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"Rel; No! k\S)IME)b\/\oqg / 2321 Dot 25)12) 2024
CODE OF CONDUCT

1. DRESS CODE:
Dress like a professional by following the prescribed Dress Code.
Dress Code: Prescribed Uniform
During events students should wear prescribed uniform. It is the responsibility of the
concerned faculty to ensure that the students maintain dress code.
If any of the faculty members, while engaging the class, notice that a particular student
is not following the dress code should report to director/discipline committee members.

2. PUNCTUALITY:
Be punctual at all times, whether coming to regular lectures, guest lectures or any
workshops or submitting assignments, projects etc. Being late is most unprofessional
late coming and late submission of assignments/projects will attract disciplinary action.

e If the concerned faculty in his / her class finds that the students are deliberately
or repeatedly coming late and not following the deadlines set by the faculty for
submission of assignments, projects should report to Director.

3. ABSENTISM:
Do not remain absent from classes, students may be permitted to take leave if they
submit a written application and take the Directors permission. This clause can be
waived only in times of emergency. Attendance will be monitored on a fortnightly basis
by concerned faculty member.

e If the attendance in a particular subject is less than 75%, then the concerned
subject faculty should counsel the student.

e In case, the attendance is less than 75% for two consecutive fortnights, the
concerned faculty will report to Director, then a letter from Director’s office
should go to the parent of the student.

4. CAMPUS MAINTENANCE:
Our campus is beautiful. Help us to maintain it clean and litter free. Use the dustbins to
dispose rubbish. If you observe that class rooms, labs or washrooms are not cleaned
regularly, inform the office at once. The furniture in your classrooms is to be used
diligently. Do not deface desks and walls by scribbling, sticking anything or scratching
them.
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All the assets including computes in the lab, books journal/magazines in the library,
gymnasium equipment are for your benefit, but use them diligently. Any misbehavior
pertaining to this will attract disciplinary action.

e The office superintendent should liaison with the cleaning staff to maintain the
campus clean & tidy.

e If anyone observe the classroom, labs or washrooms are not cleaned regularly
should inform the Director.

5. USAGE OF CELL PHONES:
Usage of cell phones in the classroom is strictly prohibited unless instructed by faculty
members for academic purpose. They must be on silent mode at all times and can be
used during the breaks only in the basement, parking lot or canteen. In case if any
student is found misusing the mobile in the class the faculty should seize the mobile and
deposit with Director’s Office.

6. LOITERING:
If the students don’t have a class then they should either sit in the classroom, library,
reading room or computer lab and catch up on their studies assignments, etc. They
should not assemble in the lobby area / corridor / classroom and make noise and create
nuisance. This will disturb other classes / students / faculty. Pin drop silence has to be
maintained in library.

7. USAGE OF TOBACCO BY STAFF / STUDENT:
Usage of tobacco, gutkha & chewing gum by staff/ students in any form on the campus
and within the campus premises is strictly prohibited.

¢ Ifany faculty finds violation of this norm, he/she should bring this to the notice
of the Director. Disciplinary action will be taken against such students.

8. PARKING OF VEHICLES:
It is the responsibility of office superintendent to liaison with the security guard to
ensure that the vehicles are parked in an orderly manner by students. The Office
Superintendent should take rounds once in morning and once in afternoon to ensure the
same and in case of violation. Office Superintendent should report to Director.
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9. EXAMINATION NORMS:

The students are not supposed to miss any tests and mid-semester examination. In case
they remain absent no retest will be conducted. The students are requested to use their
own material (pen, pencil, scale, calculator, etc.) during test / exam. They should not
exchange any material during test/exam. They should report 15 minutes before the
commencement of test / exam. All the bags and personal belongings should be kept
outside the exam hall. The students should carry hall ticket & Institute Identity card
during the examination without fail. Malpractice during test / exam is seriously viewed
and will attract disciplinary action.

10. ESTABLISHMENT OF STUDENT GRIEVANCE CELL, ANTIRAGGING COMMITTEE,
DISCIPLINARY AND WELFARE COMMITTEE and INTERNAL COMPLAINTS
COMMITTEE (ICC)

In case of student’s grievances, issues related to ragging, discipline or sexual
harassment, they should be reported to ‘Student Grievance Cell, Anti-ragging
committee, Disciplinary and Welfare Committee or Internal Complaints Committee
(ICC) <

P.N
* Itisthe responsibility of all mentors to reinforce the above norms in their mentor
group meetings
¢ These norms will be made clear to parents and students as well in the parent’s
meet scheduled at the beginning of the semester.
* Director and the other committee members will take round every day and CCTV
network is also in place to ensure the orderly functioning of the above norms,

Dr. AfFSRaikn

(Director)

DIRECTOR
KL.S. Institute of Manageme
Wiucation & Research
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FACULTY NORMS - PRESCRIBED BY AICTE
FOR VARIOUS PROGRAMMES

{Engineering & Technology, Architecture, Planning, Pharmacy,
- MBA & MCA|

All India Cotinell for Technical Education, New Delht vide Motification
F.Nop.37-3/Legal /2010 issued  payv  seales,  Servieo conditions
& quulifications for leachers and other academic stafl o Technical
institutions {Dezree] Regulations, 2010,

» The regulations 2010 shall apply to technical institutions
% Universities including Deemed Universities imparting Technleal
Education und such other course/ programmes ang aress as

notified by Councll from time 1o thne,

» There shail be only three designations in respect of teachers in
Universities amd colleges, namely, Assistant Professors, Asapclate

Professors and Professors.

3 No ont shall be eliglble to be appointed, promoted pr designated as
Professor, unless he or she possesses a PhD and sadsfies other
geatlemic conditions, as laid down by the AICTE from time to time,

“This sliall, however, ol alfect those who are already designated as

Professor,

» Faculty designated as Professors as on 05.03.2010 shall continie

aa Professnrs.

¥ The matio of Professors (o Associdle Prolessors o Assistant
Professors in & UG college shall be in the ratio, ordinarily of 1:2:6,
The ratio of Professors: to Assoglate Professars and or Assistant
Prifessdis ih 4 PG college shall be inthe ratio, erdmarfly of 1:2.
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. SERVICE RULES - 2003.

| (AS AMENDED UPTO 10" April 2013) |
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CHAPTER NoO. 1
TITLE, COMMENCEMENT AND APPLICATION

a) These Rules shall be calleg Karnatak (aw

Society’s  Seryice Rules 2003 (as AMmended
i

Upte April, 2010) for tne Employces fnol

covered by Gove. Salary Grants) working in

the institutes run by Karnatak Law S0CIoty,

b) These Rujes shall be deemeqd te have come

Inta force with effect from 01-0a-201p,

¢}  The dppointment a9 sérvice conditions or

employees (not coverad by Gavt Salary

Grants ) working in the Institutions rup Dyt

the Karnatak Law Society shall be

by thiese Rules,

governed

s
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CHAPTER 2
DEFINITIONS

A Sociely miars Uhe Rrinutak Liw Sucety, Relyayrm

2. Employse meang an smployes who I not covered by the Govt Salary
Granls. and includes ary perssn apneinted by the Anpeining Autharsly in iy
capacity elther teaching or nen teaching ‘atid |ncludes any emplovee 2lieacy
enpointed and sarving n any of the Imstitutiors run by the Karmatak Law
sucioty But Moes'not/ineluds PeTION engage on dally Wages o isiting taculty
engaged oq paymert based an houtly rates, Aa emplaves thay be o
Confirmed employee or a contrdctual employves or 4 Frobationary employor

41 Contractual employee means an empliyer who B appointed o9 o
“enlraclual basis [oF 3 speaific auration of period or for a divation c&gained 'y
Tomplte a specilic job o Essignment, et fo the terms and: conditioms
“Padified by the apoaitting authority i the lettar of 2ppomimmit

bl  Probationary emplayee mesns  an -:mﬁi’_éz- EE W 0k sHruinly M
probitianany period,

¢l Confirmed Employeo reans an emuloyee. who. hae =atisfactoelly
Campleted ke peéciod ol preapdtion Al whnse services heve boar Coivmes
Sy-an order of the Chndiman af the Pt of Manansmmn

3. Probativnary Period means -

1) In cdse of an eamploate who: ey HULR I laindd =5 2 cariractyal
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5. Mo vacational ernplo e rens o ST AU T ST T T T

te valation

G Teather ar Menlser ol the el hing Staff intludes Frincipal, Prifessor,
Healer | SolB24rme OF e L T Lt e Y Dﬁtﬁt&.’ ﬂiﬁjﬁtﬂ-ﬂl:ﬂfﬂfﬂ‘“ﬁf,'sf- Lﬁﬂ"t!.-"ﬂd"
. ERigrer Ihysicat Dieecto <A driEn |/ our such other sifniiar calogory
TR i leame yp rerbesr Of teaching staff By this Govarnment or
usinerily e AQTIHGE ot # b Techipleal Education {(A.1.C. 75 or Unlversity
Grditls Cdtmrtizgsisie (U5 200 o fo=) Board of Eemndir? [Educatinn (CASE)
wr MeogalrCo=slan Indib el i ar b * Hoard of Management u]’ the Socidty.




v, Non Teaching Starf ncludes Regmtrar Finance Maragar 4 Oifar,
Atounts £ Administration Manager, Nelwork / System Administiator /
Supérvisor, it Enginexrs, OMiea 7 Actounts Supdt, Forsrtmn, Mnstiuctorn
ASSE.  Instructer, Mechanic, FDa, Rest. Librarian, SOA, Stencgraphar,
Receptianist, Typlst, Sturgkezper, PDrivar, Elsztriclyy, Mumber, Canpentor
Moulder, fleon- /) Atteniar Relper, Ava, SCEVENGEr or sush pther Brmyiiag
calegery recoanized by BOM o' the Soclety, _ _
8. Managemeant means Board cr 8OM e T, sStanEsemant of Wi
Soclety) or the Governing C4unils elegead ny e Mewribigis &F the Gonsril
Bady of tha Saclety,
9. Salary means -

3} Ihcateofa Coniifmset Gy as

e mmanthly Da5'C pay Bd cthss LiBwances sttachea 13 the padiy|din

bl In fage of ¢ COTErachiue! Sinbie es =

theconsuhid e oty payrnent

4% statad inthe Order of Appointment af suen Confirmnag i ¢ A uE

L e 1 T :
10. Dearness Allowance Means desrness  allawance vmnfed fo an
empluyee, such siowance not Being 3 matter of vight of the émpigyee, as
laid dewn feam time to tirme. undir B resolution of the Board of Managemeant
1. Year means the scademic YEardnless atherwise Impllag By this cantaxt,

'I.'.'! -M,nnl;'_h IPEans M Etotdb (S abll a- Manth

13, Appainting Authority means the Brard of MbnagsrEnt of S aranrary
Eaw SSdipty o Goverhing Caimell as the ase may he

14 Di_sf;iptinnry P:‘l:m,'udiﬁ:gﬁ MERS el prveecdigs imtiaiea  |ny
dppaintlag Suthonty ar arly. dutherity TONGEILTEd [y the apsHeiting » ety
for the 5218 puipaue sq IMare EarECUisrly STated 1 Chagter 7.

15, Jaining DUty ! Service -
In ase of fmplover appcinted by Marsdtak Low Sosaly, Wiz ine Sy &N
whiah empleyes ranorts for UL A8 per the arder of BPpinlm=nt

In ¢ase of EMElaves who rdisives criles of Hansfay or goputation the oo
Wng irea ar repsicting far durs b A% Par orde; LR aste) or deputatitn

Fravided that Jﬂ tase of the Order of Trensfer or Depusativn hely |n
sbeyance, the date of handing aver ani taking over charge and tha ante of
resuming the charne/poar shouls be treated as date of loining,  Proviges
further that tima Feastinably requied for harding over and taking over
chorgeshall be taken as.pa rb.of.Jdinitg petiod, -
16, Head of Inytitutios [HaI)}"™

- . fon cafed Ly | ghy i
HOL mieans Filhcipal/Director ar _a pegy expansible for § OT0EF narg
and day-to-day running of LHe Jn_sti_ti.ltfnnn;.-pd;l during the ap N dasigrate
by BOM as Vire-Princizal ar In~charge Pri sénce of 1h
1 M ducr

MEane misconduct az stated A Chapter 3
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CHAPTER 3

RULES OF CONDUCT / DISCIPLINE FOR EMPLOYEES

The emipleyess are fagiived Lo adhere to tha Follewing =ilag af SRt discinlineg, an,
bBrEsch or nun-adharence to EHigen fHes will be considured ag jrires Sl iagt,
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Courtenysness
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Politieal fComm
ural activities .

At Employee chail nob leave the Heag QUAries: ikl
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Hours of work -,'h:r'*:r_:; wWhiehl he muct Es iRl ab Fhe
prace of his duty,
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IWtoarity B dEu’g-_trmn o duty and aleg fie honest @i
importia! in his iy depiings and uhall nat R TR LT [ TR

g Ta s n_l' forgory, fraud J:he;l,inj\_. malpractice..

Ah émn!qree nhal] ;‘:_.Eﬂ[' limes hao Cortenigs ot s deallmgs

with athes Siployass, studerds, thair FETEMHE, rremibers o
the public, managemant, offitali of educatinral aiHipplisas
il

@) o smploves skall patieipate o politicas TRl AT
b a membaer of any polithesl parly or araanization

o) No  emgioyee  shal PALeicats M a0y commmunal
Gcganizalion or setivity which affucts e seiulpramonl ine
Chuntry




11

13))

1)

i g |

-
L
“u

&)

Connection

with Press

Protestaliog

Critlciam of T
Tnxtitution

Canvasuing

Private  Classus
2r Tultions.

Evidanee beflc e

Commitbew ay
ATy albgr
author|ty

O Emplives shatl) exvcap® wish the prigr BETTHESIOn of 1k
Monagemenl, cwr whotly, o |n P2l or conduct ar |
PECpate i thy editing o TARAGeMant 0%any newspa
Or-othee period st Dubliclitzng up eny ather ~icdia
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No Emileyes shall take part 4 AMY Public diseuecian’ g
FIakE Afy nulie satemenrs:

Which hax the sifack ol orllisreen o dny sollty 6r action of
\he Societys Institolian in vihich hes warking .

which Is capate ar UMb esamg the refations Hetlhve) the
Institution, Srate ar Cerbral Goer ur 2y obhiar Ifnslipiticr -
organizatlen or memoer of the SUbI.
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) fp einployee Who gets iriviolved I gty critneaal
preceedings shall yomegiataly inform the Roaid
o Mnnagﬂ*nm’ of the Sodkety 0 wriling
irrmegigtive of | St Whashe hedshe  hos
bren relpesey g bull or not

) Ap empioyes who s detzingd o polne cusiody
whether oty erdmipal charge o othe w:u far. o
period longer thar <8 houts ssalliner foinnlsmes
dutipzar tha institutey Girilesss R fdhe hg-: ohtabhed
written permission o that eflfect f-em e Boznd
of Managcmant of the Society

h} Whesisver an empicyee wisher {9 pur forth aky
claim ai =eeks ledhss] of any qlinvansas of -1r
gy wrang fonesta hmJher, ho/she muss (o
hisfher case through proper channel and sha
nol-forward capler of hezher-applration b= o
Nigrer aulbority olf nanezapiere r}'jl pehililie el

a) Me empisves ahall ke o sigoalery Lo -'1'.
cantroverslil Julrit Eprematebon ..Tdrr';..iml
the suthartles tsr padressal of auy gricianee of
dry Blher migutire

€l No emplovee shall weite 3ny aronymous ot
pﬁudnnvmuus letters to Sacisty o Insthutes
Managemeat / HOls criticizing ar uging Indecant
langlusae or chrcdlating such | atress
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Cleanliness
Order of Transter s

Additional charge,
Heputation etc,

- Bhedienca /
fubordination
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CHAPTER 4
SERVICE CONDITIONS

1, Annual focrement;

a} Gratt O aanual incczment to an emplopes shall ba subest to & veview of
s peviarmance By a Mghar authonity and i e nata mstter of fpht desed on
Zerpiiacidy @ abhenise

&) Annual Incrsrisil shown (o the scalés of pay <het be awarded. b
rar aboial dach pear walls gffasr Lol Qate af anmii r5dly reckaned anth
refovence o the dote oFf jginmig.

= In tase of 2n employes on feave without pav, the aonuai ingromgnit gkl
be deferred coerespondingly by the tmber of days of lesve withaut o=y for
matyaarin wheeh K¢ has boén on feave withouwt pay,

<. Promotion :
Promolite toa higher pasition:
2) mireta mavtan of <yt besed on seniticily LF otherwise

bliis subluct tn roview of performande m the exisling position arvdymesting
the:eligibility. requirements of tha: highes setion,

<) 15 r-f,il':;n.-:i 19 & vacaniy sxiating et such Wigherposition 35 geterrined in
{hestutfing pattermn of the tnsitute whick hos bzen agproved oy BOM:

i) 15 et b cany othee Pactor conidossd relpane L DOM

] empleyee shall have te urdergs tests prescribed by the Buard of
Monegement) RICTE UIGE S Stata Cavt, from time by time oad shall atso
oot throuah' efficlEncy s that ray b presesbed,

‘pplication for Jeb in other Karmatak Law Soclety Institutes;

| Mo employes (whether cordflernas, probationasy ol chntragloval] T enutlig w
sesh or apnly for any job within Karmatok Law Sovety unless the applicatin

I |z made theough the head of institeie y which the employss iF aresartiy
workiag . '

| 4 Grievances

Any grievance of emolayes shall b teferred to the Grievantes -_:_u||', 52 up Ty
| ‘Beard af Management, fus Ite corsicaranion and for final dewesminativn by
i ‘the Board of Management




Society institute,

a3 10 i6 2 conditon of employiment that serdices ol iy emplayee working o
an  Institute of Soclety tre tripslerable ar moy be deputed to any dtrm
sttt ¢ the Sediety i or dutside dzlgaum or Lo any Wnwersiky. o7
Goit Bdency ot any other institute for such perigd as BOM deems bt
gSmiarly seivices of By emplyyee workicg jn & depaciment. of A
matitdte can Be Cansfeirsd on deputed t0 any ciner departmant ol '(he
Instiblite

t) & Confirmaed employee his 3 len o0 the pokt wlisnavar such Bmpiey es s
gaputid of Eranufefred Hy the Mansgement and dudng the paried of S50
Hem Al el npllﬁv_;fﬂ . entitiod by @l tne behefts &, Ingrémenss
promotions et which are availuble tiths post,

eV An employes worling s Karpalak Law Sodmty ARTLLLEIN 3 partivyss
cadra may oo appointed (e a port @ 3 different cadre (n anather XS
msbtute and sueh appoiniment saall be ragardad 25 transfier 0o siich
gthypr destitgle '

6. ndditional Charga akto

AR eEployes rbay Y= essigined any acditional regpansiolly or ghargs far@

contraclugl period. Such additicnat cliargs mway, carry =0 2llpwance hxeg by

Bosrd of Managoment ana such allpwvance shall St bepatl of narmnl wagse

or salary of theenployse

7. PF & other benefits

THe Employess-ure entitied Lo the henefits of Provdent Fund, Gratuiny arany
other keoelil, @t apelicatle and 8% pn.}wdﬂ_ny L rasp=chive 2w,

8. seniarity
Eglaping norms shall be srgked wiile considenny sendrty of employess.
71 Datks of first apasointinest 653 Ul me dmoicye;

b} Curhblen @t <erceln e saibie cavre, ‘foraak an service oF QErdc
guiing which Gyere Was bEen b fdllin ihe work- oy or fenye waibhrad
pay  will hat b consafered as part of continuous Service],

6y Where the date of cppomtimenl is ssmes b respect of two or mort
emiloyees, sEnlonly Wil b= haced on Lhe prérit, Where the meon s
alss ssrme, BINan SdRlo I the od whllie consdered Tos sEn(Gnily

g Salaries A& Allovionces

Employdad (Bl teacniig, and nut-Leachifg) ard untites to zafary  Bod

dlpwzacos g dalarmined by BHOM [rabh tine o time gpdiiliese W)l TE 9=

specifits Im Karndish Law Sodetys “Fay & Eligility o Employess: Ruiks,

stated I the Scneaule annuxed. _

Unless specifically excapted, by the apaeinting suthoity,

(1} cantraciual empioyees are enqrittad Lo payrment of ssliry on calisslidat=i
basls and .

(i) by oUher ennpioyaey are ntithed o salary &5 par <LS Scales of fay s
allawinces, _

as specilies in e sapt scheduly




CHAPTER 5
LEAVE RULES

Casyal Lo (21 A Confemed einployue 13 enthled to vounal leave of not
Leave (CL] eacescing twelve deye In 3 calendar vaar., This enve can
nelther ke enaashed nor carried farwand

(b) Inthe svent of ap employes f2lring OF resgriing durlng (he
cuurse of the year and hss avalled €L which is more than
proportionate to his peried of service I that ¥zan, the
amaunt ralztable to excess casunl laave aveiled shall be
recovered from such amployen.

Earned 21 fiy A permanent non vocEhoeal arployee =oapiiiéyg 1o

Leave artiall jgave af 15 days for ovaiy 12 months wernrs
T such leave shall ascrys niiy on commetimef 138
months service-w.ef 01.01.2G1 3

(1) On completion af one year of s&rvice, such leave cab
be either eiiashed o accwimulated and total af such
earashment and accumuletion shall nol exceed 240
u8ys ot any time during e lenure of =eilice of
permananl non vacatwnal smplores

(H) Perrhanent non  vocstiina) empleyees who haye
already ericashied sarned leave more than 241} days.
are not eliglble githar for accumulstion /) prcashiment 7
entitlement of any sarned leave guring the balance
tenure of theis services [I|l éxernss encazhmnnt bepono
2490 days is adjusted against thet peciis!

{v)  Any sncashmoent of sacid oy wili he chimpubid o
e basis of amployens salary ( Bagly saliry | Al
pracalling ac on date of enceshment.

(v} Any commuted lesve dvaie by permane! nmn
vecational employse after 30,09 2003 1L 1z e
acjusted against eamed leave of suck emalayes With
rétrospective effct,

[vi} Encashument / atcumulation of earned Igave shalf be
placed  befare Governihy Council of respeeve
fnstitutions ones I 3 memth by HOL and aller
cunsiderstion by Governing Council, the same be
forwarded to GOM for approval,

. (Vi) HOQls of KiG Institubigns shail send she lst of
emplorees  infcaking theis Sngashmen:
accunulation of eurned feave b KLS Office for
inlermiation arce in & month.

i




Medical Lesve

()

{e)

(f

ol

S e— — ———

= sunfinmed EMployse, Leng A vacatianal coloves,

ertitteg o U rmpg ledwe 41 the jare of tan ad for e
twelve monihs gr setvice. €T trave mnnot ba Efningg
Any time or cannal be adjusteg fgainst any shortge |y g

hgtlee paripd |k the Evenl of pr Filvyaa's: resignation) gy

leays 5.]-1-?;;] Q8 Zudllsd i rive CLITenT yepr e 1 1)
frumEziataly dUCteuding peny 1SLEel 1 abtnies wntte
cofsint of tha =) falitg dhvien such IBbve' er poryan

Suth lmava noe avalaD shall lapss,

A Marned jady Baing » Conticiins EMplayre s entities o
materiily pave vith pay L ar g “rceading ninety davs sra
the jiltarygd) betweon WO eugh lngue avoilinents ehy)| nal ne
I35 than thien VEAER. Pyuvidan (it her Mt tne nulier o
avaffments of o IRESTAIY ey shell nut SKCERT Pwe
dutlhg'the service FEriod nf =M, '

A Contiernag é'ﬂphwe-:r L EMed ko Megray aeaye (Wi by

not exssidihg 7 disys N & vYaar gn progdusctiag o ertifcat
fram the Medical Practitiymey approved by the Soray 1o
leave cannet be encasiug 0T sErried farward

In sddittan vy the abave. a Spetlel midbical luave 19 cowe
PrETRasten Mafor alllmt_l‘_lt!i lollmese: a2 HElg alliiens

Win2ss rutstabte gy FRAternity. mey pe gieen o ey
=Pl caz wity g pay for first 30 days nnd with saif funy Fal
W et 340 dayg and without ny bay far the Balpnce ey

M any, Tois spocial medica) laave misy be granted agar ot ty,

HrOSUCHGa of wxrtificyta of hosgital ;1 rrediesl prichitisn

AP6iGued by thy Sociaty,

Eﬂﬂl‘-"_r_mﬂd Erﬁhluytﬂ may. he ' gEpt=g f.tll.'il-r e B
PLISving difaner studies / MMRrOvING ‘qualifications wyber 4.
crmthaitl pay: or stinang as GElgrminec by the Bojrg f- sy
time 1o i BOM may prescribe candlions, wnich ehulll b
d@reed o by the EMplayse, 35 Lo the PEULN AR 0f s
£mptbiree FESming his employmant ie tHe instnuten rar
peclfied  period of tmi atyer nE_completar of gty
=tudies/abitsling quatiification epe, and 35 1o the mengit, o
Fny othir messures to be levied/taken vy Ap i the peany

of lhE-ampJ'n-.iriébfarmmg to fatfill the FEQUIFCTIERS Jz 3y 1coeq

Laluat Dagya (079

i?ﬂn!:pazm_m;rl"*mtium.-rm!? RMHoyeds ore et hlisg far ‘ta=um=
fﬁa-.rg (VLD pay) of Far uxLeeding 12 eave n & c2lentar yen
= leave san neithaey bi carried forward nue E g

Contractya) /. Probier oy SMployeas 8% ot wn tithad 1o 0%
l2ava othist than *#a CARUM Ve A% apoye




Earned
Leave

=)

CHAPTER 5
LEAVE RULES

A Confirmed smplovee Is entdhes 1o wasus Jeave of ant
axeveding lwilve diye in 2 calenda pear This' leguE 2an
nether fe eacashed mon Carki ) Naiea i,

inahe svent of an employes cEhinng O resigning difag Ine
courzi of Lhe year and hes avalled CU swhich 15 more that
provortionste 'té hie petsd af service i thar ved, the
amownt relatable re exsess Easugl liave gvdiled siiall e
recovere fiom such srmployee

{4y A penmanent non vocatianaf armioyee i drnitirfed o

- Marned Bave ¢ 15 dEys [on euey LZ manths service

anul sueh leave shiall Brcrus otily on campleben af |2
Inanths service w.o D1.01.2613

bt} On completion of one yaar of service, surh leave can
Bt either en-dched or accomiliated and tomal of surh
earashment anil aecetilation siall net dxcuwd Jd4l)
days ot any Time dirng tha tepure B gan e of
sermanent not vocalional eampilsyse,

g Fermanent gl veestiong! ‘emplovees whe haye
alieazy encashed estned laaue ndr= bhan 240 days,
are not eligible 2ther tor aceumiiation / arcashenighl /
entitiginenit of any eamss jeave dunns the naianes
tenure oF thivir services £)] exvoz= encagtiment Lt
290 Sy v ad|usted sgst thais deerlin

L) Any encashrmint of aswy [tave w lI';u-_: siprpit e nn
the Sasis of emnaloyeay salary ( Hosic Lallty & DA
presaling as on date & enrashment.

(v} Ary commitisd leave aviallid by permanert non
vosatipoal cemployese dfter 30052003, s bn o
adjusted agsinst oarned leave of SUCH employer with
retrusmEative st

vt} Emcashmait ¢ accienuiation of ezrmad leave sholl be
placel befgre Gowerning Cluneld o rRanotive
mettutons wpee e 2 monll By HCLE: Ane, atea:
condideration oy Governing Counci, Lo sahe b
ferwacded ta BOM for apnaeal

(v} HQIz of KiS  Instiutions  srait Send (Re fgr &f
EmplsyEes  ndigdting Umir  ancashment  and
sccurndlolien of darned jeove to KLS Office  [(or
Information anse i 3 rorth.
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iy

(i)

(ivh

All leave with or WithdUt osy Wil be sgsinst wiitton
sancion by the Head of lnstituly and in cage of leaye
avalled by Head of Institite Wil be agdinst wrllken
sanction by Gaverning Council = Chairriat. The Head of
the Institule or Governing Councll - Ciwieman has
diseretion to safiction or declibe or o revoke leave atany
tirmeimn the intsrest af the stitution,

ANY Sundave or Public honvays lalling betivkian the dar of

commerncemant of loave and thie (Ghy af complition af
leave will ke counted as part of Ieave penod.

EL should s avallied for 5 minimurn parod of heon days
Sh e

€L avalled Shoule not2xceed 4 Eavs 8% & T,

The above leave rules ars not applicable ta nostel ampioyess.
They will be sovernad by ssparate iznve rgles a2 framed by e
Hoste) Commiltes,

12
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2}

3}

4}

5]

6)

7

Cessation of employment an retirement

The emncloyze shall ceéase to be in the sorvice of the Sodiety o ity
IMstivut'on from tne last day ol the manl) in which hefilhe attams the
age cfraticersed whigh slipl be S8 geais

Cessation of employment en axpiry aof tanura

Ta sérvites of & conthachya! employes shall (oess on phe legt day of Ins
Lenure of 555 sppaintment 3fter office hinbite (e in ta5es sovared by
7 4c) ar B {al below). fnSiich casss thare will it be any hotice of
‘erminatian o 4mployment or notice pay

Clostirre of institution, branch, course stc.

Appzint'ag aulhanty may teerriinate the. services af amploy=e 2 the
fellivwirg graunis:

ab Closure of any insitution; @ivision; branc, secbiah, colirss elz, o
accourt of inadequate workloas, insufficicat admissions  ron-
avsllbifity of proper saching staff

| BrEny ofher gropne which 1s hovanid the contesl 5F te dAlpaintleg
OumOrily Inglading, dnancial, atsdnmie B sdvuristeative s
vianility

>

Emigloves wilhinde services ane lormisstes undar this plovision mey Be
compensatell as decidad by Soardiof Banagement

Compulsory retirament:

The izivices of an empleyes may b térrinaced Gy chmouisery
relirempgnr befory superannuatitn 'Under srovliicns 25 a0 down b
Mapagemnang from Timeto Lo .

Voluntary retiresnuemt:

Savces of amiplayee may pe ferminated under voluntay telirement
pilan 45 provided in 4 scheme I.|_‘13l inay e {ramed Ly e Board| of
ManTd R TEnL

Cessatlun of emplaymaent by emplayer

a) | Tre sgrvisec of o pigbationery smipleyee 1Hay be terminated G the
Q@O Quthorily Al amy timé daring the probarinnary e el
withisut any nabesor saliore o ey tioresf,

b) Theappeinting authanty pidy LRrminale the tapwices ot a confumaed
emzloyes by glving three manths' oror nntice ar hrese maonths®
salary T liew thargaf.

©) The appointing authority may termionte  the servire: of a

centractual employin At any time daring the tenuce of wmplnyment
of SUCH efimiloies,

14
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Lesgation ¢y Etnpleymori: By Emiployee:

al)

o)

e)

di

OTIE R e b ek 11y I Tiwlayesming g, o
== TS e =) b "B, S somizsciudd ekl L IR -7 [ [ Y YT
Denud, Insn b fhpye pree e Vel o erjsaiily EFOr mag = 8
ants SUIr o Er =P read

i l‘l“--'l'r"f:'-_--,j Fripiag =g e FEEGN frtm b UROT D o gurkdy 3 -8
IERNYE fivge WS Arp i Mainka EALE 9 b IErEor,

ANy shortage In the netice given by the QMPhyﬂ May be ser g
GG3ASt (he bilance leave, | ANy Reourmidaliod 1o caug Gl ngn

vacitieat BRIV DU e Ooly ano <alary o e Batancu s e =1y

shall Ju pgig by Bl @pryplly ce

Tewgraila; iry &0 ETOALY e Elay b= gftay by s Wf5 Bfregn W
s Mhe gt Fliniy .1:|ih'u-lr, G T TIPS Fz Wiy Srlipp

{1 Where B} employee servis natice o) reslgnation (o =0 i
ar three maonths, as the cass may ve) while o1 leave Of Zrvy mrd o
an vacation, the Perind of such antics will be deaiind 00 e es
on the date of resumptlan of AUty by the empiaves.

A1) Where ary employos sz -, Notiee-of resignati i (af e o i
or threp moiths, gs the  sua Mey be) and gos: on an, =i o
lesve, the Hatlee Perlad st=ny m’f&ﬂd_ by |_h'a.pt.--+.;d' O sk by
Avalled aor sych puripd of ESes will e reGarded a. snoitags b b,
netice pariod, :




CHAPTER NO.7

DISCIPLINARY PROCEEDINGS, SUSPENSION AND:

L Risciptiirary
Actien
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PEMALITIES

The Basrd of Management LEBEM) sHUll kaye amwer to
mitiate o iplinary  adtion agamsl an smpigyas  wha
commills rmiscondiiet as dehned i Clouna |Mo/17. of
Chapter 2, elthar un its own motion or op the remort of
Chalrman of Goveming Catincl| o the respective
Institution, for the purposs of holding an enguiry ang
imposing penaslity.

The Board of Manajement may delegale this power Lo
initiate diseiplingty action against the employes, to head o
the instibute '

Whers necessary o neelimingcy endlicy may B2 conducrea
Lo Inwastigate Eny mkeonduct o Ry wecuringin
ther \rstitution 10 fe the crelmingsy responsibiily  pn
2 aloyios '

The Baaed ol Mansgunicit may suspers ai uprspltivee
ajuinsl  whoem 30y prsllmniary oiquiny % Iindiatesl, o
miscanducs (3 silegsd, by uing B specilic ordir Lo Tnar
effeel. '

Qliring L LUSEENSION. penar g obipddvde dfipll by meb
subsistenns allowance ot (he rete of 50% of his oress
slary 1ot the Tirst s mentts and i the peeed of
IMEpensian s extendod due 20 reacond Atrbitadle 1o the
SMPIRYER uhdsr Sshendlan, [P Zuilis st e Aswearss
shall continue Lo he a1 thie samo rale

-

Where the suspension period edtends BEyonid Sle manihs
for the (eusans fhol aithsviable fo e  cukpenied
eriiployee, (e sussistenea allpmanre <hafl be sl the rata of
#5475 of the gross salury for the suksequent penod HY e

Suspenalon & revoxes

Tha susperssion order will contnin sueh taring, scaditions

L onld obned details ag the BOM gaecns 1,

The sUbs/bience .'llit.:*-mrr,fe & e emplsvess =hall Be
subiact 1o FF sra olher statutary 2ecusllons

Tie BOM may reveke the ruspension of the: arpilppi ol
gny time il deems it for the reasors coAsidered
approgridte ond such actlan by BGm may nat necessandy
frply the dropping of charges againat the emplevei 10
such cases the employee is ot entltled te any payment,
far thie perlod he was under suspinnsion, In addition s the
subsistance allowanct zheady paid o Him during L
SUFPENGIUN pEricd,
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In case the BOM dacides e drop the SE0pInAry agtien
SYMNET the EmMpigyee by a spEECifie arder the EMokrpee
Shall g Shilitled Lo tha FRYMeEnt of rui =8lary. fop the pefing
of Aufignziny afres debleting the amoyns dlready  pan

In c3se the “Hployee, after an enquiry, s helg gty e
MisEonduct he ana)) not' be erppiay o any payment |n
addition to :he-s'l._fbil_lﬂam:i; allowance paig 10 him duriny
the su,.-arpen'si‘nn.'-ﬁcwgggr. the BOM may Lonsider aayrmant
of Subsisianoes Sllawsnze o5y employes fis the Suratiun
from the date of repart by the Enguiry Officer 4ii thie gar.
of BOM's arder awarding any penalty,

In the aveq or any investigatinn ungder Criminai Prakedyra
Code {E#CJ being inlitiztad egdinet an Emiploves sng |f 38 d
employes suffers Rallce zustody for mere than 4a Hiturs,
the BoOM My consider kezping eyep Emiployee undie
Suspenzion by Paving a Sutt!_istem.-e_'alinwanﬂ 6f 503 aniy
of the gross salary. ' '
Where SNy Investigarign under Cpc refating to ths effen. =
of Marl turpltade COMm|tteg by an employes s iHitinges,
SUCH 2mplavee nar U= kept under Suspenslon by payng
S53% enly o Wit fress SBlary- a8 tubsistin s ellowance 1::
the said perlaly &f suipension.

The P g SHERRASION fan axrang Leyand. gne. vins iy
faze af 'cn‘l,'whslqm.;es eferred 1o 1) am (1) ahove

ARt having come to know the miscanduet o any
inuguiar'ft? In a5y Instituts Lhe BOM may hald a Prelimingsy
entiulry by canstituting an Enquiry Commilties g ane ar
More  parsons wh M3y be members of Karratak |aw
Saclety or any reEsponslble RErsan from an INstitutisn ang
arrange 1o aet report on Such misconducr op Mg utarity,

e rridy oot he H'r:tﬁﬂqw_ Tor the Bop 0 soathice
Breliminir, ] (P17 T TR 1} Ca58%  uf miscenduer iy
I'fr:guiilnry'.

1) A tharge shast Mtenden ta i:i‘iar{.:ud aI) AN S, i

and which tha sald employee reflisey 1o SCCRHT /1411 ha
deamed (o have begn served on him |r slch retusai tanpe
Pace jry Hﬁe.prespnre af anﬁtnqr EMplayen.

Ii} Copy of charge shut whien B sent throyge: Fegisierey

POSE o the emiployge at g last recordeq rézigentia}

8ddress, shall be deemed L9 have bags served on the =aiy

“Mmployes gyan when he refuses to atcept the Cenvery of
stared sk, '
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The BOM bBassd an the repart of any prelimimary aneuiry
committee of on ils own findings, may lssue a show cause
netlice to the pmployes stating the: fitise of mitscendigt
and sesking explafiation fram him By aiving tme of 48

Mours to 8 days for subrmission of sunh explanation

If the BON 15 net satisfigd wWith thi gagHanalion ar When nn
=plafation s raceived, it shall frame a Clargeshue
giving tHe Jutails of the chirges and issue of imemoraiguie

hargesa the employes,

Qn the recelpt of the reply of the charge-shoeted amployss
the BOM may not Hol ) domestic snquiry if (b finds k=t the
misconduct is of nature that stiraces iminor penalty, The
20OM may then proceed to iImposs= suck rildar penalby.

The BOM siall apmoint an Indapendant arquivy ciffchr 1o
hala dorrastic Bhuuiry. against the empinyise iF s
miztondunt i€ of o natyre attracting majur penplty

The BOM may initiate disgiplidary action, agalnst the
employee against whom the mizconduct is alleged and Is
Bazed oft the samie set of fazts and the ciraumstantes on

which & criminal proceeding (s also pending, by halding
Gomestic enouiry agalast such empioyee.

[rrespictive of any oulgome of the criminal procending es
nated In ciause @ above, the employes shall not be
Sxongrated from Lhe charges against Him whith are Lhe
subject motter of the domestic Bnquity belng copndurtes
against him.

‘Damestic enquiry agalnst an amployee can bi condicted

thrdugh an Independsant Enguiry. Offlesr or an Enguiry
Cornmitles comprising of ane or Mere persons faom afnong
the responsible perstns from any institute or Merrthears af
rarnatak Law Sagiety or any other perapns,

The S50M shal appoint such Enguiry Olficar or Engutry
Cornfittes by 3 specllic order stating the teoms arid
conditions of the enqulry and stipulate ' the period for
cemplatian af the enguiry. Such_pariod. may be sxtended
where there are ressomable grounds for surh extorision.

Suring the conduct of dorsastic eiquiry the chargs-shested
emnloyee may be aliawed, if he 5o requests i writing, to
have the assistance of a ca-umployee working fn the
Metituta, However, no outsider belng-a lawyar or any Lrade

uniafi leader or any other persons will be allowed to sssict
the chargesshested employes In the gamestic enquiry.

Simlarly the employer will also fiot be allswed to utllize the

services of a lawyer or any other outsider. Both the parties

ars raquired to give the fists of Lhalr withesses.




m) At the Eeginning af the engulry, the REESEAG dificer 7 1he
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management representativs will exsmine the wilnesges i
SUpport of the charge/s of mistanduct, The coneerney
Hﬂ'ﬁ!ﬁraq will be given & fair AEPLITUNILY 4 Cross-mcamiin
Such  witnesses an omplation of their evidence. Tha
r::hargb:hm_:ec £mployes will a5 ba dliawad (g axafmine.
his withesyes, The Presenting Offiger ¢ Manegemant
Representative fray CrOss-examing rha ENarga-sibarid
cmployes and his withesses. The Enigliey Offiter may fiy
brocedure 1o Canduct the dormageic EAGUIrY ta ensure fair
and PrOSer enpottunity o both the paries. Hea has powe
to fix date, b and place of enquiry as he deems fip

fecords, shail submit g FEROIT renarging his findngs ansg
reasons thersaf sn the BOM,

The Manogemeant on recsiving the repait or findiags ot 2he
Enguiry Oificer shall sefva » FOOY of such repare o e
charge-chaating employes BEXRING Explanatizn 21 10 sty
the report should ot be asaptad by the BCHM,

N recalving | ‘presentation from {he embloyee; the BOM
shall consider all factgrs #nd documanite |n the light of the
findings o the Enquiry Officar ang alga t=king Ints
Conaiderstiof the emplayee’s TEpresEntation, shall conse ta
& conclusion sz i whether the chitrges of miscongyer
against  the charge-zheated employee  Nzve  naap
estiablishay #nd decide airh i to exonorare the FMmployee or
UMPose punishtment (rafer v punishment helw] oy issulng
® Spedific ardir jn that effect,

BOM sthall ensure to retord Inftistion of g SCphinary, atlicn
Suspension, ISSug  of tha:ge—;het—r_ Bne Impsiiian . of
Fenalty iy the Service book of tha emuloveq at appropraty

stage of the enguiry.

In case of impssitisn af penalty of dismissal from sirilen
a ' m —

he emplpyes shall nat - ; Iy cEMponzation
from thz institution or BNy Other payrmsdts: exzapt the lega
dies which Ere not subject to I‘iirfaim_:jg by any. sy

1a casz of misconduct of the nature stated in Sacusn Aot
the Paymapr of the Gratulty Act, 1972, tha BOM shia)l
forfalt gratury Payable to the empleyes after diving an
oppartunity to the'amplnm fo submil his explanation.

Ite Bom wehljg folldiwing the Rrecedure of 2Useintinery
2elion ehajp alen eLmpll with Provisicrns e otfar e
#oplicabls to ehe L0 0 7 0 in respect or I.IL‘.-J.".-I”Er'r AZEICH




ml At tha Beginning af tha engulry, the Pressdtilig officer / the
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Managemenyt FEpresentativa ||l EXBMIne the wilnngees i
SUpport of tha charge/s of mAistonduct, Thne concerney
employes will be gvan a fair IPHSIUNItY ta cross- examins
such wilhesses an complation of their evidence. Ths
chisrge-cheptag SMelovee will aiso he alitived lo xamine
hig Withiesses, The Fresenting Officar | M5 niggement
Heprﬁmtallug friay Cross-exsming rthe thargs-shceged
Emploves and his witnesses The Eniguiry Oificer may fie
procediire 1 conduet the domsstic BERUIFY 3 angum Fair
aned. Broper SHPsrlunity to bath the FRfues. He has powis
fix data, time ang place of enquiry ag & desms fip

ecords; shall submir a PEPOrt negarming his fisidings and
(e350ns theranf tg the BoM. '

charge-stzared Smployee susking explanatico as to i,
the report shsLilg Not'be acceptas byt BOM,

n recalvirgg ﬁghi&ﬂ:ﬁ_ﬂan fram the empioyes; the atim
shall consigar & Facters ang documette I the light of the
findings of tha Enguiry Offjegr 2nd. alss taking Ing,
Constderatinn the EMployes’s 'ra:re';qntat!an, shall cafma ba
2 €anclusion as o whether the chirges of misTofdlics
agalnst Ahe eflargé-chearad employes  n3ve  naean
estdblished and necida eitheér ta Txonerate [Ha emplayes o-
ITIRSSE. punishmasnt (refer (v punistment aelow) By issuing
3 specific ordier to that =ffect

BOM shall angups 10 =eard Inltintion of Ursziphlinzyy g,
SuUspensiin, jssuz of charge-shest gun Imipesitne, of
FeEnalty i the SErVice ook of the employee at anorisriagg
stage of the entuiry.

In case of impositian of enaity of disnissa) from garviee

the employee i) hﬂr'bl‘ilﬁﬂfﬁiﬂ‘"ﬁa Y CompensEtan,

from thie institution or any other Daymnnte. =28t the (aga
dues Which ara fat sublect to foifaityre by any lsw.

The 8oOMm while falkiveing re proceduce of i HEE T
ECtion shall alsp rc*-[ﬂr_ wWith provistone of ather Inwe
apphcatile to e TISEitUlien In respect af WsInlmary action
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The 80M based onl thHe report of any melimmary enquiry
committes of on (ts awn Mindirgs, may Isdue 3 show cause
notice o the employes stating the matire of miscaidiet
and se=king expilanation from him by aiving time of 38 -
hours to & days foe sibimission of such explanation

I the BOM s not satisfied ith the engienalion or wher nis
exnlanation  je receleed, U shall frame g Cherge=gn el
giving the d stalis of thit diirdes and wsoe 5f mgtorantom
Lhargas {U.:hu m‘“prn?ﬂl

O the receipt of the regly of the charge-sheeted employes
the BOM may nat tiol 3 domastic enuuiry it It finds (hat the

miszonduct ts of nature. thal attracte wilnpk pandity, The

DOM may then proceed to (mpose such mior paralty.

The BOM shall appomnt a8 inisseid=nt enqumy officer to
wold domestic enguire against  the amnlogyee I the
milzeangduet s of 5 nalu-e atbracsimg Ao SEnnt e

The BOM may [nitiate disciplinary action, agalhst the
criployee againgt whom the miscondury |s 2ltsg=d and. is
Rasad pin the sarme sel of facts and the circumstances on
which -3 criminal procesding is alsn pending, oy helamg
dorrestic enquiry against such atipioyes,

Irrespective of any outcome of the criminal procesding gy
noted in clause @ sbove, the employre shall ngt be
exainerated from the charges aguinst Him which are e
subject matter of the dpmestic ohiquiry beldg conducted
againgt him,

Demestic enqulry against an employse ean be congductad
thrailgh an (ndependent Enauiny Officer or an Enfflliry
Committee comprising ol ung Br more persans from armicig
the responsible persams fram any Institute or Membars of
Ramatak Law Society or any other persons.

he BOM shall appoint such Enguiry Officer or Enguiry
Committee by a3 specitic greler stating the terms and
cenditions of the ennulry and stipulatu the peried for

. templetiar of the enquiry. Such pariod may be exlpndad

where [Hers are réasanable grounds for such extenzisd,

Dufing the candurt of divmestic enquiry the charye-shestad
emoloves may be allewed, if he so reguests in writing, Lg
have the assistance of g co-employee working In the
Institute. However, no outsider belng a fawyer or any trade
uhion leader or any other persons will be allowed to assist
the charge-sheeted employes In the domesiic ehiliry,
Simitarly the employer will alsa net e bllawed to utitize the
services of a lawyer or any other cutsider. Both th patties
aret ragulfed to give the |ists of thelr witnesses.
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The 8OM éan Imnese the follgwing Punsiites / oumesriones
an its emploves ae maybe apiprapeiite

Minor Punishment

Censure and TRERFY In the saryina brok
Suspension for 4 ferfod of savel s or iese

Hmﬂmf firia rime raceeding 25% o1 rmanihly gross Safary. -
Deduction & leave dys o MG radil upte seven dayg
Absenoe frum Juty ke S Ireated ns iopve without pay

Late altendance te be yusted 35 casual leave s lmave
without pay

RE«EW«EW from pay of Lhie whois: g part of ans Pequnisry
1925 cauzed o the Instilution by the-ace u negligence of an
E=tiplayeg

Major Punishmen

Sismiegal trom semice
Compulsary rElfameant

Aeverting ta Jower fEnk

Withholding of Incrérnant/s

Disentitiement of Increments B mparanily or permanently
Wihdrawal gf banatlvs extended by the emplpyer.
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CHAPTER NO.8

INTERPRETATION AND AMENDMENTS OF SERVICE RUL

Thie Board of Hlansgement may amend the Seryice Rules as a=d when
cEEmed necessary and expudien?, )

{norespect of inierpratasiie of the Sefvics Ry

et fhe declsion of the
Haragermnant shall be Hina

~0- -0



