Guidelines to be followed for internal communication

Dear HODs & Registrar,

You are requested to bring following points, related to procedure to be followed for official
communications, to the notice of all faculty &/or staff under your control and direct them to
follow the same strictly ... ... ...

Other than Administrative Office

Between persons holding parallel positions

1.

2.

10.

Any communication between Asstt. Prof. of same department / Associate
Prof. of same department — A copy must be marked to the HOD

Any communication between TGs of same department / CTs of same
department — A copy must be marked to the HOD

Any communication between Associate faculties of same lab of same
department — A copy must be marked to the lab I/c. On specific directives
of lab in-charge &or HOD a copy be marked to the HOD. Mention the fact
that copy is being marked to the HOD as directed by Lab in-charge/HOD

Any communication between members of same committee at departmental
level — A copy must be marked to the co-ordinator of the committee. On
specific directives of co-ordinator &/or HOD a copy be marked to the HOD.
Mention the fact that copy is being marked to the HOD as directed by
coordinator/HOD

Any communication between Associate faculties of various labs of same
department has to be routed through lab in-charges concerned — A copy
must be marked to the HOD concerned

Any communication between members of various committees at department
level has to be routed through co-ordinators of the committees concerned — A
copy must be marked to the HOD concerned

Any communication between members of various committees at institute level
has to be routed through central co-ordinators of the committees concerned —
A copy must be marked to the Dean concerned. On specific directives of
Dean concerned &/or Principal a copy be marked to the Principal. Mention the
fact that copy is being marked to the Principal as directed by HOD/Principal
Any communication between Central activity in-charges — A copy has to be
marked to the Dean(Academics) &/or Dean(Administration) for matter in their
jurisdiction as per the division of work already circulated to all. On specific
directives of Dean concerned &/or Principal a copy  be marked to the
Principal. Mention the fact that copy is being marked to the Principal as
directed by Dean(Acad./Admin.)/Principal.

Any communication between central co-ordinators of committees under
Centre of Research and Technology Development (CTRD) — A copy must be
marked to Dean(Administration), Principal and Director(CRTD).

Any communication between HODs — A copy has to be marked to the
Dean(Academics) / Dean(Administration) for matter in their jurisdiction as per
the division of work already circulated to all. On specific directives of Dean
concerned &Jor Principal a copy be marked to the Principal. Mention the fact
that copy is being marked to the Principal as directed by
Dean(Acad./Admin.)/Principal
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Guidelines to be followed for internal communication

11.

12.

Any communication between Dean(Academics) and Dean(Administration) —
A copy must be marked to the Principal.
If not on his/her own at least on demand any lawful addressee shall
acknowledge the receipt of communication

Between subordinates and immediate next superior

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

Any communication between Asstt. Prof. and Associate Prof., between
Associate Prof. and Prof. connected for carrying out any activity related to
academics — A copy must be marked to the HOD

Any communication between TG(s) & CT(s) of same department — A copy
must be marked to the HOD

Any communication between Associate faculty and lab 1/c — A copy must be
marked to the HOD

Any communication between member of committee and co-ordinator/Faculty
In-charge of committee at departmental level — A copy must be marked to the
HOD

Any communication between member of institute level committee and central
co-ordinator concerned — A copy must be marked to Dean(Administration). A
copy be marked to the Dean(Academics) for matter related to his jurisdiction.
On specific directives of Central co-ordinator &Jor
Dean(Academics/Administration) a copy be marked to the Principal. Mention
the fact that copy is being marked to the Principal as directed by
Dean(Acad./Admin.)/Principal

Any communication between central co-ordinator of a committee and HOD of
any department concerned — A copy must be marked to Dean(Administration).
A copy be marked to the Dean(Academics) for matter related to his
jurisdiction.  On  specific  directives of HOD  concerned  &/or
Dean(Academics/Administration) a copy be marked to the Principal. Mention
the fact that copy is being marked to the Principal as directed by
Dean(Acad./Admin.)/Principal

Any communication between member of committee under Centre of Research
and Technology Development (CTRD) and central co-ordinator concerned —
A copy must be marked to Dean(Administration). On specific directives of
Central co-ordinator &/or Dean(Administration) a copy be marked to the
Principal &/or Director(CRTD). Mention the fact that copy is being marked to
the Principal as directed by Central co-ordinator &/or Dean(Administration)
Any communication between HOD(s) & Dean — On specific directives of
Dean concerned &/or Principal a copy be marked to the Principal. Mention
the fact that copy is being marked to the Principal as directed by
Dean(Acad./Admin.)/Principal

Any communication between HOD(s) & Director(CRTD) — A copy must be
marked to the Dean(Admin.) & Principal

Any  communication  between  Jr.  Supervisor/Invigilator  and  Sr.
Supervisor/Central ISE co-ordinator/Exam in-charge/ Central co-ordinator of
Online exams — A copy must be marked to the HOD concerned and the
Principal

If not on his/her own at least on demand any lawful addressee shall
acknowledge the receipt of communication
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Between subordinate and superior(s) other than immediate superior

24.

25.

26.

217.

28.

Ordinarily any direct official communication between a subordinate and
superior(s) other than immediate next superior is not advocated except in
following conditions

a. When an immediate superior or his superior requires such
communication to be posted and directs so specifically.

b. In matters to be processed urgently which require consent of a higher
up to apprise him/her about the subject matter that final decisions can
be taken quickly on receiving the matter through proper channel along
with comments; a copy may be forwarded by the subordinate to
superiors other than immediate superior. It must be clearly mentioned
in communication that an advance copy is being forwarded to
...(Mention designation of addressee)

Any communication of a person working under HOD to another HOD has to
be routed through HOD of parent department

Any communication of a person working under HOD to the Dean/Principal
and above has to be routed through HOD.

Any communication to Society office and above has to be routed through the
o/o Principal

All resignations have to be tendered through HOD concerned only. HOD in
turn shall put his remarks/comments and forward the same ordinarily within
one working day to the Dean(Admin.) who in turn shall forward the same to
The Principal for further disposal

Other points to be noted

29.

30.

31.

32.

33.

34.

35.

In case of complaints/in case of harassment by immediate superior an advance
copy shall be forwarded to the higher ups with a regular copy being forwarded
through proper channel along with comments of immediate superior.
Confidential communications may be directly marked to the concerned when
the necessity of such a direct confidential correspondence can be justified
without following the routine channels of communication.

In case of grievances of female faculty/staff correspondence has to be
mvariably marked directly to Principal and Chairperson of Womens’
Grievance Redressal Cell

BCC of any email shall not be marked to any a person who is not connected
with the issue formally.

BCC shall not be marked to any higher up without being warranted by the
rules set hitherto barring those covered under point (30-31) above.

All relieving orders for faculty/staff shall be issued only through o/o Head of
department concerned.

Any communication to a subordinate staffffaculty working under another
person holding parallel/equivalent position shall be made/routed through the
said person only.

Procedure to be followed in case of unwarranted communications
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36.If it is found that BCC(s) is/fare marked violating clauses above then the
concerned authority/his higher up/any person to whom the correspondence is
made available for perusal shall investigate seuo motto /cause to investigate
the correctness of cause/necessity as envisaged by sender and deal with it as
follows .
a. A memorandum be issued to the concerned; if it has a malicious
intention of
I. Portraying a (wrong)dark picture about an entity
ii. Escaping the responsibility by providing wilfully wrong or
misleading information
iii.  Dodging
iv. Passing the buck under the pretext of whistle blowing
b. A warning be issued to the concerned if the genuineness of the matter
can’t be proved
c. If the information is divulged to an outsider causing an irreparable loss
to the institute disciplinary action shall be initiated.

37.1f a copy/CC is marked without being called for to do so as per
aforementioned rules then it shall be dealt as follows ..

a. A show cause notice be issued/charge sheet may be filed at discretion
if it is conceived to have been sent to pressurise the addressee
indicating that sender has access to higher up. Any penalty less than a
memorandum is not advisable

b. A warning shall be issued if a copy is marked intentionally to one who
is not connected with the subject matter leading to gossip.

c. Ifa copy is marked to one who is not connected with the subject matter
unwittingly it must be forgone but noted so in the first instance. If it
happens next time a verbal warning be given (and recorded
accordingly in personal file of concerned. This will not form the part of
appraisal of concerned). If it happens third time or again a warning be
issued for negligence in performing duties and shall form the part of
appraisal of concerned.

How to marks copies ?

38. A copy to a person having parallel position/higher position shall be marked in
the main body of the email or letter or written communication as ‘CFWC to’
(Copy Forwarded With Compliments) below the signature of sender

39. A copy to a subordinate shall be marked as ‘CC/Copy to :’ in the main body of
the email or letter or written communication below the signature of sender

40. Every committee member/position holder as a part of the system of
TG/CT/team/Administration/Committee  (both at department level as well as
institute level) must communicate using the designated official email-id only.
A copy [CC and not the BCC] of this mail must be marked to his/her own
personal email-id

How to address?
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41.

42.

43.

44,

45.

46.

A person of higher position within the institute /society shall be addressed as
‘Respected Sir/Madam’

A person from other organization with post/designation higher than the
Principal shall be addressed as ‘Respected Sir/Madam’

A person from other institute/organization up to position of Principal shall be
addressed as ‘Dear Sir/Madam’

A person holding parallel position, from parent organization/sister
concern/parent society’ shall be addressed as ‘Dear Sir/Madam’
Examiners/Co-examiners, Sr.  Supervisors, Squad members, Members /
Chairperson of LIC from whatever institute shall be addressed as ‘Dear
Sir/Madam’

No communication without any salutation/proper addressing pattern shall be
made to any other person as if it were an informal one.

Special cases

47.

48.

A communication to a person in the form of a ‘warning/memorandum (to a
wrong doer)/communication seeking explanation/show cause notice’ shall not
include a formal addressing pattern or salutation

Demi-official communications be specifically marked so. A separate outward
and inward register for demi-official correspondence be maintained — at least a
running sequence be maintained.

Administrative office

49.
50.

51.

52.

It is mainly handled by The Registrar and the Accountant

The Registrar shall direct all correspondence to any individual through the
HOD concerned only. For urgent matters it may be directly sent to the
concerned with a CFWC to concerned HOD

A CFWC of every communication to any department from the Registrar shall
be marked to Dean(Admin.). For subject matter in jurisdiction of Dean(Acad.)
CFWC must also be marked to him.

A CFWC of every communication made to Dean(Acad./Admin) by Registrar
be marked to The Principal.

53. A copy of any communication to the Administrative Office from the

department, routed through HOD, shall be given to Dean(Acad.) &/or
Dean(Admin.)

A chart indicating hierarchy shall be circulated shortly. Refer the same in case of doubts.

Sent for your records and necessary action

(J G Kulkarni)

Dean - Administration
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10.
11.

12.
13.

S.P.S.P. Mandal’s
N. B. Navale Sinhgad College of Engineering, Solapur

Duties of Lab In-charge

To check requirement of consumables & equipment & prepare required estimates

To prepare the budget for next financial year in respect of above for approval of the
Principal. Send it through HOD for further disposal latest by November end of the current
financial year. Present and justify the same in the meeting of The Principal, Deans and
HODs. Carry out necessary modifications latest by 15" January of current FY.

To prepare a mailing list of vendors of repute

To call quotations as per prioritized approved requirements and prepare a comparative
statement. Put up the same for further disposal to through the HOD to the Principal.

To call for additional quotations, if the same is warranted by the Purchase Committee.
Update the mailing list of vendors accordingly for further use.

To keep a track of discounts offered / subsidies offered / special offers floated under
various scheme of Gowt. related purchases in his/her own lab.

To receive from administrative office a copy of P.O. on letterhead of institute for records
and preserve the same

To keep a track of PO being processed by vendor and take follow up of the procurement
process.

To communicate any details of logistics received from the vendor (dispatch details) to the
Registrar for making necessary arrangements to receive the goods and to arrange for the
stay (accommodation and boarding facility as per terms and conditions of P.O. or as per
prevalent rules and norms of the parent organization — SPSPM) of accompanying staff of
vendor’s organization who may come for giving demonstrations.

To check whether materials / equipment received are as per Purchase Order

To make necessary arrangements for demonstrations — Materials, Manpower, Time slots,
Communication to all concerned etc.

To test the equipment received & certify the same, if satisfactory.

To communicate if materials/equipment received are deficient/not up to the mark / not as
per PO and inform HOD & A/c section not to pay the bills / to retain a commensurate

amount of money in consultation with HOD



14.

15.

16.

17.

18.

19.
20.
21.

22.

23.

24.

S.P.S.P. Mandal’s
N. B. Navale Sinhgad College of Engineering, Solapur

To assign Dead stock register number to instrument / equipment, enter all relevant details
in Dead stock register & get it approved by H.O.D. / Principal

Forward bills to the H.O.D. / Account section / Principal with testing report & certification
after commissioning along with DSR number

To cause / direct supporting menial staff to check all equipment along with accessories on
daily basis & to keep record in the format prescribed. Copy of this format is enclosed.

To cause / direct Technical Assistant or Lab Assistant to check all equipment along with
accessories on weekly basis & to keep record in the format prescribed. Copy of this format
is enclosed.

To get all entries approved & verified once in a semester by H.O.D. /by the person who is
assigned this duty by the HOD & once in a year from The Principal /by the person who is
assigned this duty by the Principal

To maintain a register to report damages and corrective action taken.

To keep record of expenses incurred to make good any damages

To pinpoint miscreants & propose to impose penalties for any loss / breakage on a specific
student / group of students / batch and / or the menial staff or assisting staff or faculty
member carelessly handling the equipment.

In case penalties are proposed to be inflicted as above then preparing appropriate well
worded office notes explicitly specifying the matter and estimate of damages caused etc.
The same shall be got approved from the H.O.D. & Principal

In case of imposition of penalties approved as above to keep record of recovery from all
concerned. Students shall not be allowed to carry out any experiments till they pay fine
except when they are exempted / allowed to pay at later stage by higher ups only when the
communication is received by the lab in-charge in person from them as a written
communication. All payments shall be made only in the A/c section and lab I/c shall
mention the Receipt No. and date of receipt in the register maintained for the same.

In case of verbal communication from the higher ups to exempt/waive or to allow to pay
the fine imposed later than the last date specified; the lab I/c shall communicate it writing
to the AJ/c section accordingly and get it acknowledged and preserve the acknowledgement
of the communication. The same shall be the mentioned in remarks in the register

maintained. The AJc section shall get it authorized by the Principal and register against



25.

26.

217.

28.

S.P.S.P. Mandal’s
N. B. Navale Sinhgad College of Engineering, Solapur

UID/PRN of student as dues from the student. It will be the responsibility of the office to
recover said dues from the student within extended due date/ whenever student is required
to pay exam fees/ fees for the next AY or before issuing ‘No Dues Certificate’ to the
student, as appropriate.

If an instrument /equipment is out of order & becomes irreparable or requires huge amount
to be spent for its repairs which is not commensurate with its usage and benefits in its
extended serviceable life or maintenance cost of equipment is more than its depreciated
value, then to put up a proposal to write off the same and get it approved by The Principal.
After approval is accorded then by putting a note to discard the entry from Dead Stock
Register. The total value of the assets belonging to the lab shall be appropriately reduced &
a communication to this effect shall be forwarded to the A /c section for incorporation in
the balance sheets

To provide a certificate every time DSR verification is done mentioning the number of
pages in the DSR, that there are no pages that have been torn/spoilt and overwritten except
when the overwriting is authenticated by the lab I/c and HOD and Principal jointly by
putting their dated initials and subject to findings of Dead Stock Verification Report filed
vide Ref. No. ..[Number of items missing as mentioned in the list filed vide Ref. No. ..
(letter no. and date to be mentioned), number of items found extra, missing bills, missing
PO, Unauthorized entries, missing pages etc. Persons carrying out internal DS verification
shall provide a copy of the same to the lab 1/c through the Principal]

To maintain/cause to maintain all records in proper condition duly updated from time to
time .. to include Issue Register, Users’ Entry Register, Daily/Weekly/Monthly verification
charts, Consumable and Semi-Consumable Registers, Details of payment to vendors,
Penalties Imposed, correspondence for Maintenance (Indoor and Outdoor), Calibration
details, Mailing lists, Quotations, Queries floated, POs, Comparative statements, Budgets,
Proposals and relevant follow-up, Petty purchases and copies of relevant vouchers,
Correspondence with Vendors, List of Testing and Consultancy services offered and
rates/charges for the same, Staff appropriation details, Funded projects and relevant details,
DSR, Job Registers, Movement Register for equipment etc.

To keep in safe custody all correspondence to & from the lab & maintain an lI/'w & O/w

register.



S.P.S.P. Mandal’s
N. B. Navale Sinhgad College of Engineering, Solapur

29. To keep a track of various announcements by the university /UGC /DTE /AICTE in respect
of technical & financial aids under various schemes like MODROB or RPS or any other
newly floated scheme & to prepare, if found relevant after consultation with the H.O.D.,
necessary proposals to upgrade the lab or proposals for technical / financial assistance to
the concerned authority & taking up a regular review of the status of the proposal if such
proposals are filed with the authorities for approval & complying with the requirements, if
any.

30. To catch clientele to the extent possible in respect of testing of materials /consultation
activities in connection with the lab.

31. In case of testing of materials entrusted to the lab on behalf of NBNSCOE by the third
party/outsider ...

a. To maintain party-wise record of job entrusted

b. To carry out necessary testing of materials received

c. To keep a record of testers, verifiers — lab 1/c, HOD, Principal who sign reports — for
the purpose of calculation of staff appropriation

d. To find latest cumulative testing charges earned by lab at any instant of time

e. To find return share at approved rate for reinvestment in department at sole

discretion of department
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STES/Personnel/201) 12734 Date 17 10 2011
CIRCULAR

Subject : Various kinds of Leave admissible to the Teaching and Non-Teaching Employees working
under Sinhgad Technical Education Society — Leave Rules.

Guidelines and mstructions i respect of admussibilty of various kinds of leave, terms and
A tonditions for sanctionmg leave have been issued from4ime to time in the past. However it has been
observed that Head: of Departments / Heads of Institutes, Colleges, Schools are not aware of all

provisions in the leave rulos

Many guenes and doubts m respect of admussibility of leave, terms and conditions for
sanctiioning various kinds of leave are rased from almiost all Campuses 1t has therefore been decided to
prepare up to date compilation of Rules of all kinds of Leave and circulate to all for compliance of the
same uniformly (Annexure 1).

Leave application formats, and Bond to be submitted by the employee proceeding on study
leeve are also enclosed as per Annexure 2, 3 and 4 of this Circular respectively

These Leave Rules shall also be applicable to the all Teaching and Non Teaching employees
working in the Institutes/ Culleges/ Schools etc run by the Sawitribai Phule Shikshan Prasarak Mandal,
Kamalapur; Shrinath Shikshan Prasarak Mandal, Kondhapuri and Shri Yashawantrao Chavan Shikshan
Prasarak Mandal, Mumbai

These Rules shall come in to force from the date of this Circula. in supersession of all previous

A, orders 1ssued in this respect

All Heads of the Institutes/ Colleges/ Schools. the Chief Execu  ve Officers of the Campuses and
all other Officers are therefore instructed to follow provisions in the o Leave Rules scrupulously They
should ensure strict implementation of these rules

1\»,

{Prof. M.N.Navale)

PRESIDENT
To,
1 Directors of all Institutes/ Colleges of STES, SPSPM, SSPM and SYCSPM.
2 Principals of all Colleges/ Schools of STES, SPSPM, SSPM and SYCSPM.
3 Dean, SKN Medical College and General Hospital, Narhe,

P.T.0./-




STES / Personnel.

Annexure 1

Various kinds of Leave Admussible to the Teaching and Non-Teaching employees in the Institutes/ Collepe
/ Schoals and Offices under Sinhgad Technical Education Sodicty.

{A) CASUAL ITAVE.

(ii) Nan-Teaching Employees

(i) Teaching Employees in Vacation Dept.
Maximum 8 days casual leave wall be admissible

] Maximum 15 days casual leave vall be 1

admnsible dunng one academie year duning one calendar year

12 | Proportionate casual leave will be admissible of

[ 2 | Proportionate casual leave will be admissible o
+ penod of service 15 less than one calendar year

penod of service 1s fess than ane academic year
L I}
3 | Casual Leave account shall be closed at the end . 3
i " of each academic year. Balance leave if any, at |
the end shall not be aliowed to carry torward n |
next academic year and shall stand lapsed .

: Casual Leave account shall be closed at the end
| of each calendar year Balance leave if any, shall

not be anowed 1o carry Torward 13 next calendas
¢ year and shall stand lapsed

! . = !

Common terms and conditions for sanctioning Casual Leave to Teaching and Non-Teaching employees :-

4 Casual leave shall not be admissible during first 3 months of service

} i = x5 i - aliny .
5 ! Casual leave must be availed with prior sanction If prior sanction is not possible due to some

© unavoidable reasons, intimation of the leave on same day shall be given to the respective authority

Casual Leave can be sanctioned for maximum period of three days at a time

'A}{; Hoi&'é\} or'§'unc'15'y can be b'}éfsx?&?: suffixed to the casual leave

P o

g 2
{9 IAny Sunday or Hohday dunng the casual leave perlod shall be counted as casual leave

|

|

T 10 | When casual leave is taken with pre- hxmg/ suffumg holidays, the total period ¢ of absence > from duty
| shall not exceed one week (seven days).

-L- B —

{11 | Appllcatrnn for Casual leave must be submitted in the prescnbed form
i |
12 Half day casual leave can be sanctioned either for first half of the day cr second hali cf the day

13 | No half d-av casual leave shall be allowed for the half v workmg day of the Institute/ CoHege If at all

. f casual leave s taken on half working day; it shall be counted as one full day casual leave
I. ‘ I T e i i
i 14 | Casual leave can be refused if tendencv to enjuy casual leave without proper reason is noticed
]
b
I

. 15 | Casual Leave Record Card fé;-each empidyee is 1o be maintained i)y the ﬁdﬁﬂmstrat.i.on S'Ection of the

! | Institute/ College/ School
i . jl I . S L - - o 4 ,
116 | Casual Leave record of the employee is to be preserved for one calendar year




(8) COMPENSATORY OF

1 ¢ ompensatory O would be adnnssible only when Hewd of Dept Austitote s acked the concerned
canployee m o wetng to attend the offieal work un Sunday / Hotiday:,

P, Compensatory off shall not be admpsible ta the canployee: who wark an hohdays 7 Sundays 1o dea
pendmg work

j Compensatory off shall nol be adossible to the employee: who work un holdayy/ Sundays 1o
examimation or othes wark for which they are compensated by the concerned puthontie:

4 { ompensatary off shall be adnissible to the employees i Group '€ and Group ‘D" only

Y Number of Compensatory off should be equal to the number of Sundays/ Public Hohdays on which
employee has been called upon to work and actually so worked

6  Compensatory Off must be availed with prior sanction fram the respective leave sanclioning authority

7" " Apphcation for Compensatory Off/ Leave must be submitted in the prescribed form

8  Details of the dates against which Compensatory of! 1 availed should be mentioned un the reverse side

. of the form and signed by the Head of the Institutes

- Conlpcnséiory off shall not be allowed 10 be accu mulate for more than three days

— o -

i 11 Compenséiéw off, not availed within two months will automatically stand lapsed

12 | Balance Compensatory off at the end of calendar year shall not be carried forward in the next year and -

'

10 ; Combe'rT;:tqc-:-r} off s‘h”a‘lll be évéﬂled within a perfc-d of two mont'hs from the dé‘l-e of entitlement

= i e _— —_——— L

| shall stand lapsed

i oty = : . i
13 , Compensatory off can be availed in conjunction with Sundays/ Public Holidays and casual leave by

| prefixing and/ or suffixing them.

|

I or leave without pay

| 15 | Record of such Compensatory off shall be maintained by the Institute/ College/ Schaol/ Office

'r ls-rﬁecord of Cémpen_sa-i_dﬁ_(_off enjgﬁed by the érﬁb'l_oveés duriﬁg the calendar ;.;5:, shall be preser;-e:d"by

- the concerned Institute/ College for one year

(C) EARNED LEAVE

"~ [ Teaching / Vacation Employees | (ii) Non Teaching / Non vacation Employees
1
2. . - ——————— i | S e i L i o WA | dw !._ v 3 - b et . e L b
1 | Earned leave is not admissible, if employee 17 1 H Each employee is entitled to 30 days earned leave
|

| during the calendar year

avails full vacation.
; 1

2 T Proportionate Earned leave admissible for the P Propgrtionéie Earned leave for broken period of
. period of work actually performed during ¢ the first year @ 1 day for 12 days of the wark /
; vacation, on the basis of certificate issued by : 'l completed service will be credited to the leave
| the Head of Institute. ' I account
{a) Calculation of Earned leave for the duty |
performed during vacation Period would be L '
Y | e

,' at the ratio of one earned leave for the

{”{fff W

14 Comp;e-risatbry off can be sanctioned in con;uﬁ&ion with Earned Lééfé_, half péy leave, commuted leave j



terelve days waorl
th) talcalaton of corved leave i teae ian il

ot he allowoed

bl Leave cannot e avanled wocontimaation 5 oo

v ot comt o two iealloent s of 1% dhaye vt
v

comtied el e credited te thae cengshoyges

WD vAat ALION O vacation cannot Do faken i

comtimuation of earned by on b by e T july of cevry v e
commpletinn ol cae he hall
yesitly perund (1 y Lty ton 400 Jovee aned 17 tuly
to 31 December)

5 I

4 Maymum limit of accumulation of vamed leave 4 Maxenm inut of accumulition of Tarmed leave

for vacation employees shall e 80 days A for nan teaching/ Non vacation cinployees s
! i restnicted to 300 days

Common terms and conditions for sanctioning Earned leave to Teaching and Non-Teaching Employees:-

5 Farned Leave earned over and above the maximum it of accumulation shall stand lapsed
automaticaily

[}
6  Earned Leave shall not be sanctioned during the first year of service However leave carned during first

' year shall be credited to the leave account of the Emplayee in next year
7 Farned Leave can be sanctioned for minimum period of three days

g - Maxll’r:ll-lm limit of 120 days Earned leave can be sanctioned at a time

'
"
-

9 FEarned Leave can he availed for maximum three times in one year
"-‘-h...._________.__

1 10 '_Employe;.;s"_cn cohsolidated ;:;Iaa;\} are also oﬁii:ﬂl‘éd m'get benefit of Farned Leave an above lines

' Earned Leave shall always be sanctioned in full da\'(s' and cannot be sanctioned in fraction of the day

aly diem e et 3 2

"12 Application for Earned Leave shall be §meitteci to the respective leave sanctioning autho;i-ty at least
' one week in advance.

i 13 T_ﬁ'eqhest for granl-c-zI_E:r'ned Leave on medica_l'g-r:;u;id_s_ga_n be considered and such leave can be
. sanctioned to the employee, provided that request is supported by the Medical Certificate from
registered Medical Practitioner

o e v R . et e
14 | Earned leave can be sanctioned in combination with Commuted leave or Half Pay Leave.

(D) HALF PAY LEAVE

1" Each employee shall be entitled to gt 20 days Half Pay Leave for cach completed year of service

"2 " Half Pay Leave shall be credited to the employee’s leave account in two instaliments of Ten days each
on 1" January and 1" July every year, after completion of each half yearly period (1" January 10 30"
June and 1% July to 31% December).

i}“ 3 ?‘E‘dpationate Half Pay Leave for broken;;;iggof the y—ear @5/ % d;ys ?c_)FJ:O_mbiEiéd one “'r;i't;nt_h '
i service shall be credited to the leave account of the individual emiployee

4 | Half Pay Leave sr{;ﬁr?{STB'E sar;c-tsonea‘a;-r_iné_%?i—r—st_ y_re-_ar of service How-fever_léa've"és;r_iéc; during first
: . year shall be credited to the leave account of the Employee in next year




) ol Pay Leave Canc e camubated i the aceount withood Aty e i

i Halt Pay Leave can be convernted mto full pay leave (commatied v ) ondy on production of medica!
cettificate from Mepeatered Medu al Practitiones respect of the dlnes ol tha conployes hunselt
Medieal Cortihicate should mdicate nature e fness and probubile peood reguamed o recovery

/7 Double the number of Half Pay Leave for eaeh ome day of the Commuted beave =Bl b debited 1o

cmployevs account of Half Pay §eave

B Commuted leave for mmimum 3 days shall be sanctioned

i :
9 1 On return from commuted (medical) leave employee will have 1o submit joinmg report along with

: | Fitness, Certificate loom the Registered Medwal Practitioner whao has treated the cmployee for iliness

" |
! i
i 10 | Commuted leave (en medical grounds) can be sanctioned in combmation with the tared leave, on valid

| medical certificate from registered medical practitioner

i 11 5 Half Pay Leave can be sanctioned as Half Pay Leave without production of medical certificate on
empgloyee’s own reguest, for sanctioning such leave

' 12 | Half of the Pa{v in Pay--Band_a_nd half of the Grade Pay and allowances thereon {on half basic pay) shall be
J paid as salary for the period of Half Pay Leave.

(E) __LEAVE WITHOUT PAY

"1 | Leave Without Pay is not a'%uiar_k"i_r:a-of leave

2 | Leave without Pay can be sanctioned if no leave is at the credit of the emp'l-a;{ée or when glé-'ap-rn'lies for

-

| Leave Without Pay.

|
l' 3 | Period of absence fron-lh(;t.l;v_é;‘!ll:l be regu!ar'lzea by sanctloﬁ'i;lg' Leave Without P;y for that perTod

' 4 ! period of Leave Without Pay'w'hétﬁe_r"on medical ground m'nét, will extend the period of'p"roba!ion_
i ! tenure and will affect gratuity

SRR LSS NS

] P—— ity £ o e = e - s e
' 5 | Nopayand allowances shall be admissible to the employee for the period of Leave Without Pay i

6 | Leave ;n}_i_t-ﬂaﬁﬁ’a;; for half d_at';,! or fra_cfio_n‘('n?"t‘ﬁgaéy shall not be admissible If any e'mplb;;é_e requeslts
 for sanction Half-day Leave without Pay, same would he rejected and it shall be treated as Leave
without Pay for entire one day.

_" 7 1 if I:.'eave Without Pav_i;éramed on medical groi]nd, suppo;t:?'& b;?ﬁé Med'i&a'i‘ce_ni_f;até {r_or-{{
| Registered Medical Practitioner, then it wiil not affect the date of the incremenit of the employee

: K T-L‘é;v“e_u_v-it_l;o_ui —F;ay can be availed in a:-m-f;ri;t'ion with l-famed/ Comm'ﬁte:.:!"}wlli;:lit:“l“’_a\_;_Lﬂe_a_v_teﬁ
T (N e . Wik i e _
' 9 | Leave without Pay will not be admissible in combination with Casual Leave If such occasion arises, then

' ' entire period of leave (Casual leave plus Leave without Pay) shall be treated as Leave without Pay

10 1 Date of Increment shall b:a_dvanc;e-c‘:l‘gyﬁtﬁé pe;'io.dv of Leave Wiﬁbath;av'?i_t is not _s-gl;a-i;n'ed on
medical grounds.

N —

[ 11| In case of Employee who completes tenure before the normal date of increment (i e on 17 July) and
! enjoy Leave Without Pay after completion of tenure but before the date of due increment (normally
1" July or otherwise), then his date of immediate increment shall be advanced by the period equal to
L the Leave Without Pay enjoyed by him. —— - i
J/ 6 '
{L ;

7
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10

bt of advancement of meorement date doe 1o Peave Vithoat Payadbrenin Toc that panticula
yirdt only Next ote abanceement shall beeon 1 Tuly, a0 pes normead vorles prreovwndead cernplogeas o ool

dveentl oy Lo Wt Pay darmg further perid

(F) MATERNITY LEAVL

Matermity leave of TS0 days shall be sanctioned to temale conprloyee lavmg notl mons than two hiving:
childeen (Linut of Mateconty Leave has been enhanced we 01 09 2010 onwards)

]
_temale employee who has put in two years and more cantinuous scrvice leave salary shall be paid
¢ ryual to the pay drawn ummediately before procecdmg on leave

temale employee who has put in continuous service for a peniod mare than one year but less than two
, years, leave salary shall be paid equalto hall the amount ol pay drawn immediately betore proceedimg

on leave. No commutation of this leave shall be admissible

il - 23 ! JIMATTL
in case of Female employee whao has not put i continuous service for a period of ane year, | eave

Without Pay on medicai ground as iviaternity leave shall be sanciioned Question of payment of salary
and allawances for such leave period will not arise

| : ks .
Maternity Leave sanctioned as | eave Without Pay shall be treated as Leave Without Pay on Medical

grounds
|

1
© Maximum 60 days leave with due and admissible without producing medical certificate can be

!

Sanctioned in continuation with maternity leave

h}l‘a.térnitg;'leave apphcahoh must be 'sdb'poned by Medlcal Ccr{if'ita{-e_f‘rom régrstered Medical

. Practitioner indicating the probable date of confinement Certificate indicating date of delivery should
i also be submitted in due course of time.

" Benefit of 'Maie-r-niw Leave shall be restricted L]p to 2 children anly '

| __
.Penod of service on consolidated saiary if any any, and regula: pay scale shall be counted as continuous
Serwce for counting continuous length of service for the purpose of Maternity leave

l
‘]

Benem ol Maternny leave shall also be admussublé 1o th;e empiovees on consolndated salary subject to ‘]
| fulfillment of other conditions mentioned above. '

(G] STUDY LEAVE.

Studv Leave can be granted to the Employee who has been continued in the service until further orders I

Emp!ovee has to make request in writing for grant of Study'Leave to the President thrnugh the Head of | i
the Institute where employee is working

3 J{Ep_pl_ic'améi study Leave shall be preferred at least one month before proposed date of its |

 commencement

.5 ! Employee proceedmg on study leave for more e than three months, has to furnish Bond (in (in the format

A

-

|

prescribed under Circular No. STES/ Personnel/ 2011/ 105 dated 01-06 2011 ) on stamp paper of
Rs 100/- dully filled in all respect along with signatures of twa sureties of at least equal level, before
proceeding on study leave.

Employee on study leave for less than three months, if _wants lo exmnd leave beyond three months, he

v 7 0,




will have to submt o booed Dstensaon of <oy B bl oot Tee peanted to b andes o Bood dialy

completed m all respect vosubimited

0 Fmployee shall have 1o serve Sinhpad Technmeal Pdoaeatmon Society o Teast Tor theee yeaae oftes cetoen

froom stody beave, o0 per comdtasn o the Bood

JT cmiployee tadls 1o rojom the doty abter gy of Study leave o could not complete socoessbolly the

o]

I

Cpourse. then amounnt spent by the Soacety, for the sabsttote arcanpgement made e lus plice duning:
Cpenod of s leave and other expenses micutred by the Seaety as deaded by the Soaety along wath
nterest thereon, as per prevalimg bank ates. shall be recovered from him o trom the sureties as the

. case may be

The Bond submitted by the vm;ﬁioyee in ariginal shall be preserved in the safe custody of the respettive
i Director/Principal tull Employee completes the Bond period as per agreement on his return to the duty

(H) VACATION (ONLY FOR TEACHING EMPLOYEES)

Vacation shall normally be admissible to the regularly appointed Teaching employecs as per rules and
| regulations of the University / Stale Government

T Teachers who have not completed one year service shall not be e}igibie for vacatian
t Vacation shall not be admissible to part-time / visiting faculty members

} lihr;;;_s_ta_f?is not entitled for vacation

5 [_Léaﬁe of any kind {’(-IL_ EL, HP L, orl WP) exce}.;t on ;ﬁed'i'cél_g_mun-d_s shall not be sanctioned in

| combination with the vacation; either prefix or suffix

i 6 | If employee on leave, resumes duty a week hefore vacation or proceeds on Leave immediately after

,' expiry of vacation, (just to avail benefit of vacation) he will not be eligible for pay of the vacation period

|
1 Teachers enjoying vacation shall have to remain present on duty on last working day before vacation

' and first working day after vacation.

f Teacher while on vacation if tenders resignation, then he will not be entitled fo*r_haif of the vacation
f period. However he will have to deposit amount equal to basic pay for the notice period as decided by
| the Society, in lieu of the notice period.

Other general instructions about sanctioning of Leave:-

1. Leave cannot be asked as a matter of right.

2. Leave can be refused in case of exigencies of the Management/ Institute / College / School.

3. Sanctioning of Leave shall depend on the genuineness of the reasons mentioned in the Leave
application.

4. Sanctioning of Leave do not permit employee to leave Head quarter automatically.

5. Employee desiring to go out of Head quarter during leave period, should obtain specific permission of
leave sanctioning authority, for leaving Head quarter during leave period.

Prior approval shall be essential for planned leave.

P
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12

14

15.

16.

17

18.

19.

Feave appheation for planned leave shall bee sabmtted to thee vecgues by bave e oo duthoety

A least Y working daye i advane e

1 case ol cmerpency antoabion shall be gaven to the concemned authonty on telephone sl
and leave apphication shall e sabmintted mvmediately after anmg the doaties

Heave woenpoyed withou poor sanction /£ mtamation or ahenc e from duty sathom gropes easone
entire penod of absence shall be treated as Leave without Pay Such cases shall he deoded by 1he
Director/ Proncipal or Authonty on merits

Calculation of leave shall be done with reference to concerned rules and leave account of every
employee shall be updated from tume to time and recorded in then Service Books

A copy of Application for Maternity Leave for 180 days. after due sanctioning shall be forwarded 1o
the Personnel Department for records

Copy of the sanctioned Extension of Leave up to 2 months in continuation with the Maternity Leave
of 180 days shall be forwarded to the Personnel Department, for records

Cases where period of leave (Earned Leave. Half Pay Leave, Commuted Leave or Leave Without Pay)
exceed one month, shall be submitted to the Secretary / President (as the case may be), at least 8
working days in advance

Requests for Study Leave shall not be decided at the Institute’s/College level Such request from Staff
members along with comments/ recommendations shall be forwarded to the President at least 15
working days in advance

Entries of sanctioned Earned/ Half Pay/ Commuted and Leave without Pay shall be taken in the
service books of the concerned employee and his leave account shall be updated at least after every
1" January and 1" July of the year

Entry of Leave without Pay in the service book shall be taken in red ink.

Employee must resume duties on the first working day after expiry of the sanctioned leave Request
for extension to the sanctioned leave if any must reach to the concerned leave sanctionmng
authorities, before expiry of the sanctioned leave.

Part-time employees shall be entitled to enjoy Casual Leave only. No other kind of Leave shall be
admissible to them.

If benefit of prefixing and/or suffixing holidays to leave is sanctioned to the employee, and he remain
absent from duty before or beyond actual dates of his sanctioned leave, then he will have to forgo
benefit of prefix and/or suffixing holidays In such cases entire period of absence (including holidays

in between) shall be treated and counted as Leave without Pay

W " P

i\




Annexure / Form No ADRM 10

SINHGAD TECHNICAL EDUCATION SOCIETY

Sr.
! No )

APPLICATION FOR CASUAL LEAVE | COMPENSATORY OF F

Name
Sit / Madam
Kindly sanction me R
P:efiy 1 Suflix (being Sunday - Haoliday)
' will be reporting my duty on S R

Reason lor leave _

Alternalive arrangemenl made durng the leave penod

Name of the alternative staff member

1

Thanking you

Date: -

QOzys leave from

Date / !
esignation
1o
Totel Perud e Uays
Designation Signature

Yours faithfully

Signature of Applicant

Remarks of Establishment Section regarding balance of leave

Casual Leave Account

Balance of Casual Leave

Compensatory Off Account

Balance L Oft

Signature of | / C Estl Sectlion

Sanclioned / Not Sanctioned

Head of Institute
Stamp / Seal

v

10



Annexure 3 [orm No ADR 11

SINHGAD TECHNICAL EDUCATION SOCIETY

APPLICATION TOR LARNLD LEAVE/ COMMUTED (MEDICAL) HALE PAY LEAVE | LEAVE WITHOUT PAY

Date ! |

Name o o - Liesianation

Si Madam

Findly sanctionme . days leave from A _

Prefix / Suffix (being Sunday « Holwday) e oo VOlENRRSE - oo EE

I will be reporiing my duty on st e

Reasaon for leave e e e e e =P U dm—

Alternative arrangement made duning the leave period

| S Name of the alternative staff member i Designation Signature

" No
|

Thanking you Yours Faithfully

Date: - Signature of Applicant

Remarks of Establishment Section regarding balance of leave

Earned Leave Account Half Pay Leave Account

Half Pay Leave Balance
ason ___ =

Balance of Earned
Leave as on

Signature of | / C Estt Section

Recommended / Nol recommended Sanctioned / Not Sanctioned

Head of Institute
Stamp / Seal

U/(/\_,/
\'\: 11

President / Secretary



