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1.27 Retirement

These nijles shall be called the Service Rules of the
Dayananda Sagar Callege of Engineering, hereinafter

referred fo as Employer or Management and shall be

applicable to af the employees of the institution.

DSCE

1.1

1.2

Applicability:

These rules are called Service Rules for staff of the
Dayananda Sagar College of Engineering and are
applicable o all local staff including trainees,
consultants, visiting staff attached permanently or
temporarily engaged by the institution. These Service
Rules are an integral part of all employment contracts
with the organization.

All the staff are requested to familarise themselves
with the rules immediately upon appointment since
their services will be governed and regulated by these
rules in addition to statutory enactments that the
institution is required to comply with, besides other
conditions which may be spelled out in individual
appointment letters or contract of service or the
settlements or the office orders

Definitions:

In these rules unless there is anything repugnant to
the context, the following words would have the
meaning as assigned to heraundar

i) ‘Employer’ means Dayananda Sagar College
of Engineering.

ii) ‘Employee’ means a person employed by the
employer and is a staff member of the
organization.

DSCE 5




fif)

iv)

vi)

vii)

viii)

DSCE

‘Management’ means any such executive

arany other persor as may be authorized
by the institution from time to time.

‘Wages/Salary’ for the purpose of thass
rules shall mean wages as defined In the
Minimum Wages Act, 1948, The wages/
salary fixed as per the Contract of
employment, as the case may be.

‘Attendance’ means presence of the
employee concemned, at the time specified
atthe place or places of his duty where he/
she is required to work by the Management.
If an employee is not present at his duty
place or through present in such a place
but refuses to carry out the work assigned
to him which he is bound to do, then he shall
not be treated as being present,

‘Habitual' means an act or omission which

is repeated three times or more within a
period of 12 months.

‘Family' means the employee, his spouse
and unmarried dependent chiidren -and

parernits living with ang wholly dependent an
hirn.

‘Medical Certificate’ means a certificate
issued by a Registerad Medical Practitioner
Provided that, in case of douibt, the emplaver
will have the right to get the employes .

1.3

1.3.1

13.2
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ix ‘Singular’ shall include the "plural’ and vice
versa.

) ‘Masuline' shall include the Teminine' and
vice versa.

Classification of employees:

Employees shall be classified into any of the
following categories:

On Contraet :

. means the tenure of ﬂmplﬂymgnt fgr a
zggrige?peﬁﬂd oftime anﬁ‘ﬂ}e e_rnpluyae is enzile;
to only the benefits specified in the contra 2ot
appointment subject to the prior appr?uﬁ ot
Management. Such -:ont.ra_ci employes sha ot
have any right to claim pe_rman_enﬁy o
regularization of his empluyrpent in ﬁje ins 1_11 ui ]
after the expiry of the -spacrﬁecg penpd. n es;n
terminated earfier by one month s_nutme ar pgyn
lleu thereof, such appointment will ElUj[DmEtiEE.'l Q;r
come to an end atthe expiry nftﬁa spfacrf[ed p.ertl, E
and no notice orany compensation will be payabls.

Permanent :

The permanent employee is one whq is en: pé:;},::
against a permanent post on permanen - hasl
which includes a probationary Eemptnyaelwd ;:r e
satisfactorily completed probationary period to 1 2
entire satisfaction of the Management and who




has been confirmed by an order in writing. The
employee will have to sign a letter of contract, the
tenure of which may be one year or more, as decided
by the Management.

1.3.3 Probationer:

Probationer is an employee who is provisionally

employed for a permanent post, declared as
probationary by the Management and has not
completed six month in the post. The probationary
period of six months may be extended further at the
sole discretion of the employer or may be dispensed
with earlier either during the initial probation or the
extended period of probation, After the original
probationary period or subsequently extended
probationary period, as the case may be, the
Management shall issue an order to the employee
in writing either extending the period of probation or
terminating his service. Unless confirmed in writing,
the employee will be deemed as a Probationer after
expiry of earlierinitial or extended period of probation.
Provided further, that if a permanent employee is
employed as a Probationer on any other post, he
may at any time be reverted back to his substantive/
onginal post, during or after the said period, and an
order in writing to this effect will be given to the
concemed employee.

DSCE 8
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1.3.4 Temporary :

A temporary employee will include the following:-

a)

b)

c)

d) .

1.3.5 Casual:

A person who is appointed for a limited
period mentioned in the appoiniment
letter; or

A person who is appointed for work of an
essentially temporary nature not intended
to be carried on a permanent basis; or

A person employed in connection with the
temporary increase in work of a
permanent nature; or

A person employed to work provisionally
for a limited period in a post till permanent
arrangements for filling that post are
made.

Casual means the employee who is employed to
fulfill unexpected requirement due to unusual or

seasonal pressure of work or for work, which s of
an occasional or casual nature, keeping in mind the
career of the students, whether the teaching faculty
or non-teaching staff. The employee’s wages/salary
are fixed on daily or ‘hourly’ basis, and the employee
is not entitled to leave or any other benefits of any
kind as available to permanent employees.

A



3.6 PartTime:

to be calculated according fo the agreed salary.

A part-time employee means an employee who is 1.5 Salary.incrementand revision in grade or salary

employed for work for less than the normal period

. cale :

of working hours. Pari-time employees are not =

grdinanly entitied to the benefits provided to full i i Salary reviews are dong, and if indicated,
time employees. They shall be entilled to such increments will be awarded annually on the
benefits as are determined by the Management.

anniversary of the staff joining the institution.
1.3 Employment: ii) The cost of living review Is calculated on 1%
April every year as the average of the afficial

i) " The candidates selected for appointment, government inflation figure and the

promotion and confirmation of appointment Government Retail Price Index depending
shall be issued an order in writing specifying

ke ; upon the past performance of an employes
the terms, as the case may be, and signed by and the prosperity of the institution.
the Management. :

. . . . i iy . Irespective of the fact whether-any scales
i All appointments in the permanent post shall

: : of pay and incremenits have been prescribed
be on probation for a period of six months ar not, the employer, on account of recession
unless or otherwise specified. This period may i or other sufficient reason, reserves the right
be extended further at the discretion of the. i : fo suspend, or posipone the increment to
Management. On f.s.aﬁsfactuw completion of which an employee may be entitled in
the period of probation, the Management may accordance with the grade in respect of
F:Bnﬁn'{lthe employee. However, no employee individual cases/categories of employee.
is entitled to be confirmed or treated as However. if the employee concerned is not
permanent employse by reason of his having agresable to such action he will have the
completed either initial or ‘extended option to retire after the lapse of notice period
probationary period until confirmation order is -as provided in these rules,
givert in writing by the Management.

1.8 Medical reimbursement:

iii) During the probation period either party may

terminate the contract at any point of time. No The employee is entitled to medical reimbursement

notice is due by either party. The employer is for self or any member of his family. Family. in
obliged to pay only for the day actually worked | relation to employee means (2) the spouse and
DSCE 10 g DSCE 1l
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services, etc., that ma i
: v be appli
of transfer, provided Y

coritinuity of service and
be adversely affected by such transfer:

c
; r;:ti:::resnanl; thie employee; and (b) the parents,
il na sisters of the employee wholly and
i Eanelf:ndent on the employee when their family
ik legally established. The permissible
mount as decided by the employer. The

Management retai i
visit, tains the right to make = verification

Trea_tment done for aesthetic
not to be compensated.

&

and comfort purposes,
Transfer :

E:etrytemp!qyee is liable to be transferred from one
gesart?n ariother. one job to another, from one
qor tutala.: to another without, however, affecting
ik mount c:_.~f wagegfsalaw payable to the
Howe&.-'};r t.hfa-xcluswe of tips and incentive, etc
e J'TIEEI Is aspect gf the matter will be decideﬁ
independently depending cpan o aculy
_ ) , on the suilabijli
gﬁ:sssssmg of requisite qualification, expel:g::gl
- Bwned/controlled by the Management wh&the;'

in existence at present or
. o be sta
Or acquired at a later date. AR oy

Upon such transfer, the employee will

by the rules, regulations. te be gaverned

rms and conditions of
the place
that the wages, grade,
other conditions shal| not

T T P pmn ST et e S
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Provided further that the employee be transierned
from one job to another, which he is capable of :

doing, provided also that where the transfer involves
moving from one State to another, such lransfer
shall take place for which reasonable notice be
given to the employee and reasonable joining time
is allowed in case of transfers from one station to
another. The employee shall be paid traveling
allowance, transport charges to meet the incidental
charges.

Record of age | identity :

Every employee will be required te declare his age
and produce original birth certificate or school
leaving certificate or Matriculation certificate in
support. Once the date of birth is recorded, it will
not be permitted to be altered/changed. In case of

doubt, the appointing authority shall establish the
age of the employee, which shall be final and

conclusive for all purpose econcerning his
employment including retirement.

Change of address:

All employees shall notify the Administration/
Personnel or the appropriate department
immediately if any change in their local/ permanent
address takes place, but not later than 3 days of
such a change. A communication forwarded by the
Management to the recorded address shall be
regarded as sufficient compliance of the purpose
for which the communication is addressed.

DSCE




1.0
1.10.1

1.10.2

Leave Entitlement :

1)

i)

fif)

)

ofe:

General Rules:

No fea_ve shall be grantag beyond the dats
grﬂ r':hlﬂh‘ an employee must camﬂufsurily'

Eamned Leave:

Earned leave admissible i a permanent

Shan} S R
dtTtE Oyee js 1/11" of the period spent on

Provided that an employes shalj ceass fp
£am such leave when the earned leave due
amount to cnie hundred and eight days.'

In calculating garmed leave, the
number of days of duty perfm:med :hG{:EE:Ir
bemﬁrst counted and then multiplied by 1/
11" and the product expressed in days angd
fract.fnns of the days and [imited to the
maximum earned leave admissible undar
these rujes.

14

1)

Earned leave admissible to a lemporary
employee is 1/22% orthe period spent on ity
in respect of the first vear of his service.

Provided that no earned leave shall bs
admissible tc a temporary employee in the
vacation department in respect of the first
vear of his service.

ii) The maximum earned lsave that may be

granted at any time shall be one hundred and
twenty days.

iii) Earned Leave is not admissible to an

S

b .

employes serving in the vacation department
in respect of duty performed in any year in
which he avails himseifthe full vacation. But,
in case of urgent necessity, earned leave if
in credit or otherwise lsave with half pay may
be granted in exceptional cases

Note: In the case of an employee belonging to
vacation department, the presumption is that he will
avail himself of the vacation. Leavein case of urgant
necessity can be given for the period of service
rendered between two vacations until the second

vacation expires.

A temperary employes appointed without
interruption of duty substantively to a permanant
post, may count his temporary service for the
purpose of calculating sarned leave admissible
to him. Leava is not interruptlon of duty for the
purpose of this rula,



1)

i)

If vacation is utilized in combination with or
in continuation of any kind of leave or earned
leave taken in combination with other kind
of leave, the total period of absence shall
not exceed one hundred and twenty days.

The total duration of vacation, eamed leave
and commuted leave taken In conjunction
shall not exceed two hundred and forty days.

Naote: The clerical and maintanance staff working
in the Education Institutions such as primary
schools, middle schools, high schools, training
institutions and B.Ed. and other colleges (including
Laboratory Attenders and Laboratory Staff) shall
be treated as belonging to non-vacation staff.

1.10.2

DEUE

i)

iif)

Half Pay Leave:

The half-pay leave admissible to a
permanent employee in respect of each
completed year of service is twenty days.

Half pay leave may be granted lo a
temporary employee provided that the
authority competent to sanction leave is
satisfied that the employee will return to duty
on the expiry of such leave.

Half pay leave due may be granted to an
employes on medical certificate .
{ Hospitalisation)

iv)

An employee on half pay leave is entitied to
leave salary equal to half the amount he
would be entitled if he were on leave on full

pay.

1.10.4 Commuted Leave:

il

DSCE

commuied leave not exceeding half the
amount of half-pay leave may be granted on
medical certificate or on private affairs to an
employee subject to the following conditions,
namely:

a) Commuted leave that may be granted
during the entire service of an
employee shall be limited fo maximum

) of two hundred days.

k) The maximum commuted leave on
private affairs that may be granted at
a time shall be sixty days.

c) If commuted leave on private affairs
is combined with earned leave, the
total period shall not exceed one
hundred and eighty days

d) The total duration of earned leave
combifed with commuted leave
granted on medical certificate shall not
exceed ninty days.




No commuted leave should be
sanctionad under this rule unless the
authority cornpetent ta sanction leave
has reason to believe that the
employee will return to duty on its
expiry;

1.10.5. Extra-ordinary Leave:

)] Extra-ordinary leave may be grantad (o an
employee when no other leave is by rule
admissible, or when cother leave is
admissible but the employee applies in
writing for the-grant of extracrdinary leave.

N
i
S

=

=

f When commuted leave is_granted,
twice the amount of such leave shall

be debited against the half-pay leave

d if) An employee under extraordinary leave is
us,

not entitied to any leave salary.

)] When an employee to whom commuted leave
has been granted intends to retire on the expiry
of such leave, the commuted leave granted shall
be converied into haif-pay leave and the
difference between the leave salary in respect
of commuted leave and half-pay leave shall be
recovered. But if the retirements compulsarily
thrust upon him by reasan of ill-health,
incapacitating him for further service, no refund
should be taken.

1.10.6 Maternity Leave:

i) Maternity Leave on full pay may be granted
. to married women employees for a period
which shall not ordinarily exceed twc
months, but which may be extended io three
months at the discretion of the sanctioning
autherity on production of medical
cerificate. In no case shall maternity leave
extend beyond six weeks from the date of
confinement. No maternity leave shall be
granted to married women employeas
having three or more living children.

i) When an employee who had been granted
commuted leave either by itself orin combination
with other kinds of leave, dies while on such
leave, the commuted leave need not be
convertad into haif-pay leave and the difference
in leave salary in respect of commuted leave
and half-pay leave shall not be recovered. !

et o SRR it
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1.10.7

DSCH

i)

1ii)

)

Matemity: leave may be combined with leave
of any kind, but any leave applied for in
continuance pf maternity leave may be

granted only on production '
el of medical

Leave in continuation of matemity leave.

be granted in the case of Jlfne?s of : nm;ui
I::rnrn_ baby, subject to the preduction of a
medl-::_al certificate to the effect that personal
attention and presence of the mother is
absolutely necessary.

Mater_ni‘ty leave may be combined with
vacation provided that no extra cost js

iT'IUGTU:Ed for the period of the vacation so
combined.

hf]aternity leave for a period not exceeding
Six we‘gks may be granted in cases of
Miscarmage, including abortion, provided the
application is supported by a medical

certificate from a registered j
m
practitioner. edical

Casual Leave:

The amount of casual leave and the special
casual leave admissible fo the employse
shall be the same as that admissible io the
employees in Government Service.

20

1.10.8 Vacation Pay :

1.1

The rules governing the payment of vacation
pay to similar category of employees in
Government Educational Institutions, shall
also apply to the employees of the institution.

Abandonment of Service :

In the event of a employee remaining absent
in excess of the period of leave originally
granted or subsequently extended he shall
loose hisiher lien on hisfher appointment
unless (i) he / she returns within sight days
of the expiry of the period of lzave and (i)
gives explanation to the Management, of
his/her inabilities to return immediately after
expiry of the leave period.

An employee remaining absent without
leave for a period exceeding eight days
(including holidays or weekly off. etc.) at 2
stretch shall be deemed to have abandoned
the service. Incase an employee abandons
his/her service or is deemed to have
abandoned his/her services, it shall be
treated as resignation from the service of
the company. If however, the said workman
returns within 15 days and gives an
acceplable explanation for his/her absence
to the Management the absence of the said
employee may be excused and he may be
re-employed in his/her post without

A
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1.12

a)

DSCE

i)

' cm_ntlnuity- of service, entirely at the
discretion of the Management and the
employee shall have no right to any claim or
challenge the discretion of the Management
in this regard.

Termination of employment :

E_xaept as provided specifically in the
contract of service, the employer may
terminate the services of an employee
after giving one month's notice in writing
or on payment of wages/salary in lieu
thereof. The Management reserves fhe
right in requiring employee to work and
not relieving him during the notice period.
I_n case of services of temporaries/
casuals, no notice is required if the
service is terminated before the expiry of
the period, subject to the provisions of
statutes. The employer may terminate
the services of an employee who is on
proGation without giving one month's.
notice or salary in lieu thereof,

The employment of a permanent
employee shail be liable for termination
an the following amongst other grounds:-

Insanity, senility, physieal infirmity,
contagious orinfectious diseases, continued
ill health, unfitness for employment with the
Employer as declared by the Employer's
dactor or for loss of confidence.

i)

iv)

DSCE

a) Canviction in a criminal cass.

b) Engaging in any vocation without the
written permission of the
Management or found to have been
working elsewhere during the period
of leave. in case the employee is on
full time contract with the
Management.

o) Less of confidence by the Employer
in an employse due to leakage of
information or propaganda against
the Management.

d} , Insoclvency.
An order relating to discharge or termination
of service shall be In writing and shall be
signed by the Employar/ Management and
copy thereof shzall be supplied to the
employee concemed. In cases of general
retrenchment on ¢losing down of office, no
such order will be given to individual
employses.

If an employesa intends to leave the semvice,

he shall give one month's notice of his

intention to do so in writing to the Employer
or may if he wants to be relieved earlier,
surrender in lieu thereof salary eguivalent to
the day for which the notice falls short of one
month, at the discretion of the Management.
But if the exigencies of the work so reguire,



t.hE employer may refuse to relieve him i)
earf:-:[er thar; the entire per!m_:l of notice. The employer for all losses/damages caused by
employer alsa reserves the right to accept the him to the Employer's official premises and
resignation with immediate effect subject to il ble property therein
payment in lieu thereof SRS =

V) No notice or salary in lisu of notice shall be
necessary, if the services of an employee
are dispensed with for misconduct.

Employee will be required to compensate the®

ii) Failure to comply with all or any of the above
provisions shall entitle the Employer to
withhold the employee's dues to make
appropriate deductions there from and to take
such otheraction as may be deemed fit, which
also includes the initiation of legal

: proceedings in the Court of law.

o

vi) Employees other than those who have
service bonds to serve the Employer for a
specified period, who wish to leave the
Employer's service, will be required to give
the Employer notice as per the terme of

appointment. i 1.12 Acts of misconduct :

: | Witheut prejudice to the general meaning of the
:}}La efm lovee fo give account of the Employer's 1 terms of misconduct, the following acts and/or
SERE S " omissions, which are illustrative and not exhaustive.

shall be treated as misconducts:

i) On termination/resignation of his service, an |
employee shall give a proper account of all { i icipating i i i
identity eards. ::fgthfngﬁe;;ns Slislliby | i) G;lr;tg on urt ifart[mpatmg in all illegal strike or
papers, books, tools, instruments and other I R G NGE.
property of the employer in his possession, i
custody or charge before the last payment '
of outstanding salary. The value of al
shortages and/or damages to the
Employer's tools, instruments and other
Property in the employee's possession,
custody or charge shall be recoverable from
him and without prejudice to any other mode
of recovery, may be recovered by
adjustment against whatever dues are
payable to him

PSCI 24 5 DSCE
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i) Willful slowing down In performance of work
or abetment or instigation thereof or fasting
with an explicit view to influencing the
employer's decisions.

i) Theft, fraud, breach of trust or dishonesty by
misappropriation of funds in connecticn with
or damage to the Employer's institutions or
property of another employes/ officer within
the work premises.

| et
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v)

v)

Vi)

vii)

viii)

%i)

x)

DSCE

Carrying Employer's files or office documents
to the house/ home or any other place outside
the work premises without prior permission

in writing of the Employer.

Unauthorized use of any of the Employer's
facility / equipment or any other thing for
personal use,

Divulging any information relating to offigial
matters to outsiders, as they are
confidential.

Giving false information regarding one’s
name, father's name/husband's name, date
of birth, qualifications, details of previous
service/salary particulars, address,; etc, at
the time of securing employment or
thereafier.

Habitual tate attendance and/or absence
without leave and/or Jate attendance on
more than three occasions within & maonth
or similar omissions of leaving the premises
before time,

Assaulting, abusing or intimidating any

employee of the Employsr either within the
Premises or at any other placs.

Demanding, taking or giving bribes/giits or
any illegal gratification or indulging in any
corrupt practice and/or lend ing or Borrowing
mongy 1o and from sub-ordinate employees.

Xi)

xii}

xiii)

xiv)

Xxv)

-

Carrying on directly or indirectly or benami
transactions in the office premises:

aj Meney lending business and/or

b) Other private business/tuitions
without the written permission of the
Management or having private
financial dealings with persons or
firms, etc., having business refations
with the employer for the sale and
purchase of any materials,
equipments or supply of labour, if
any, or for any other purpose.

Writing of anonymous or pseudonymous
letters oriticizing the Employer or any sther
member of the office staff and making falze
Teports regarding misconduct of colleagues
and superiors or defamatory remarks

- 2gainst the Employer/ Managemenit,

Holding meetings within the worlk premises
or any other premises ownad by the
Employer without the previous written
permission of the Management,

Habitual neglect of work or negligence in
work!/.

Refusal of work ona job or a mission, which
does not call for any additional skill or
experience and can be done bv the
employee/officar without adversely affecting

27



his service conditions.,

xvi)

xvii)

Xiii)

xix)

xX)

¥xi)

XKl

xxiii)

PSCLE

Hiding away or attempt 10 hide away any
articles, documents or materials of the
employer.

Obtaining or attempting to obtain leave of
absence on false pretension,

Attempting 1o obtain any benefit under
false pretext or by making false statements.

Refusal to act in any position offered by the
Management.

Failure to report immediately 10 the next
superior of any defectin machinery/equipment
or damage to property or any dangerous
condition of injury to persons caused
accidentally or otherwise in the course of
performance or work by any employeelofiicer
or by the employee/officer concerned.

Willful disfigurement, destruction of alteration
or forgery of any recordffile of the Employer.

Brining or possessing of using alcoholic drinks,
premises or reporting for work while under the
influence of alcoholic drinks, drugs or narcotics.

Refusal to accept a charge sheet, an order or
any other communication from the
Management either in person by post or
through courier.

i

i e e F—

—

XXiV)
YKV

00T

wxvii)

Vi)

XXKIX)

¥x)

KXKT)

Hxil)

Entering or remaining the WOl premises dil
the permissible / authorized hours of duty,

Assumption of authority in matters, which are
the prerogative of the Employer.

Publication of any article relating to the work
of the Employer without obtaining prior written
peﬂnissiun of the Employet.

Refusal to act on the accepted terms and
conditions of service-

Handling or attempting to handle any
machine, equipment, apparatus or vehicle not
entrusted to the charge of the employee.

Falsifying or refusing 1o give testimony when
an accident, misconductor other matiers are
being investigated.

Interfering in the work of other employees
andfor the Management.

Habitual breach or gross andlor deliberaie
violation of the Service Rules and internal
regulations

Doing private or personal wark within the work
premises without the previous permissior of
the Management.




i) Refusal to work on holidays er on off days

XXxiv)

Xy

xxxvi)

xXxxii}

Xxxviii)

XXXix)

DSCE

when required tg do so, refusal to work
overtime, in the exigencies of Employer's

Provisiona,
Appmaching higher authorities for personal
Prometion or favours ar gains directly or
through other people.

Abuse of authority, threats, use of
harassment or pressure to obtain
Unprecedented favours harmful to the
sSystem,

Refusing to Undergo training as ang when
required by the Management

Photo images or otherwise copying and
taking the extracts of official documents with
a view to keepfngfstcﬁng them at home or
to maintain files at heme will be considerad
breach of trust,

It is considered breach of trust if one
employee comes to know about the breach
of trust done by another staf member, and
if this matter is not disclosed immediaiely to
the Management.

Any act which is prejudicial or detrimsntalto
the interests of Ofganization or the
Management of the Organization, :
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i)

xl)

x1f)

xlif)

xliif)

xliv)

Xlv)

xhvi)

xhvii)

,
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Breach of confidentiality or g loss of
confidence by any act against the interests
of Management or erganization,

Noe actions linking Management with
activities of othar NGO, international
organization or |ocal authorities can be
decided without the prior agreemant.

Deliberate disturbance to the proper
functioning of the association.

Making statements (N any manner
whatsoever) to the Press or other media
without prior pe rmission of the Managemeant.

Fulfilling a task by other person than the one
o whom it has been assigned. |n case of
absence the employee has no right to bring
another person to replacs him, except with
the prior consent/permission of Management
representative.

Nobody can alter the contents of his job
description without prier authorization.

Any other act of commission or omission,
which is against the interest of the Emplover
OT subversive of discipline:

Any other act which constitutes an
offenice under any cther law/act in force,



xlvin)

xlix)

i)

1ii)

i)

DSCE

Striking work or adopting go-siow
methods, either singly or along with
others in contravention of these Service
Rules or any statute, law, agreement,
memaorandum of settlement agreed from
time to time and for the time being in
force.

Inciting whilst on the premises of the
Employer any employee or employees 10
strike work or adopt go-slow methods.

Collection or conversing or the collection
of any money, whatsoever, for purpose
not authorized in writing by the Employer
within the premises of the Employer.

Drunkenness, fighting, riotous, indecent
or disorderly behaviour or conduct likely
to cause breach of peace or conduct
endangering the life or safety of any other
person.

Any act subversive of discipline and
efficiency and any act involving moral
turpitude committed within the premises
of the Employer, and outside if the same
has bearing on the services of the
employee.

Indiscipline or breach of any rules or
instructions for the maintenance and or
instructions for the running of any
department or maintaining its cleanliness.
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liv)

Ivi)

Ivii)

Iviii)

Distributing or exhibiting inside the premis
of the Employer any newspaper and bill(s),
Pamphlets or poster(s) without the previous
written sanction of the Managemeant

Refusal io accept charge-sheet, suspension
order or any other lawful order given by the
Superior(s).

Refusal to give evidence in any enguiry
against any other employee. charged with
any misconduct.

Organising, attending or holding meetings
within the boundaries of the premises or in
any of the premises owned by the Employer
or in front of the residential premises of the
officers of the Employer and in its estate
without previous written sanction of the
Management.

Threatening or intimidating any employee
within the premises of the Employer or
outside concerning matlers relating to the
Employer.

Gambling or playing cards, etc., within the
premises of the Employer.

Knitting, gossiping within the premises ofthe
employer.

The sale or canvassing for the sale of tickets
of charices in any lotteries or raffles within




Xil)

Xiii)

Xiv)

xv)

xviy

wvii)

[xix)

DSCE

the premises of the Employer.

The sale or canvassing for the sale of anv
commodity within the premises of the
Employer.

The sale or canvassing for the sales of tickets,
Coupons or other tokens in connection with any
scheme for the sale of any commadity or
arlicles within the premises of the Employer
without previous written sanction of the
employee. '

Sleeping or dozing whilst on duty.

Insubordination, malingering, deliberate
delaying of work, adopting go slow or work to
rule practices or refusing to carrying out the
orders,

Using abusive language orslogans against any
superior officer or any officer of the Employer
within the premises of the Emplovar.

Resarting to picketing, hunger strike against
any officer whethar within the premises of the
Employer or outside it relating to in the matiers
conceming the Employer.

Absence from place of work without the
permission of the departmental head.
Acceptance of gift from any person con nm:bad
with business of the Employer,
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L)

Ixxi)

Ixii)

Ixciii)

Ixiv)

fs0ev)

v}

Ixvii)

Ixviii)

boxix)

[0y
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Lending or borrowing money to or from sub-
ordinate employses.

Habitual indebtedness.

Spreading false rumours or giving false
information which tends to disrupt the
Employer, or its empleyees (or spreading
among the employees),

Speculation in any investment or commodity
within the premises of the Employer.

Writing of anonymous or pseudonymous
letters criticizing employees/Employer.

Theft of property belonging to other employees
inside the premises of the Employer,

Subrnission or representation to any authority
or public-men except through proper channe!.

Misbehaviour during the pendency of
disciplinary action instituted against Him,

Interference, tampering with records,
atiendance register, efc., either periaining to
himseifinerself or to any other employee.
Unauthorized removal or defacement of
notices of the Employer at the notice board.

Willful nen-co-operation with fellow emploves
for proper discharge of duly at any time.




1)

Py eall}

lexin)

bxxxiv)

Ixxv)

Ixavi)

[ vl
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Giving interview 10 press, radio, television
without the permission of the Management.

Participation in public discussions, debates,
and deliver speech in public pertaining 1o
the affairs or businass of the establishment
without permission from the competent
authority of the Employer.

Reading magazine, novels and other non-

professional literature/material during
warking hours.

Loitering, idling or wasting time during
working hours staying within the premises
of the Employer after authorized hours of
work without permission.

Expectorating of atherwise commitling
nuisance on the premises of ihe Employet.

Not wearing the complete uniform provided
by the Management, if any, during working
hours or wearing the uniform improperly
while on duty.

Any attempt or threat o assault or attempt
to murder/attack or assaull or beating or
murder of any employees/officer/ manager
of the Employer or any other person/persons
who has/had any connection with the
organization within or oulside the premises
of the Employer.
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Dexaxviin)

[ao0dix)

%C)

Xci)

Not disclosing/intimating to the Empioyer an
infectious or sexual/skin /any other disease/
contagious disease from which the employee
is suffering.

Habitual production of the Medical Certificate

for availing of leave.

Having immoral relationship with employee
of either sex within the premises of the
Employer

Eve-teasing in the premises of the Employer
or transport provided by the Employer. if any.

1.45 Punishment for misconduct :

DSCE

If the employer Is convinced that an employee is

quilty of committing any misconduct/s the foliowing

punishments may be imposed upon him/her-

i)

i)
iii)
iv)
v)

wi)

Suspension without pay for-a period not
exceeding one month.

Demeotion

Reduction in salary
Stoppage of increments
Discharge

Dismissal.

e
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1.16 Procedure for disciplinary action:

PRCE

The warning should be written and signed by both
the organization and the employee, a copy of it will
go to the employee's file. Three valid waming
|etters automatically lead to immediate dismissal,

)

Where disciplinary proceedings against an
employee are proposed to be contemplated
by the Employer or are pending or where
criminal proceedings against the employee
in respect of any offence are under
investigation or trial and the Employer Is
satisfied that i is necessary or desirable to
place the employee under suspension, it
may, by an order in writing, suspend him
with sffect from such date as may be
specified in the order. An employee placed
under suspension will be paid 50% of his
wages/salary provided he will give a
declaration by the end of the month-that he
remained unemployed during such period.
The Management can asked the suspended
employee to come for marking his
attendance &t any time during working
hours. Ths suspension allowance during
the pendency of enquiry can be reduced or
revoked if the employee either fails to
participate in the enquiry or does not co-
operata in the continuation of enqutiry.

An order of punishment including disnvissal
against an employee will be made only after
the employee concemned is
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iif)

v)

DSCE

informed in writing by a charge-sheet of the
alleged misconduet and Is given an
opportunity to give his explanations regarding
the alleged misconduct except when the
misconduct Is admitted in writing by the
delinquent employee.

During a domestic snguiry, the delinquent
employes may be allowed to have the
assistance of a co-employee working in the
establishment, if he so desires in writing.
However, no outsider will be allowed to
assist the delinguent employee/ officer in
the domestic enguiry. The delinquent
employee will be given the complaints/
documents. Both parties should give their
list of wilnesses,

The charge-shested employee will be
issued with 2 charge sheet clearly informing
him of misconduct alleged against him. An
explanation will be called for in writing
against the charges of misconduct leveled
against him. In the enquiry, the witnesses
in support of the charges of misconduct will
be examined by the presenting officerfthe
Management represeniative in the first
instance. The employee concemead will be
given a fair oppertunity to cross-examine
each of the witnesses on compietion of their
evidence. The charge-sheeted employee
should be allowed to exarming his witnesses,
including himself. The presenting officar/
Management representative may cross-




v)

Vi)

Vil

DSCE

examine the oelinguent employee and eacn
of his witnesses.

Both the charge-sheeted employee and the
Management representative may submit
their arguments either orally or in writing
before a definite date, on completion of the
evidence on both sides. The enquiry officer,
on the basis of the documents and evidence
on records, should submit a report recording
his findings and reasons thereof to the
Management.

The Management on receiving the report
and findings of the enquiry officer, will ask
for the employee’s representation, if any,
against the proceedings and findings of the
enquiry officer. Unless demanded by the
employee, it will not be obligatory on the part
of the Management to furnish the enquiry
report to the employee.

After receiving the representation, if any, of
the delinquent employee with regard to the
domestic enquiry, the Management on the
basis of the entire proceedings, documents,
evidence and report of the enquiry officer
and also taking into consideration the
representation, will appreciate the entire
evidence on record and come to ifs own
conclusions as to whether the charges of
misconduct alleged against the delinguent
employee have been established.

44
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viii)

Vix)

If the employee refuses to accept {
charge-sheet in the presence of another
employee, it shall be kept in the individuals
staff file and shall be kept in the individuals
staff file and shall be deemed to have been
served on him and a copy of the charge-
sheet will also be sent by registered post or
courier to his last recorded address. |+
refused, it will be deemed to have been
served upon the employee.

An employee who is placed under
suspension under clause 19.1 shall during
the period of such suspension be paid
subsistence allowance at the rate of 50%
of the wages which the employee was
entitled to immediately preceding the date
of such suspension during the pendency of
domestic enquiry, or, if an enquiry 1s being
conducted by an outside agency or where
some criminal proceedings are pending
against him.

The employee under suspension shall
report at the Employer's office/premises at
the time specified in the letier of suspension
to be entitied to subsistence allowance, and
I he does not do so, he shall not be entitled
to subsistence allowance for the days he
does not report at the Employer's office.
The employee under suspension cannot go
out of fown without the prior written
permissien of the Employer/ Management.




Xi)

DSCE

Xii)

He also cannot enter the Employer's
premises without his written consent.

If on the conclusion of the enquiry or of the
criminal proceedings, the employee has been
found guilty of any of the charges framed
against him and it is considered that an order
of dismissal or discharge or suspension or
fine or sioppage of annual increment or
reduction in rank would meet the ends of
justice, the Employer shall pass an order
accordingly. Acopy of the eng uiry report will
also be supplied to the concerned employee
against whom the punishment is inflicted.

Provided that when an employes has
been found guilty of the charges alleged
against him, he shall irrespective of the
nature of punishment, be deemed to have
been absent from duty during the period of
suspension and shall not be entitled {o any
remuneration for such period. The
subsistence allowance already paid to him
shall, however, not be recovered.

if an employee is found guilty under clause
19.4 above and it is considered that the
period of suspension upto the conclusion of
the enquiry was sufficient punishmesnt,
orders will be passed to reinstate the
employee and to treat the period of
suspension as punishment without any
future payment for the period except for the
suspension allowance admissible.
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xill)

xiv)

xvi)

xvil)

If on the conclusion of the anguiry or of the
criminal proceedings the emiployee has been
found to be not guilty of any of the charges
framed against him, he shall be antitled o
the same wages/salary as he would have
received if he had not been placad undesr
Suspension after deducting the subsistence
allowance paid to him for such period,

The payment of subsistence allowancs under
this rule shall be subject 1o the employee
concerned not taking up any employment
during the period of suspension, and for
which the Management will be at liberty to
take disciplinary action.

In awarding punishment under these rules,
the Management shall take into consideration
the gravity of the misconduct, the previous
record, if any, ofthe employee and any order

extenuating or aggravating circumstances
that may exist.

Where an employee has been convicted for
& criminal offence involving moral turpitude
in a court of law, the employee can be
removed or dismissed from sarvice without
following the procedure afore-mentioned.

A copy of the orders passed by the
Management shall be supplied to the
employee concemed.



117 Service Notice from the Emplover and

communication procedure thereof :

1)

DECE

Any order, notice, charge-sheet or letter
issued by the employer shall be served on
the employee in the following manner.-

a) by delivering it to the employee by
hand. If the employee does not
accept such notice, charge-sheet of
letter, then one witness must duly
attest the fact of refusal and file the
=ame in the respective individual's
personal file:

b) by sendinig it by registered postatthe
last address of the employee as pel
recards of the employer, If refused,
it will be deemed to have been served
upon the employee.

Any notice or communication or intimation
to be given to an employes by the Empioyer
shall be served personally or by postat the
last address available in records of the
Employer. If anemployee refuses to receive
such notice or communication or int malion,
or if stich netice communication of intimation
sent to the employee concerned by postis
returned un-served for any reason, the same
may he filed in the respective individual's
personal file maintained by the Employer,
in which case it shall be deemed 10 have
been duly served on the employeelofficer
goncerned
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118 Complaintand grievance procedure :

DSCE

)

i)

)

V)

All grievancesfcomplaints about wages, 'S
payment, overtime, leave, transfer,
promotion, demotion, seniority, wark
aesignment and reasonable orders, working
conditions and interpretation of service
agreement, etc., shall be made by the
employee directly to the Employer.

All stich complaints/grievances will be seitled/
responded to as soon as possible, butin any
case not later than 20 days from the date the
grievance is reported.

If a grievance arises out of an order given by
an employee, the said order shall be
complied with before the empioyee
concemned invokes the procedure laid cown
for redressal of grisvance. If. however, there
is a time lag between the issue of order and
its compliance, the grievance procedure may
immediately be invoked, but the order

nevertheless must be complied within the due
date.

If it is necessary for any employee 1o leave
the office during working hours on call from
the line manager, necessary permission of
his superior shall be cbtained.

If, however, thefe is any complaint against

-any individual member of the staff who is at

the same level as the employee designated
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to handle the grievancs, the employee may
take up his grievance with the staif member
at the next higher level, i.e., line manager.

i) In case of any grievance arising out of
chargesheet, suspension order, discharge
or dismissal of an employee, the above
mentioned procedure shall not apply.
Instead, the discharged or dismissed
empiloyee shall have right to appeal to the
Managemeni reguesiing for review or
revision of the order within a week from the
date of dismissal or discharge.

Resignation :

Any employee who wishes to resign from service
of the Employer shall give the Employer notice for
the period as mentioned/specified in the letter of
contract, and shall duly serve the Employer during
the said pericd. The employer may, at his sqte
discretion, accept the employee’s resignation with
immediate effect and waive the notice period and
may give notice pay In lieu of the same.

Secrecy :

MNo employee shall take any papsers, books,
drawings, files, photographs, instruments,
apparatus, documents or any other prnpert*,f ofthe
office out of the work premises except with the
written parmission of the Management, nor =fall
he in any way pass or cause fo be p_aﬁf_;ed , disclose
or cause to be disclosed any information or matier
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concerning the work nor any other confidential
documents of the office fo any unauthorized person

or outsider or to an -employse under suspension
without the written permission of the Management.

1.20 Exclusive service :

An employee shall not at any time, work against the
interest of the office at which he is employed and
shall not take any employment er assignment or
business in addition to his job in the establishment,
in case the employee is on full fime contract.

1.22 Miscellaneous @

i) « All employees/officers shall be bound to
observe all safety rules notified from time to
time and to use safety equipment as and
when necessary. Breach of this order shall
make himithem liable for misconduct in as

much as they shall be liable te punishment
as per these rules.

i) Non-enforcement of a rule shall not prejudice

the right of the Empleover to enforce the same
at any later date.

lif) All matters not specifically covered by these
rules and regulations shall be dealt with In
accordance with the relevant provisions of the
law and/or usage governing such matters.

iv) The Employer reserves the right to amend to
DSCE
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alter these rules and regulations at any time
and in any manner it deems fit.

i les and
retation of the foregoing ru
:;th:Jr’f;tiﬂns as given buy the Employer 521?2
be final and shall be binding on all pers
interested therein.

1.23 Gerferal Conditions and benefits :

)

i)

i)

)

DSCE

The Employer is obliged to prﬂvlidaﬂe?;::
employee with a copy of these Sarvice RUles.

ointment of an employee wlln be
Eﬂie?:lp?n a |etter of contract, i:] v:;:tt::
formalized by the signature n; bﬂcnmes
employer and the employee an dtie o
valid only after both have also signed i
of contract, job description and service :

i arsede all
se service rules sup se
;griaments, conditions of empluygm&n: fﬂr:
parsdnnet of Employer, orally er in writie
form. between employer and employee.

The employee is obliged to infﬂrt;n ttt;e
emplbyer of al revenues, gifts, presents, ?t' é
which he receives as a result of his activitie
on behalf of the Employer.

Any change in salary will be co mmunicated
in writing to the employee.
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vi)  On the twelfth month every year, fron
date of joining, the employee will recei

‘ex-gratia payment' of one month's basic
salary. In case of termination of contract
during the year, this ex-gratia will be

calculated on the basis of months effectively
worked.

vi)  The Employer will deposit its contribution
along with the contribution of the employee
equal to 12% of basic salary on a monthly
basis. This will be depasited in the
Provident Fund Account of each employee.
viili)  The Employer may apply to the Reserve
~ Bank of India for the reduction of the
number of employees or for closing the
. establishment for economic (lack of
institutional donor for the project) ar
technological reasons.

1.24 Conclusion :

1.24.1 Modification -

The Employer has the right to change and
to update the present regulations at any

stage and to give notice to the staff in
writing.

1.24.2 Enforcement of the Law :
=cement of the Law

The statutory enactments a
controls the relationshi
Employer.

DSCE

pplicable to the employer
P between the staff and the

i)




1.25

1.26
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gnrumum ant :

This present administrative document of
regulations will take effect as on the 1s October

2004 and it will replace any pravioys versions of
the administrative regulation,

It has been writien in English and Hindifor the staff.
The English versian will prevall in casa of any

lawsuit, as English is our common working
language.

Certificate on Cessation of Service -

Every employee shall be entitled to a service
cerificate after Cessation of hig employment.

Fitness for work :

The Management reserves the right to test any
Workman by sending him/her to the medical officer
for histher fitness to hoid a post at any time with or
without nofice. However, no decision to discharge,
transfer or demote him/her will be taken on the
recommendations of the medical officar ajone, For

Medical Board whose recommendations will be
considered in such 2 case, The expenditure on
this medical examination will be horne by the
Management under Periodical Medical Check-up.

i) All employess ara subjected to periodical
medical checkup.
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1.27

i) An employee shall submit hi mselffherseif to

medical examination at any time during the
course of employment. If he/she is found
suffering from any communicable disease
or if he/she is found medically or mentally
unfit for the job, it will be open io the
Management to send the workman on leave
for medical freatment at its own cost,

Retirement ;

An employee will retire on attaining the age of 58
years. However, on aceount of physical ar mental
infirmity, inefficiency or incapability to wark or if he
cutlived his utility to discharge his contract of

service, the employer is free to discharge :s.uch
employees from service. The decision of the

Management in this regard will be final and binding.

DSCE
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