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CHAPTER |
PRELIMINARY

SHORT TITLE AND COMMEMNCEMENT
Thesa rules shall be called “Sarvice Rules® of the
K.L.E.Society, Belgaum.

They shall come into foree with effect from 01.06.2009,

APPLICATION

Thesa rules shall apply to all the employees of the
K.L.E. Sociaty, Belgaum and its allied and subsidiary
Instilutions. However, all the Aided employees af the
K.LE. Society ame governad by the rules of the Grant-
in-Code and Triple Banefit Scheme. Un-aided
amployees shall be governed by these rules
mutatis mutandis,

DEFINITIONS

Unless il is repugnant to the context,

HLE Society” shall mean

3 all the institutions established & administered
by the K_LE. Society in tha field of Education
and Health Care and other institutions that are
astablished in consonance with aims &
objectives of K.L.E.Sociaty.

b) Constituent Colleges / Units.

€) Any other Unit | Instiutions that may be broughl
under the purview hare afler,
"Board of Management (BOM)” is the principal ongan of
the Management of K.L.E.Sodiety constiluted as per
the constitution of the K.L.E, Society.

"Board of Managemen!” is the executive bedy of the
K.LE. Society which oversees day-to-day management
ol the K.LE Society and for that purpose frames the
poticy, rules, regulations and instructions, procedure
ard also provide approvals on all academic, haalthcans,
financial and administrative matters.

A

-

‘AL
R.L. Science Institute
BELAGAVI-530001

33

34

35

3.8

.7

a8
3.9

.10

-

“Chairman® means the Chairman of the Board of
Managemnt.

"Premises” means all departments, laboratories,
equipments, officas, wards, sections and other places
both indoor and outdoor, residentlal quarers, hostel
buildings, canteen buildings and such other lands,
buildings, equipments, areas and precincts under the
purview of K LE. Society and also shall include office
of K.L.E.Society, ils constituent colleges, teaching
hospitals, and any other units that may be brought
under the purview of K.L.E. Soclely, whether situated
ingide or culside in the stales of India ar sbroad,

“Management”™ means the BOM-Chairman, Vice-
Chairman, President, Vice-Presidents, Secretary,
Haads of the instittions, Deans of faculty, Principals,
Directar/s, Medical Superintendant/s of the Hospitals
and any other person vested with the authority lo
enforce the service rules and regulations

“Appainting Authority, Disciplinary Authority, Compatent
Authority”, under these rules mean Chairman, Vice-
Chairman, Secretary of BOM, Heads of institutions,
Dean of al the constituent colleges, Meadical
Superintendents / Madical Director and Cteef Executive
af the assocated teaching hospital, as may be notified
by the Order aof the BOM from time to time.
“Selection Committes” means the authority nominated
by the BOM to recommend for recrutment/promation
granting special increment on the basis of lesis/
interviewsperfomancs reports.

“Emplover” means the K.L.E. Society,

“Employee” means any body who is working as paid
sarvani of the soclety either on permanent basis or
temporary basis of the society subsidiary institlutions
or those working in any institution sponsored by the
soiciaty,

“Establishmant” means K.L.E. Sociaty, its branches,
subsidiaries, associated teaching hospitals and other

© umits o institutions: nun/owned/imanagedisponsared by

K.LE. Society in India and abroad,
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"Motice" means a notica or memo in writing and
shall be so deemed as delivered in person or
posted to the last known address or served by
affixture or exhibited in the Notice Board or
published in the Mewspaper for the purposa aof
these sarvice rules,
"Motice Board™ means the notice board specially
maintained in a designated and conspicuous place in
tha premises of K.LLE.Sociely and iis insfitutions: for
the purpose of displaying notice / notice: under these
service niles.
"Masculing” includes Feminine unless repugnant o tha
context.
"Singular” includes plural, unless repugnant Lo the
coniext,
“Salary” means all remuneration eamed by way of
basic salary and Deamess Allowance, but does nat
include allowances paid or payable o an employee
such as howse rent allowance, conveyance allowances,
overime elc., as fixed by the K.LE Socety from time
to time.
"Watch and Ward or Security Staff” includes
Watchmen/Securilty Guards or any other similar
category of persons engaged or entrusted with such
duty by the Management for camying out the wark of
security or search exclusively or in addiion 1o other
dufies,
“Leave” means aulhorized absence wilh or withoul pay.
“Absence from work™ means unauthorized absence from
work place, late attendance or leaving the place of
work early without permissian.
All other ferms mat defined Barein shall have the same
meaning assigned fo tham under the Constifubion of
the K.L.E. Sociefy.
MODIFICATION OF SERVICE RULES
The BOM may modifyfrelax, cancel, substitute or add
o thess service rules as and when need anses,
EXERCISE OF POWERS
The power confermed by these rulas may be exercised
by the BOM through any person or any such
autharity.
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DUTIES OF EMPLOYEES
Tha dulies of an employes shall pertain o his work as
per lhe lerms and conditions af appointment and such
ather duties as may be assigned to him from me o
time by the Managemend.

CONDUCT OF EMPLOYEES

It shall be the duty of every emplovee to conduct
himself in both private and public life and in his
relations with the students, co-employees, colleagues,
Presigent, Vice-Presidents, Chairman, Vice-Chairman
Members of the BOM, Secrelary, Joint Secretaries,
Life Members, fellow-cilizens In consomance, with the
aims and objectives of the K.LE. Sociaty.

CLASSIFICATION OF EMPLOYEES
“Employee” shall be classified as :

a) Parmanent

b} Probationer

¢} Temporary

d) Tralmes

e} Contraci Employes

fi Casual Employes

A “Permanent” employes means ong who has been so
appointed or has satisfactonly completed the specified
perod of probation or extended period of probation,
and has been confirmed in writing by the Appointing
Authority,

& Probalioner means a persan who is 50 appointed
and has not bean confirmed in writing by the
appointing authority o the post in which he has been
provisionally appointed, If & permanent emploves who
iz employed a5 a probationer o a new post he shall
hald a Ben over the former post 1l ke is confirmed in
the new posi Maote: A permanent employea on
probation to a new post shall be deemed to be on
probation for the limited purpose of his parformance
and suitability in the new past. For all other purposes
he shall be enfiled 1o all the benefils of a permanant

amplayea.

84 A "Temporary Employee” is an employee who is so

engaged for work which is of an essentially temporany
.
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in nature likely to last for 8 limited period, He will not
have any rght of employment, =ither to a permanent
ar o a temporary post which may anisa in fulene.

A "Traines” means a person who is 50 appointed and
who will be provided training in the various areas
stipulated, Training Allowance may or may not be
ghven,

A "Confract Employee™ means a person appoinied on
contractual employment for a specific peniod andfor for
specified purpose.

A "Casual Employee” is one who is employed on a
day-io-day basis for specific works of occasional or
casual nature.

NOTE : Employess covered under Sub Rules 8.4, 8.5,
8.5 and B.7 are nof entitled to benefits provided
io a probationary / parmanent smployes unless
spociflically provided in the letier of coniraci/
appointmentengsgameant.

APPOINTMENTS
Al appointrment of employees shall be made in writing
by tha Appainting Authority so notified for different
dasses of employees. The selection of candidates shall
be made by the appropriale Selection Commitles. The
salecied candidates may be offered employment by
way of a letter of appoinimentfengagemeant.

Candidales salectsd for employment shall furnish the

Jaining Report In wriling. He shall also furnish

avidence of Date of Birth/Proof of Age by ary ona of

the following:
a) Certified extract from Register of Births and
Dhesathy
b} School Leaving Certificate | Mairiculation
Certificate
c} Any olher documaents acceptable 1o the
Managamani.

The age of the emploves verified with reference o any

of the above shall be the sole evidence of the age of

the employea for all purposes concerning his

employment including relirement. Tha date of birlh,

once fumished ard acceplad by the management and
=5
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Rule 10

entered in tha Service Register shall be final and
canclusive and under no circumsiance he request for
corection of the same will be enterained,

The Candidates selected for appointment shall also
slbmit 1he self attested phoio-copies of tha following
Cerfificate along with the originals for verification al the
time of joining duty :

1. Chualification

2. Experienca
3. Relieving latter from previous Employee if
amployad aarfar

It shall ba incumbent upan every employes to furnish
correct and complele bio-data to the Appointment
Autharity in the required formal. Ha shall promptly
notify in writing any subsequent changes in the
particulars of his bio-data. Any false information in the
particulars fumished in the bio-data eilher al the time
of appointment or subsequently shall render the
appointment null and woid.

During employment, the management may al amy ime
require an employees to be examined by a Medical
Oficer of its haspital or Medical Examiner approved by
the management. Il on such examinalion, the
employesa is found sulfering from any disease or
complaint thal is infecbous or medically objectionable
and detrimental to the healthy funclioning of the
institution or o the heallh of olher employees, staff,
officers or palients, the managamant may terminate his
sernvice,

SERVICE REGISTER

A saervice register shall be maintained for every
employaa showing among other things, his permanent
address, dale of appointment, consolidated pay, scale
of pay on which he was appointed, increments given
from time to time, leave availad aof, translers,
promotions, suspensions, punishments, dismissal efc.
The registerffile shall ba opaned immediately after the
employee reports for duty and to be up dated
periodically.
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IDENTITY CARD | BADGE

Every employee shall be given an identity card/badge,
appropriate to his classification and hea shall wear il
while on duty and shaw it to the parson autharized by
the Managemenl as and when required. The said
identity card/badge shall carry the photograph and
signature of the emploves concerned. The identity
card/badge shall be issued o the emplovess duly
sigred by the competent authonty,

If ihe employes loses the identity cardibadge, issued
to him the management shall provide him with another
card'badge on payment of a requisite fee.

When an employes ceases o be in employment, he
shall surrender his identity card/badge to the
managament befora his dues are settied.

ATTENDANCE

Every employes shall ordinarily be al work in his
designaled placefarea during the lime fixed and
notified. He shall sign against his name in the
altendance register or as par the syslem maintainad
githar in the dapartmant or in a place decided by the
Managemeanl. The allendance register may be
substituted by Punch Card or any other device al the
discretion of Managamenl. The employves shall be
presant punctually at the specified time at his allotted
place of work. If an employes does nol report at his
work place punctually, the word “late” will be entered
by the Head of the depariment / management against
his name. Forfeiture of a day's casual leave will be the
penally for every three days’ late attendancea. Habitual
threa days’ late attendance o absence from the place
of wark withoul parmission will entail in disciplinary
action.

Absance withoul prior sanction or for absence without
valid reason, shall nol be sanctoned as leave on loss
of pay' bul will be treated as ‘un authorized absencs'
and it will amownt o break in service and such days
will not be considered as ‘service’ for the purpose of
gratuity or othensss.
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Rule 14
14.1

14.2

WORKING HOURS

The working hours will vary in different department/
units and establishments of the K.L.E. Society.
Employees may be required to work in split hours!
staggered hours with rest intervals and weekly off in
the units of K L.E Sociaty which operate 24 hows a
day and seven days a weeak.

Employees shall be required lo altend fo any
emergency duties outside thair regular hours of work
and on Sundays and holidays, I required and if the
exigencies of work so demand and such instructions
shall be complied with, They are antilled for such work
to compensatory “time off’ at the discretion ol the
manageament,

Subject to provision of ndes 13,1 and 13.2 above, all
employess will be reguired to work 6 days a weak.
The number of hours they have to wark per day,
inclusive of rest intervaltime for meals, but inclusive of
nol more than 15 minutes break, twice daily for teal
calfea, will depend on the shifts, However it will not
be less than 8 howrs,

Employess on shift duty shall continue 1o be on duty
uril redieved by the emplaoyees of the next shift. The
management at their discretion may transfer an
employes from one shift to the olher, as a routine or
due 1o exigencies of work. (from one institution to
othar nsbibution)

CHAPTER I
EMPLOYMENT : TERMS AND CONDITIONS

RECRUITMENT / APPOINTMENT
Recruitment of employees shall be made by the
Appointing Authonty either directly or on the Basis of
the selection made by the Sslaction Commitles satup
for the purpose,
Recruitment of employeas shall be made theough any
ane of the following sourcas
a) Direct recruitmeni by calling for applications
through advertisement in the press and also by
calling for the list of aligible candidates directly
-8



ar fram the recruiting agencies or on the
recommendations of experts In the field or on
tha recommendation of Life Members or Head of
institutions efo.
b) Promotions :
I, by seniority-cum-meril or
i, by selection.
¢} By any other method as may be approved by
the Appointing Autharity,

Rule 15 PROBATION
15.1 All employees irrespactive of the cadre shall be

appointed on probation for a specified period mentioned
in the appointment order at the time of initial
appontment,

15.2 All appointments by promotion shall be an an

afficiating basis for @ minimum period of not less than
ang year.

15.3 The probationary or officiating period may be reduced

or extended by such period as the Appainting Autharity
deams fit at his'her discretion,

154 Al the end of the prescribed or, as the case may be,

the reduced or extended period of prabation, the
Appainting Authority shall consider the suitability of the
probationer 1o hold lhe post to which he was
appointed, and -

(@) If Appainting Authority decides that the
probationer (s suitable 1o hald the post 1o which
he was appointed and has passed the special
examinations or tests, if any, required lo be
passed during the period of probation the
Appainting Authority shall, as soon as possible,
is=e an order declaring the probationer to have
satistactonily completed his probation and such
an order shall have effect from tha date of the
expiry of the prescrnbed, reduced or extendad
paricd of probation;

(b it the Appointing Authority decides that the
probationer is not suitable 1o haold the post to
which he was appainted or has not passed the

15.5

special examinations or special tests, if any,
required 1o be passad during the period of
probation, tha Appainting Authority shall, unbess
the period of probation is extended by ocrder,
discharga him fram servica.
A probationer shall nol be considared to have
satisfactonly complated the probation unless a specific
arder o thal effect is passed. Any dalay in the [ssuwe
of an order to that effect shall not entitle the
probationer to be deemed lo have satisfactorlly
compleled his probation.

15.6 The Fudes 154 and 15.5 shall mutafis mutandis apply

Rule 16

Rule 17
171

Rule 18
18.1

18.2

in case of officiating and in the event the officiating
pariod is not satisfactorily completed, then the
Appointing Authorily shall revert the employee to the
past which he hedd prior to promation,
APPRAISALS | CONFIDENTIAL REPORT
Appraisal of the performance of every emplayes unbass
specified otharwise shall be carred out st the end of
the 12 calendar months of completed service, This will
narmally be done by next sanior person in hiera
and reviewed by lhe Head of the Institution /
Department, which may be accepted by the Goveming
Body. This report will be the basis for deciding annual
increment, special increments, promation or discipdinany
acticn.
CONFIRMATION
An employee on probation will be confimed in service
if his performance during the probationary period is
salisfactory by a formal Order by the appainting
authority,
INCREMENTS
An employes will be entitled o annual increment as
per the scale after completing 12 months of reckonable
service induding the probationary period, provided that
his performance and conducl are reported to be
safisfaciory as per Appraisal'Confidential Report.
Special Increments may be granted in exceptional
cases and outstanding performance during the service
by the Management.
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Rule 19
19.1

8.2

The annual increments may be withheld as a
disciplinary measure by the management. The period
for which the increment should be withhald will ba
decaded by the competent authority.

Withholding of the increment for a particular period
may be with or withoul cumulative affect. In case of
cumudative effect, employes will not be enfitied to get
the increment so withhedd n fulure years, In the case
the increment is withhedd for a padicular perod without
cumulative affect, the emploves concerned will be
granted increment immediately after completion of the
particular period

IMustration . I an employee who is appointed on
(1.06. 2007 is given punishment of withholding the
incramant for three months and If no dause is added
that it will have cumulative effect, the increment that is
due on 01.06.2008 will be withheld for three months
bul the next increment which falls due on 01.06.2009
Will Be given fo him with effect from 01.06.2009,

When an employee working in the lower cadre and
scale of pay is promoted or appointed to a higher
cadre and scale of pay, his Increment will fall dus
after he completes one year of service in the higher
scale of pay.

The increment due o an amployes will be paid o him
even il he is on leave on the due date, excepl in the
casa of laave on loss of pay.

The increment which accrues on a day other than the
first day of a month shall be advanced to the first day
of thal month and subsequent incroments will be
regulated accordingly,

PROMOTION

Promations will be reguiated as par promation policy,
However, no promation can ba claimed as a matter of
right. The Management is under no obligation to
promate any one from one past to another even whan
an amployese acquires the minimum gualifications
required for the higher past and vacancy exists,

An emplayee who is under suspension or against
whom disciplinary proceedings i= in progress or likely

A1a
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21.4

to be initiated shall nol ba promoted until he |s
unconditionally reinstated or exoneraled.

TRANSFERS

All employees are liable to be transferred ! deputed
from ane Institute / unit of K.LE, Society to another
and also o ils sister institutions at the discretion of
the Managemend

All employees are liable for being shifted from one
discipline, funclion, department, saction, branch,
station elc. of K.LE. Society and its sister insfitutions
lo anather, provided that the wages, grade, continuity
of sarvice and other conditions of service of the
employee are not adversely affected by such transfer,
except in case of transfer requested by an employes
for his personal reasons and granied by the
Managemeni.

RETIREMENT

Evary member of the teaching and the nan-teaching
staff of K.L.E. Society will retire from service on
completing 58 years unless and otherwise age of
ratirament is specified in a particular Institution. The
managament may re-employ a retired emploves who is
medically fit and whose services are considared
nacegsary and beneficial 1o the instilution on Tixed
term coniract,

In respact of an employee attaining the age of
retirement on a day other than the first day of a
manth, he shall retire on the last day of thal maonih,

A Permanent employes can seek voluntary relirement
agither after 25 years of qualifying service in
K.L.E.Society's institutions. To avail this benefit the
employes must gve 3 monlhs nolice or 3 months pay
in lieu thereol. However the managemenl may or may
naot accepl the voluntary ratirement, if it finds that the
services of employes are required,

The managemeant is al ibary to retire any employes,
without assigning reasons, any time after 25 years of
sarvice in K.LE. Soclety's institutions or after 50 years
of age, by giving 3 months notice or 3 months pay in
leu thersal. However, in certain casas the Management
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Rule 22
221

Z2.4

2.5

enjoys the right of retirng the employes any time If it
finds that his services are no long required for the
irstitutions by giving 3 months notice.

MATE :

In casa where the date of retiremant of an emplyyes and
the dayldays preceding thereto are general holidays, the
ampoyes may ba permited to hand ever charge at the
close of working hours of tha last working day befors the
date of such retremen! and may be allowad duty pay for
thir holday's.

RESIGNATION /| TERMINATION OF SERVICE
An employee desiring fo resign, must give notice of
resignation in writing to the Appointing Authority
thraugh the Head of the institution through proper
channel. However, members of the teaching staff shall
not ordinarily resign from their posts during the course
of an academic year.

The following shall be the notice period for
rasignation,

a) A ‘trainee’ employee shall give at least one
week's notice or salary in lisu of natica, if the
training penod is mare than six months.

bj A ‘probationary’ employes shall give one month's
{30 days) notice or salary in lisu of nolice.

¢} A Contract employes shall give one month's (30
days) nofice or salary in kew of notice.

d} A permanent emploves shall give three month's
(90 days) natice or salary in Beu of natica,

Till the ressgnation is submitted by an employes and is
accepted by the management and relieving cerificate /
ordear is issued, he shall conlinue to be in service,
unless any ather instructions are given in writing by
the management,
Resignation once submitted by an employee and
accepled by the management cannal be withdrawn.
The shorffall in resignation natice given by a permanent
employee, may be adjusied towards his balance of
eamed leave at this credit. However, it is left o the
discretion of managemant.

-43-

226

22T

229

Rula 23
23.1

The management may at ils discretion relieve an
employes at any fime on recelpt of nolice and before
expiry of tha period for which the notice is given,
waiving the: balance nofice period.

Upon the acceptance of resignation through
caommunication by the Managemeant o the employes
concerned, he shall settle all hs dues lo institution,
hand over documenis, cash, equipments and olher
properlies held in his cusiody and surender’vacale the
quarters occupied by him and submil a Mo Dua
Cerdificate 1o that effect. The managamant reserves the
right 1o recover all such outstanding amounts and
value of the properly of K.L.E.Society { Sister
Institutions from amounts due to the employee ar in
any other mannar as the management deems fit

After all the formalities as delailed in 22.7 are
completed and the no due certificale is submitied by
the employes, relieving ordar will be issued,

If a Permanent employee remains unauthorisedly
absent without leave or prior permission in wriling
continuausly for 30 days, the management may give
him a notice 1o report for duty within 30 days from the
date of receipt of the notice. and to give safisfactory
explanation for his absence. In case he fails to report
for duty without valid explanations, he shall be treated
as having voluntanly abandoned service. This is without
prejudice to the right of the management to take
appropriate disciplinary acton against the employes
concemed for such absence.

CHAPTER Wl
COMDUCT RULES
EMPLOYEES OBLIGATION
Every employee shall -

d) Abide by the rules, regulations and any other
ingtructions that may be framed by the
Managemen! from time fo time and which are in
force ko reguiate the work conduct and behaviour
of the employesas,

=14



by Maintaln at all times absolute dignily integrity

and devaotion to duly and loyally to K.L.E.
Seclety and shall do nothing that would or is
likely to tarnish the image or reputation of
K.LE Society or adversely affect its interests.

) Carry oul dulies and responsibilities assigned to

his posl and shall also carry out any other
dulies that may be assigned to him from fime
1o time.

23.2 Mo emploves shall :

a)

b

=

d

)

f

use his posiion or influence directly or mdiraclly
10 secure employment Tor any person in any
Instilutions with which he has or had official
dealings in connection with the business af
K.LE. Society,

bring or attempl iz bring any cutside influence
fo bear upon the managemeant o further his
personal interest in K.LLE, Society.

misusa the amenitias provided for him by
K.LE. Society o discharge his official duties.

accepl any gifts, presents, grafis, payments or
ather Tavours from students, patiants, patient's
parthes, suppliers, conlractors, dealers or any
one who could directly or indirecily influence/
damagehanmm the business interests/goodwill o
reputation of K.LE.Sociaty.

disclosa/divulge or use any confidential
infarmation gained in the course of his
employment in K.LE. Socaty for parsonal gains!
profit or advantage for himself or any other
person,

engage direclly or indireclly in any trade or
business or avocation or undertake any other

empleyment.

23.3 Mo employee shall |

a

b

propagatelindulge in communal ar sectarian
activity,
discriminate against person on the grounds of
caste, cread, language, refigion elc.

=15

234

Rule 24
241

242

24.3

o) indudge in or ancowage any form of malpractice,
) accepl privabe tuition.
Mo employes shall
a) be a member of the K LE Society, Belgaum or
any educational society withoul the specific
permission of the Management.

b take parl or canvas al the elections to the
Mation; State and the K.LE.Sodely, Belgaum
el

¢} bea member of the KLE. Society or any olher

palitical party.

In case he is already a member of the

sociefy or a political party, he ceases (o be

a member in case if he fakes an

employment in the K.LE Society.

In such an event, he shall also apply for

cancellation of his membership before

reparting for duties in K.L.E. Sociaty.
FROPERTIES OF K.L.E. SOCIETY
Every empkryes shall
Take due care of the property, matenals, instrumeants,
equipments, machines, furniture, cash, etc. of
F.LE.Society entrusted to his care and shall take all
reasonable precautions to safeguard them against
accident, damage, loss or piferage. Where damage or
losa = atiributable fo the mishandling or misuse, such
an emploves shall be liable for disciplinary action as
may be deemed fit by the management. Besides, the
managerment shall be entiled 1o recover the asagred/
assessed value of such breakage, damage or loss
from the employes.

promplly repord any oocumence or defect noliced which
might endanger ves of persons in K.L.E.Sociely and
might resull in any damage to the properly of
F.LE. Bociaty and its institutions.

lake appropriate precautions against hazards and shall
miake proper use ol salely devices and preventive
measures as prescribed and provided by the

managemeant,
-1G-



24.4

Rule 25

Rule 26

Rule 2T

Rule 28
281

sea thal the stock procurement and stocking of
matarials, medicines, etc, do not gel oul-dated,
Periadical review shall be conducled lo identify the
materials/medicines nearing expiry date and the
supervisor concerned / the management has 1o ba
appraised and appropeiale action is to be taken in
consultation with the management, Greal cara must
be exercised o avoid unnecessary inventary holdings.
UNAUTHORISED POSSESSION OF GOODS, ETC.
An employee found in unauthorized possession of any
goods, equipments, implaments, articles, matenials,
etc. which are in use in K.L.E.Soclety or kept in
stock in KLL.E.Society and are nol normally camied by
tha parson, will be deemed to have gol into possession
of such goods by improper means. Tha management
may eonfiscate such goods and such unauthorized
possassion attracts disciplinary action as well as any
othar action as desmed fit by the management,
UNAUTHORISED PERSONS IN THE PREMISES

An employes who has been suspended, laid off,
discharged, dismissed or has rasigned or is not
working for any reason, shall leave K.L.E.Society
premisas forthwith unless required to stay back by the
management. Such employea shall not enter KLE
pramises wilhout permission.

POSSESSION | CONSUMPTION OF INTOXICATING
DRINKS AND NARCOTICS

Employee shall not posses or be under the influence
of imtoxicating dinka/drugs while on duty.
PARTICIPATION IN POLITICS AND ELECTIONS

Mo employes shall

a) without prior permission in writing, by the
managament, be 3 member of or b othenwise
associated with any political parly or any
arganization which takes part in politics nor
shall he lake pan in or subscribe in aid of or
assisl in any other manner any political
roeaverment of activity,

b} Without prior written permission from the
management contest, canvas or otherwise

«1T=

Rula 23

Rule 30

Rule 31

Rule 32

Rule 33

interfere or usa his influence with or take part ar

contest in any election to any legislature or

local authority, beyond exercising his franchise.
DEMONSTRATION AND STRIKES
Mo employes shall organize or participate in any
demanstration in the premises of K.LE Society and its
institutions, which Is prejudicial to the interests of
K.LE.Society or public arder, decency or maorality or
which invelves defamation or contempl of Court. He
shall also not resort 1o or In any way instigale, incite
or abet any form of siike or stoppags of wartk.

CONNECTION WITH PRESS, RADIO AND
TELEVISION

Mo employee shall, excapt with the prior permission of
K.L.E. Society or in the bonafide discharge of his
dulies, participate in the Radio/TV broadcast, give
speech to public, or contribute any article or write ary
latler 1o any newspaper of perodical or publish ary
pamphlet anonymausly or pseudenymously or in his
own name, on 8 subject which may have a bearning
on the affairs of K.L.E.Socialy or detrimantal o the
imagefinterests of KLL.E.Society.

CRITICISM OF MANAGEMENT

No employes shall criticise the management sither In
the press or over the radio or on any public platlform,
provided, however, thal nothing in this rule shall apply
lo any statement made or views expressed by an
employee in his official capacity or in the due
performance of the duties assigned to him,
UNAUTHORISED COMMUNICATION OF INFORMATION
No employes shall, excapl in accordance with any
general or special order of K.L.E.Society or in the
bonafide performance of the duties assigned to him,
communicate direclly or indirectly any official document
or information o any employes of any other person.

UNMAUTHORISED PUBLICATION OF OFFICIAL
DOCUMENTS

Na employee, while in service of K.L.LE. Sociaty of
after relirement, resignation, dismissal or discharge,
shall make public, or publish any documents, papers
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Rule 34

Rule 35
35,1

5.2

35.3

354

Rule 36

or information which might have coma into his
possession in his official capacity, without abtaining
prior written permission from K.LE Sociaty.
INVENTION AND PATEMTS

Mo employee of K.LE Sociely shall, without the priar
consant of the Management, either during his service
In K.L.E.Saciety or therealler, apply for patent or
exclusive privege under any stalure, in respect of any
invention/discovery made by him as a result of his
service in KLLE, Society

SEARCH

Employees are liable to be searched by persons
authotized by the management at any fime, and alsa
while entering or leaving the premises of the
K.LE. Society and its Institutions, However, the women
employeas shall be searched by women aonly,

Quarters, accommodation and such other facilities
pravided by the K.L.E. Society are also liable to be
searched in the presence of the employes concemed.
Where the employee is absant or refuses lo be
present al the search, the search may be made in
the presence of two wilnesses.

K.L.E.Seciaty shall not be responsible in any way for
any damages or loss caused lo any personal property
of any employee within the premises of K.L.E.
Sociaby.
Employee shall deposit any lost and foundfunclaimed
arlicles in the premises of K.L.E. Sociely with
appropriate authosity,

CHAPTER IV

MISCONDUCT
INTERPRETATION
*Misconduct® shall mean an act of omission or
commission, express or implied, custom or urge,
whether specified hersin or otherwise, either singly or
In cellaboration with others, whether amounting 1o a
substantive act, abetment of connivance commitled
within the premises of K.LE.Society, if related to the
mantenance of discipline or paraining to the interest
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Rule 37
ara

3r.2

af the management or ather employees or officars of
the managemenl. Any act of omisslon/commissian/
indescipling which affects the reputation or prestige of
the Managemsni shall amount to misconduct whiatber
commilled within or oulside the premises of
K.L.E.Society or any act or conducl unbecoming of an
employes of K.LE, Society.

ACTS OF MISCONDUCT

Acts of omission and commission on the part of
employee of any of the Conduct Rules shall entail
disciplimary aclion for misconduct,

Following is an illustrative of acts of omission and
commission and any other action which may be
oonslirued as indiscipline o misconduct shall be
Ireated as misconduct,

1. Willful insubordination or disobedience of any
lawful and reasonable order of the superior.

2. Commission of any acts subversive of discipline
or good behawiour,

3. Participation in any strikefdemonstration, gharao
and or any other kinds of agitation or abwetting
and nciting such agitational activities.

4. Theft, fraud, dishonesty, embezzlemeni,
misappropriaton in connection with workiproperty
of K.L.E.Socialy.

4. Willful damage to properly or loss or damage
o property owing 1o negligence or subversve or
unethical practices,

6. Demanding or accapling or giving bribes or any
illagal gratificalion whalsoewver,

7. Absence withoul leave for more than seven
conseculive days.

8. Habitual late atendance or habitually leaving
work before time or absence from place of
k.

9. Loitering while on duty and after duty in
K.L.E.Society's pramisaes.

10. Negligence or neglect aof work.
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12,

15

16.

7.
18,

18.

21,

23

Accepting service for any consideration inside or
cutgide the School/lnstilule/College/Hospital!
Establishment or under any person without the
approval of the Management,

Drunkenness, fighting, rotous, disordery or
indecant behaviour in K.LE. Sodely's premises
and public places, affecting the reputation of

K.L.EE, Sociefy,

. Giving false evidence or statement in any

domestic enquiry held by K.L.E.Sodety or in a
cagse conducled in a Court of Law in which
K.L.E.Society is a party.

Travelling or carrying unauthorized passengers,
maierialzs in any of K.LLE. Society's vehicles
without valid autharity.

Collection or canvassing for collection of amy
money for any purpose within K.L_E.Society's
premises without prior permission.

Smaoking in the office, patient's wards ar in any
other place whare smoking is specifically

prabibited,

Sleaping while an duty,

Distribution or exhibiting inside K.LE.Sociaty
premises hand-bills, pamphlels or poslers
withoul written prior permission aof the
management,

Attending or holding any unautharised meeting
within K.L.E. Society premises.

Linauthorised disdosure of information about the
business or affairs of K.L.LE. Society.

Gambling or canvassing lor sale of any
caommodities, chit funds, latlaery tickets ar
coupons atc. within K.L_E Sociely premises,

Conviction in any Court of Law for any criminal
offence under Indian Fenal Code.

Making false statements on matters garmane to
his employment in K.L.E.Saociety or willful
suppression of facts al the fime of empioyment

24,

B

31.

32

a5,

ar.

ar durinmg the course of service in K.L.E.
Society.
Threatening, infimidation, coercion, assaulting,
quarreling with any person in the preamises of
E.LE.Sociely.
Lise of foud or abusive language or misbehaviour
with any officer, employee, student, patient,
patient parties or visitors within K.L.E.Sociaty
premises,
Fefusal to accept memorandum or change sheet
ar any other communication issued by the
superior of Disciplinary Authoriby.
Farlicipation in any activity prejudicial to the
interests of K.LLE. Saciaty.
Using K.LE. Society fadlities unauthorisedly far
personal gains.
Mot allowing K.LE. Society employeesiolficers!
superiors either to enter or come oul of the
premises or causing ingress or agress of the
material or equipments of K.LE. Society.
Funching of altendance card or forging the
signature of anciher employes in the attendance
register.
Tampering with any of the records of K.L.E.
Sacisty,
Slow down in performance of work or instigating
to slow-down or adopling work 10 rule practices.
Acts of immaorality or involving moral urpitude
within the premises of K.L.E. Society or
cutside,
Unauthorised occupationfillegal or immaoral use
of K.LLE. Sociely premisas.
Mot wearing specified uniform while on duty,
Refusal to work beyond the stipulated period of
wark or work on holidays when specifically
instructed to do so by the management.
Possession of unlicensed weapons, dangerous
of illicit drugs.
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38. Sexual harassment of co-employees, students,
patients, patient's parties and or any other
parsons wha would be involved with K.L.E.
Saciely including such unwelcome saxually
datermined bahaviour (whether directly or by
implication) such as ;

a) Physical condact and advances;

B A demand or request for sexual favours,

¢) Sexually coloured remarks;

d) Showing pomography;

e] Any olher unwelcome physical, verbal or non-
verbal conduct of sexual nature,

Rule 38 PROCEDURE FOR ENQUIRIES & PUNISHMENT

381

Tha Managemenl shall be aulhorized o delegala tha
powers to any member of the management for the
purpose of administering these service rules or for
ordering an enquiry.

Any amployes found o commil amy act of misconduct/
s shall be sersad with show cause notice, a charge
shesl clearky slating the charges leveled against him.
Such an employee shall be given an opporunity to
explain and answer the charges leveled against him in
an enguiry conducted by an Enguiry Officer duly
appointed by the management for this purpose. The
emploves concerned shall be given an opportunity to
lead evidence an the charges and produce documents
and witnessas in supporl of his defense and cross-
examine the wilnesses on whase evidence the
charges are based. The employee concerned, If he 56
desires he shall be alowed o be defended by a co-
employee of K.L.E. Society. Mo legal practiioner shall
be allowed to appear on behalf of the emplovee, The
statements of the management and the emplovee and
the evidence lead by either side shall be recorded by
s Encuiry Officar. If the emploves concemed fails fo
attend the enquiry, it shall be proceseded ex-parte, The
Enquiry Officer shall submit his findings to the
management based on the evidence recorded amd
dociumants produced during the endquiny.
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384

8.6

39,7

Findings of the Enguiry Report be served on the charge
shaated employes and if the disciplinary autharity
daas nal agres with the Enguiry Reparl, which is
favourable to the employee then the Disciplinary
authaority shall issue a nolice lo the charge sheeted
emplayee,

An employes against whom misconduct is alleged
may be suspended from duty pending enquiry. Tha
arder of suspension shall take effect immediately on
its communication 1o the employea, An employea
under suspensson pending enquiry shall be eligible o a
subsistence allowance. However, the subsistence
allowanca shall nol be payable for the period of any
adjoumment or postponement of the enguiry expressly
sought for by the employee and granted by the
Enquiry Officer.

If, @5 a resull of the enquiry, an employee i3 found not
guilty of misconduct, he shall be entitied to receive the
difference of the subs=lence allowance paid if any and
the emoluments he would have received had he not
been suspended for the period of this suspension
pending enquiry.

An employee found guilty of misconduct after
domestic enquiry may be punished by imposition of
ang ar mofe minor or major penalties.

While awarding punishment under these Service Rules,
the management may take into account the gravity of
the misconduct, the previous recard of the employes,
and any other extenuating ar aggravating,
circumstances that may exist. A copy of such order
passed by the management shall be served on the
employes concarmiad.

PEMALTIES

Any of tha following penallies may be imposed for
good and sufficianl reasons on an employee of
K.L.E.Society by the management,

Minor Penalties
a) Written waming or caution
b Censure



¢} Withholding/stoppage of increment with or
without cumulative effect

d} Withhaolding of promabion

&} Recovery from pay the amount as may be due
on account, of any pecuniary loss caused (o

K.L.E.Society by nagligence or breach of
ordiers,

f Finas, nol exceading an amount aqguivalent 1o

T days salary.
35.2 Major Panalties

a) Suspension without salary and allowanca for a
pericd upbo 90 days.

by Demobon to a lower grade or post or o a lowear
stage in the time scale of pay for a specified
period ai the discretion of the managamant.

)] Reduction in rank.

d) Discharge/reamaval/dismissallcompulsary
refirement from Ssnvice.

Rule 40 SUSPENSION PENDING ENQUIRY

40,1 Any officer empowered with such powers may place
urder suspansion, pending enguiry, an employves of
K.LE. Society who is alleged 10 have committed any
acts of misconduct.

40.2 An emploves of K.L.E. Society who is detained in
palice custody whether on a criminal charge for a
period exceading forty elghl hours shall be deemed (o
have bean suspended with effect from the date of
detention by an order of the Management or any other
officer empowerad by it and -shall remain under
suspensson untl further orders of revaling or confining
the: order of suspension.

40,3 Every emplovee placed under suspension pending
investigalion or enguiry into complaint or charge of
misconduct against him, shall be entitled to
subsistence allowance at the rate of 50% of the pay
which an employee was enlitled to immediately
preceding the date of such suspension.

40.4 *If on enquiry the employee is found guilty of the
charges and one or more penalties are imposed,
-25-

Rule 41
41.1

412

41.3

Rule 43

the employee shall be deemed to have been
absent from duty during the period of suspension
and shall not be entiled to any remunaration for
such period. However, the subsistence allowance
already paid to him will not be recovered, The
period of suspension shall not count for any
purposa. However, the Management may in
deserving cases pass such orders as it deems fit

CHAPTER V
MISCELLANEOUS

UNIFORMS

YWherever if is desirable in the inferast of sarvice, the
Management may prescribe a uniform. for any
category of employees.

The Managemenl reserves the rghl to decide as to the
category or number of emplovees to be provided with
uniforms, and this will not entile the other calegories
of employees eight to claim uniform or allowance in
liew of umnifarm.

The managament can, at its discretion, discontinue
giving uniforms and the emplayess thus deprived off,
shall have no claim aganst the management reganding
the same. The type of uniform to be prescribed shall
ba al the discration of the managemeni, Once the
management provides the wniform, it shall be the duly
of the employeas 1o wear the same while on duty.

ACCOMMODATION

There is no cbligation on the part of the managemend
to provide accommaodation to the employees.
Consequently no employes can claim accommaodation
as a matter of nght. Accommodation may be provided
Io the employees at the decision of the managemant
subject to avalability of accommodation.

SERVICE CERTIFICATE

Every permanant employee shall be entilled to a

Sarvica Cerfificate at the time of leaving the sanioe of

K.LE.Saciety provided all the formalities of clearance

and settlement of dues have been complated. Such a

Certificate shall be valid only i it is issued and signed
-26-



Rule 44
44,1

442

Rula 45

Rule 46

FRule 47

Rule 438

by the Appaointing Aduthaority or 8 person authorized (o
da s or head of the institutian,

SERVING OF NOTICE

Every employee shall intimate the change of his postal
address for communicalion 1o his Head of the
Department/Office within 7 days of the changa and
alsa his kzave address whenever he proceads an leave,
Crders, notices andlor other service communicalons
Issued under these Rules will be communicated to the
employee either in parson when he is persanally
available or by post to the last known address of the
employee. In case of necassity the Management may
also serve the Order/MNotice by publication in a local
NEWSAPET.

CONDONATION OF DELAY

For good and sufficient reasons, the authorily
competent to pass an order may, extend the time
specified for anything required to be done or candong
the delay.

INTERPRETATION

I any question/difference of opinion arises relating to
the interpretation of these Rules, the decision of the
Chairman is final,

CHAPTER W1
GRATUNTY
PAYMENT OF GRATUITY

As per the provisions made thereon by the KLE.
Soclaty.

CHAPTER VI
PROVIDENT FUND
EMPLOYEES PROVIDENT FUND

As per the provisions made there on, by the K.L.E.
Society,

‘e

fad *
e wfs
o

HOLIDAYS AND LEAVE RULES APPLICABLE TO
EMPLOYEES OF K.L.E. SOCIETY

HOLIDAY
WEEHKLY HOLIDAYS

1.1. Every employee shall be allowed one holiday per
week, to be known as "off day' without deduction of
wages/zalary,

FESTIVAL HOLIDAY

1.2 Out of Mational calendar of festivals aight will be
observed as closed holidays with full wages and
salaries,

1.3 Motwithstanding anything in sub clause 1.1 & 1.2 an
employee may be required by the management o
work on a holiday. However, he will be entitled to a
substitute holiday which may be availed by him
subsequently with prior approval.

LEAVE
The following general principles shall govemn the grant
of keave to the employees -

21 Leave cannot be claimed as a rghl

22 Excepl In an emergency, leave must be applied for
through proper channel in the prescribed form at leasl
T days in advance.

2.3 Excepl where otherwise provided for, leave can be
availed anly after it has been sanctioned by a
competent authority.

24 Depending upon exigencles of service, the competent
authority, may -

a) refuse, postpone, revoke o reduce leave ol any
description,

b} recall any member of staff from leave belore it
s wholly availed,

¢} permit an employee, if he so requesls, lo rejoin
duty before expiry of the leave period,

25 An employes shall not take up or accepl any
amployment with or without remuneration during the
pericd of leave,
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27

2.8

29

210

2114

2.11.2

2.11.3

2.11.4

2.11.5

Except in the case of Casual Leave. it is obligatory for
every employee fo furnish the leave sanclioning
aulharity the Leave address with telephone number, if
aryy, before proceeding on leave.

If an employee who is on leave, seeks extension
thereof, he shall make an application in wiiling lo the
competent authority giving reasons. Such application
shall be made sufficiendly in advance so as 1o enabla
the office 1o process the application and communicate
the decision 1o the Employes before expiry of the
already sanclioned leave.

Mo leave or exlension of leave shall be deemed to
have been granted or extended unless it is sanctioned
and communicated fo the employee concerned,

Ower-stay of the sanclioned leave shall be freated as
leave without pay and will constitule break in service,
However, before taking this action, the competent
authorty shall salisfy itsell that sufficient reasons did
not exisl thal prevented the employess from oblaining
prioe sanction,

Employees applying for leave on medical grounds
shauld produce medical cerificate from a doctor who
i on the rolls of one of the associated hospitals of
K.LE.Socetly. Exceplions may ba made where the
compelent authorily is satisfied that the employee
was nol in a position o gel examineditreated by a
dodor of the associated hospitals of K.L.E.Society,
The Medical Certificate issued by a private doctor may
be subject to scruliny by the designated doctor’panel
of doctors of the KLE Hospital named by the
IManagemeni.

In such an event leave will be granted only if it is
approved by the desigrated Docltors/panel

The designated Doctorpanel is empowared o make
appropriale enquires and medical examination of the
employeas before giving its recommendations.

The declsion of the desgnaled personpanel shall be
final.

An employes nol submitting himself far medical
examination shall be lable for disciplinary action.
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21168 An employes on leave on medical grounds shall

412,

31

a2

33

34

4.1

4.2

produce a medical carfificate of fitness while reporiing
for duty.

Empioveas are enlitled to the folloswing types of leave.-
Casual Leave,

- Eamed Leave

- Vacaton Lesve

= Commuied Leave (Half Pay Leave}

= Matermaty Leave

= Sludy Leave

- Sabbatical Leave

= Chversaas Assignment Leave

CASUAL LEAVE

An employes 12 entitled 1o 12 days of casual leave
during the calendar yvear, Employves appoinied during
the: course of the vear shall be entitied o casual leave
an prorata basis,

Cazual Leave can not be combined with any ather
leave,

Casual Leave not applied for or availed by the
emplayee during the calendar year will automatically
lapse after the expiry of calendar vear,

Entitlament of causal leave is for the express purpose
of meating unforessen and emergent siluations. Hance
casual leave will not be granted for mare than 6 days
al a fime,

EARMED LEAVE

Every emploves is enfiled to 24 days of samed leave
for every completed year of service from the dale of
joining, Leave becomes due only at the end of 12
manths of physical service, Subsequent enilement of
eamed leave will be in proporion to the length of
service calculated on monthly basis.

An employee wishing o avail eamed leave must apply
for the same for @ minimum period of 3 days at a
time, Application should be made to the appropriate
autharity through proper channel at least 15 days in
advance in the prescribed form.

KT



4.3 Eamed leave must be applied for the required. period

5.1

5.2

2.3

5.4

2.5

2.6

6.1
6.2

6.3

6.4

6.5

in to and not in piecemeal. Multiple applications or
broken periods shall not be entertained.
ENCASHMENT OF EARNED LEAVE

Subject [o the terms of employment, conflirmed
emploves may encash earmed keave due 1o them once
in a block of two vears. Eamed leave not exceading
30 days may be encashed al a ime. For the purposs
af thiz rule, the block period is reckoned fram
01.01. 2007 to 30062009,

Encashment of leave lor less than 30 days s nol
parmatied.
Application for encashmand of eamed leave should be

made o the management through the proper channal
at least 30 days in advance.

Encashment of the eamed leave is admissible @ rate
af 1/30th of the tolal monthly emoluments for each
day of the leave surrenderad.

Eamed leave shall stand reduced in the employees
account and by the member of days that have been
encashed,

An employee agalnst whom any disciplinary
proceedings are in progress or Bkely o be initiated, i
not entitted o encashment of leave.

VACATION LEAVE

Vacation leave s admissible 1o leaching siaff only.

Heads of the institution are not efigible for Vacation
leave,

Ay pericd of the institutional recess which exceeds
15 days in duration shall be Irealed as vacation.

WVacation leave will be admissible only If a person has
pul in minimum of sx months of physical service in
he vacabon department provided that ha has pul in a
minimuwm of 12 months servica as shpulated in Rule
4.1 abowve,

A member of the stall holding an appointment, in non-
vacalion department will not be deamed lo the
emploved in a vacation department even though he
may hold an additional appaintment there.

A1

6.6

B.7

6.8

8.9

6.10

an

612

6.13
G.14

6.15

When an emploves is transferred from a vacalion
department o a non-vacation department, his period of
senvice in the former will be considered to have
terminated with effect from the closa of the last
vacation of the depariment,

When an emplwves is transfemed from a non-vacation
department to a vacation department his pericd of
service in the latter will be held 1o have commenced
from the date of joining,

A member of the staff serving in & vacation department
shall normally be expected to avail himself of the
vacation leave or a parl thereof unless he has been
required by general or special order of an appropriate
authonty o forego his vacation or a part thereof,
Vacalion leave cannot be avaled in parls excepl when
exigencies of service so demand.

If @ member of the staff working in the vacalion
department avails vacation leave, he should be on duty
an the last working day before vacation leave and the
first working day on re-opening. Otherwise the total
period of absence will be freated as eamed keave or in
case no eamed leave is due, by enforcing loss of pay.

If an employes entitled to the vacation leave is not
permilled o avail the same, he will be entitled io full
eamed leave,

If vacation lkeave availed by an employes is less than
the entilement, the period o be deducted from his
gamed leave accournt will be a frackon n propostion (o
the part of the vacabon leave laken.

Vacation keave canndt be combined with eamed leave,
If lhere are two vacations in an academic year, the
period of two vacalions should be regarded as
combined into ome, provided that no vacation is af less
thal 15 days duration.

Grant of vacation leave is subject to condition that the
department will continue fo function if necessary,
during the vacalions. Before the commencement of the
vacation, the Head of the vacation deparimeant should
submil to the Head of the Institution, a proposal
indicating the persons in each department who wauld
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71

7.2

7.3

4

7.5

7.6

2

avail the vacation leave either in full or in part and the
parsonnel staying back to enswre thal the department
would ba functioning during the vacation.

COMMUTED LEAVE (HALF PAY LEANVE)

& permanent employee is entiled to 10 days of half
pay learva in respect of each completed year of servics.
Half pay leave may be granted on medical grounds of
1o attend o personal matlers.

Hall pay leave may be combined with earmned leave
provided that the employes has aclually served for
completa one year excluding all perods of absanca if
any.

Hall the amourd of half pay leave due to a permanand
employes, may be commuted info full pay commuted
leave under any special circumsiances subject o the
fallowing conditions ;

&) Mo commuted leave may be granted under this
rule unless the authorty compelent o sanclion
leave has reason o believe that the emploves
will returm o duly on s expiny.

b When commuted leave is granted, twice the
number of days of such lzave shall be debited
against the half pay keave due.

c) The maximum commuted leave thal may be
granted at a fime shall be 120 full days.

If an employee on commuted leave resigns from
service or is permitted to retire voluntarly without
returmang ko duty, the commuted keave shall be trealed
a3 half pay leave and the difference between the leave
salary in respecl of commuted leave and hall pay
leave shall be recoverad from his dues/banefits.
Howavar, no such recovary may be made if the
retirement is by reason of ill-health, rendering the
employes unfit for further sarvice, or in the event of his
death.

During half pay leave, hall the salary drawn prior to
praceeding on such leave will be admissible.

Half pay leave has to be avalled of dunng servics and
cannot ba ancashed.

i

a1

B2

83

84

B.A

.6

9.1

8.2

MATERNITY LEAVE

Every mamied woman employes whether permanent or
clhersize is entited 1o matemity benefits provided she
has worked for a perod of not |less than 80 days in
twelve months immedistely procesding the day of her
expected delivery.

Matarnity benefit is granted up o two living children.
Enfiflement is based on number of living children and
mal on number of defiveries. & woman employee giving
birth to twins in the first delivery, is nat entitied for the
matemity keave for second delivery. However, a woman
employes with one living child from the first delivery is
eligible for the maternity leave if she gives birth 1o
twing in the second delivery.

The maximum pericd of enfilement for maternity leava
shall be 90 days with full pay of which not more than
45 days shall proceed the date of expected delivery.
In case of a miscarriage or medical lermination of
pregnancy, 8 woman employea, on praduction or
prescribed procf, shall be enfitled (o 45 days leave
with pay immediately following the day of miscamiage
ar medical termination of pregnancy. This benefil can
be availed only once in the entire service span of an
employea, Matemity leave under 8.3 s not admissible
in such cases,

A woman suffering from illness ansing oul of
pregnancy or delivery or prematura birth of child or
miscamiage shall on production of madical cerificate
ba entitled 1o additional cne month leave with wages.
Leave of amy ofher kind may be granted m conbnuation
of matemity leave, if the request for its grant genuine
and is supported by 8 medical cerificate.

STUDY LEAVE

Mot maore than 10% of the facully in a depariment can
be away on study leave at any one fime.

All mattars pertaining to the cases of study leave shall
ba placed before the LGB/GE meeting on case (o
casa basis for approval and shall have the sanclion of

the management.
alda
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Study beave can ba in the foom of

- Shori Term Fellowship

= Sabbatical Leave

SHORT TERM FELLOWSHIP

Short Term Fellowship leave is to ba used for visits 1o
academic centers far clinical research or teaching
aclivities, This facility may be exitended to other
institutions i it is geographically and financial feasible.
Leave is admissible subject to the following conditions.
The applicant has a minimum of three years of servica
in any of K.LE.Society institutions.

Leave applied for does not exceed three months,

The applicant has the necessary leave accumulated in
his account,

In case of more than two eligible candidates, tha
senior applicant will be accorded pricriby.

Mo additional financial support ks being soughl.

The applicant shall be entifed 1o maintain his inter-sa-
saniarity whila on leava.

LONG TERM FELLOWSHIP LEAVE

Long Term Fellowship leave is io be ulilized for
oblaining advanced training, in specialzed areas, which
may of may not lead o a degree or diploma. Leave is
admissible subject o following conditions -

Applicant must have a minimum of five years service
in the K.LE.Society institutions

Momally Long Term Fellowship Leave uplo two years
will be allowed. However in special case, Long Term
Fellowship leave may be granted upto four years in
case hel/she goas for higher sludies to ablain any
degres or diploma.

Mo pay or any ofber form of financial supporl will ba
availabde during Long Term Fallowship Leava.

A facully membear applying for Long Term Fellowship
Leava will have to execute a 2 14 (lwo & hall) vears
sarvice bond for every yvear of léave. The amount of
bond will be equivalent to one-year emoluments.
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The applicant shall also have to tendar a bank
guarantee for an amount of 3 months salary.,

There must be a clear gap of five yvears between two
spells of Long Term Fellowship Leave, Leave on loss
of pay excesding one month shall not be reckoned as
service for this purposs,

The guestion of seniority in respect of employes
proceeding on Long Term Fellowship Leave will be
decided by the K.L.E.Society keeping in view the
nature of work and the teaching activilies carried oul
by the facully member during the fellowship periad,
“‘Rasidancy Programmes” will not be considered as
leaching experience for the period of promotions,
incraments elc,

SABBATICAL LEAVE

Sabbatical Leave is o be ulilized for the purpose of
engaging in academic or professional pursuit at an
institution of outstanding academic merits subject to
tha following conditions :

Only confirmed faculty member of the level of
Professarddditianal Professon'Associate Professor are
be afigible for the leave,

Sabbatical Leave of one year will ba parmissibla for
any len years of service as faculty in K.LE.Society
institutions,

In special cases a maximum of two years of
Sabbatical Leave may be granted for fifteen years of
service as faculty in K.L E.Sociely institutions.

Only Basic pay will be paid during tha pariod of leave.
Leave period will count for senicrity and for calculating
[a1] privilege leawe.

Faculty desirous of availing this leave will have lo
fumish sarvice bond of two and halfl vears for every
yvear of leave. The amound of bond will be equivialent to
ana year amolumants.

Tha applicand will also have o fumish & bank guarantee
far an amount equal o 3 months salary.

Mote mare than one professor al a time will be
permitted 1o go on Sabbatical Leave in a deparmentl.
-36-
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Facuilty on Sabbatical Leave may ba pemitied (o hold
the siafl quariars allotted to him, at the discretion of
K.L.E.Society.

OVERSEAS ASSIGNMENT LEAVE

Overseas Assignment Leave has to be utilized for the
purpase of an employment outside the country, The
leave may be granted subject o the following
conditions -

Leave will be grated to all the faculty members
imespective of their designation,

Laave for one year will be admissible for fen years of
sarvice in K.L.E.Society institutions. However, in
special cases, facully having minimum of 15 years
gervice in K.L.E.Society, may be granted 2? yvears
Oversaas Assignment Leave.

Mo pay or allowance are admissible during this leave
and leave period will not reckoned for seniony.

Faculty desirous of availing this leave will have to
fumish service bond for two vears for every year of
leave, The amount of bond will be equivalent o oneg
vear emaolumeants,

The applicant will also have to fumish a bank guarantes
far an amount of 3 months salany.

LEAVE FOR EMPLOYEES OM FIXED TERM
CONTRACT (FTC)

An employee on Fixed Term Contract will be entitled
to leave benefils as per the terms and conditions of
his contract.

Employees on Fixed Term Confract need nol
necessary avail their leave before the expiry of their
contract perod and if they are given further extension,
they can avail the leave in the following contract
penod.

MISCELLANEOUS

. Mo leave other than casual leave shall be granted io

an emploves once noltice of resignation is given by
him.

In case an employes is given nolice of termination of
hiz sarvioes by the management, the employes will be

3T

permitted to avail whatever leave he Is entitled to
subject to the condition that such leave shall be
restricted o the perod of notice less than ona day
that the employesa will be on duty in the lasi day of
tha nolice of tarminalicn.

. Where a weekly holiday or an authorized holiday

immediately follows the period of leave on loss or pay
or unauthorized absence such weekly holiday or
autharized holiday will be included in the period of the
leave on loss of pay or unavthonzed and e will nol be
enfilled 1o pay and allowanca.
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