave is suppofted by a medical certificate.

(ii) Maternity leave may be combined with earned leave, half pay or extraordinary

leave but any leave applied for in continuation olmaternity leave may be grarted,

ilthe reqLrest is supported by a medical certilicate.

X. Pat€rnity Leave

A rrale employee (who has completed one year ofservice) with less than two survi!ing
children is entitled to Patenity leave for 15 days during the confinement of his wile,
with a total duratjon of 30 days in the entire career- Paternity leave will not be debited

to leave account and may be combined with any other kind of leave (as in the case of
Maternity Leave). During Paternity leave, leave salary equal to the pay drawn before

lcave is admissible. Patemity l-eave can be availed fifteen days before delivery or up to

15 days from the date ofdelivery.
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F. Travels and Dearness Allowances (TA and DA)

For Institutional outsicle activities, TA and DA will be applicable as per notms approved by

Managemcnt of the Inslitute.

15. Provident Fund, ESIC and Gratllity for employees will be applicable as per 
'Llles 

and regulation

by concerned competent authority ofgovernment oflndia.

I nlcrlreta tion of 5en ice Rules

lf any question/conflict arises as to the interpretation of this Service Rules, the decisiorr of
Management shall be final and binding on all.

j IIL Welfare FacilitY

The institlLte is commilted to provide such facilities, services, and amenities to employees with the

objectile to work in energetic surroundings conducive to rvork with high morale. The institute

beiieves that welf'are lacilities help in creating healthy work environment and make employees'

rvolk life bettet and leads to qualitative output

l he following are solne wellare facilities lbr teaching as well as non-teaching stalf olthe institute:

. Canteen
' . Residence Facility (for Teaching Staf|

. RecrealionalFacility

I . I acilir) nr RO $ater.rl all h ock' nllhe in'rrlLlc

I . I .torm thr ! la.s lV Frnplo)ees

i . Birthday Celebratiorl

r Common Roon, (for Female laculty members)

. lndoor Sport Facility

. Dirvali

. Organ./itld Lo.trs lor

. Provident Fund

. Gratuity

. Medical Leave

. Maternity Leave

. Study Leave

. Residence Facility

. Semestcr Break and Earned Leave

. lnsurance
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. Financial Assistance for FDP/ Workshop/ Conference

. Academic Leave

. RecreationalFacility

. Staff Development Program (for non-teaching staff)

. Relaxation in the fees for students in sister concern institute (for non-teaching staf0

IV. Enterprise Resource Planning (ERP)

The institute provides the Enterprise Resource Planning platform to the ernPloyees .to work

efficiently in their core operations such as academic activities, leave records, pay slip, faculty

attendance with log-in log-out times, gievance entry, official reminders etc lnstitute is having

Emperor Solutions' product Acc Soft 2.0 ERP software for educational institution ERP helps in

reducing manual work so that people can incfease their accuracy with prcductivity in their lunctionai

area. The faculty members and nonteaching staff are timely guided about the working of the

sollware by the trained professionals provided by the company'

The ERP system shall have following modules:

Administr.tive Section

1. Fees Management

2. Accounts Management

3. Payroll Managemenl

4. .Material Management

5. User Management

Academics Section

L Admission Management

2. Lead Management (Admission Enquiry Management)

3. Scholar Management

4. Attendance Management (Faculty, staffand students)

5. Library Management

6. Academic Management

7. Training & Placemeni
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\ i luc Enhancers

L Bulk SMS

I Cheque Print, Labelprint, Bar Code print, I-card print

I Reminders lrom valious Modules

- Time machine attendancc iniegration (ESSL)

j. Pa) nrent gateway integration (Any One Bank/Paytm)

Others

Scl'olarship Vatta;<men

l. !lentor and MenLee Management

l. TC linking \\'ith Academic and Accourtc rc.ordc

-+. Student Satisfaction Surve)-

:. Complaint Management / Grievance rcdressal mechanism

6. CouI.t Case Management

t. Intcr-departmental file nrovement (lnward-olltward) - e-office.

Conlenl l\4anagcment

ERP Systenl interlace with the wcbsite ofthc lnstitutc

..\ny othcr modLrle proposed during customization. rvill be provided by Second pafty

V. Performance Assessment and Evaluation of Faculty Members and Non-

tcaching Staff

Thc institutional pertbnnance appraisal policy is designed to provide thc co4structive asiessment

ofthe emplo-vee. The assessment is bi-annual The period is considcred liorn July to Deccmber

and January to June. The appraisal of the f'aculty member is derived fronr the regulating bodies

and atllliatcd universities. The appraisaL helps in planning and reviewing the perfbrmance olthe

ernployee. The salar). increments, pronrotions also planned as per the eqsessrnent of the

cmployees. Thc lonlat olthe appraisal is difierent for the teaching al1d non+eaching emplo,vees'

At the joinillg. thc faculty and stafl mcmber oriented about the Pellormance Appraisa] System of

rhe institute.



Objective

The performance appraisal system aims

. To assist employees in understanding the expected pedormance standards set for the

assessment.

. To identify the dcvelopment gaps and research capacity.

. To know the tmining and development needs for thc employees.

. To provide performance review interaction to the employees so that they can improve their

performance.

o To award and recognize the best pedormer.

o lo rncrease and mainrain job satrslaction.

. To provide feedback to employee on his or her performance.

Eligibility

The en,ployee who completes six months lrom the joining the institute is eiigible to filI the
perfomance appraisal form.

Faculty members

At the end of the month of December and June, laculty members are required to fill a

Perlormance Based Assessment System (PBAS) format by themselves fl$t. The parameters such

as academic, institutional building, extension activity, research, faculty development, conference

/ workshop/ seminar participation, participation as resoutce person, any achievement etc. defined

in the format. The faculty members fill the forrr and enclose relevant information with the

format. The lorm of each faculty member is fLrrther evaluated by the respective Programlne

Coordinator and Head of the Department. After the evaluation of the perlormance appraisal

documerl. The Hedd ollhe Depanmenl prepare a sLrmmaD ol'erch emplo)ee s perlormance n a

differcnt format and submit it to the Administrative Office. Based on the remarks rnentioned by

HoD in the appraisal fonn, the Director of the institute reviews the performance of the

employees. These reconrmendations lufiher considered in the saiary increment, incentives and

promotion ot'the employees in future. A11 the appraisal forms and summfiy sheets maintained by

the administrative office and its reference copy files in the individual faculty member and non-

teaching staff personal fi le.
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Non- teaching Staff

The performance appraisal system shall also applicable for non-teaching staff of the institute.

The assessment shall be bi-annual. The parameters have been defined in different categories of

the appraisal fofln. The assessment of the performance shall be evaluated by the Administrative

Officer ofthe institute. The assessment report shall be taken as reference lor granting promotion

and up- gradation for their career progression ofthe non-teaching staffmembers.

Non Compliance ofthe Performance Appraisal System

Failure in the compliance of the appraisal system may lead to the disciplinary actions Any

employee falls in refusing to follow the rules of the system will be treated under disciplinary

actions. The management of the institution will be the sole authority to take the conective ot

disciplinary action against the employee. All employees ofthe institute are mandatorily required

to support and follow the implementation of tle performance appraisal system. Any grievances

lrom the employee side may be reported through the formal grievance redressal prccedure.

Review of fhe Document

As per the amendments and improvement made by the goveming, regulating or affiliated bodies,

the policy may reflect the changes. The review, revision and amendments will be made by the

higher competent authorities ofthe institute and will be informed timely to all the employees.

vI. Employee Grievance and Redressal Procedures

Crievance at workplace is inevitable and at the same time workplace needs a harmonious

environment among the employees. To achieve this kind ofenvironment, the institute designed a

robust and unpretentious rcdressal system for the employees.

The institute believes in providing the fair, transparent, and healthy environment to each

employee working in the institute. In order to ensure this environment, and preventing unfair

practices, the institute provides the platform to the employee to register and record his or her

complain to the g evance redressal cell.
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How employee can register his / her grievance?

An employee who is affected and going through the unfavourable circumstances telated to or

concerned with an official act or some inadvertences that may adversely marking as distress in

the employment relationship, may register his / her complaint in writing to the coordinator'

Crievance Redressal Committee The Crievance Redressal Committee is communicated to all

employees ol the institLlte. The Grievance Redressal Committee is available on the institutional

website.

Complaint Records Maintenance

lf an informal approach does not work then the complainant may lodge a complaint to the

committee coordinator. The process of grievance handling shall be kept confidential- The

coordinator ofthe cdmmittee keeps and files record ofthe registered grievances The complaint

w;th the complete report in the fbrm ofresolving and closing shall be forwarded to the competent

authority fbr flrrther decisions. l-lowever the registered complaint shall not exceed 30 days lrom

the date ofthe receiving complaint from the complainant

The employee whose complaint has not been dealt in time or the complainant is llot satisfied

wirh the solution shall reach io the higher authority and appeal for the same'




