


the managing committee as per the rules. This appointment will be for only one session and the
extension in appointment will be in the hands of college/ institution management keeping in view
the work and conduct of the concerned teacher. The Management may also take a decision for
fresh/ ad hoc recruitment in the colleges. The members of the selection committee for the
interview at the time of appointment will be the President or his representative, the Principal of
the concerned institution and the subject expert. In the event of a special emergency, the 3
appointment can be made for 89 days without prior notice. In such cases, the appointed teacher
will have to get the confirmation from the Hon’ble President later.

1.4 Qualifications: - The qualifications of the teaching staff will be according to UGC/ concerned
University/ Punjab Government as per the rules laid down from time to time. Only the
management of the concerned college/ institute can down the qualifications for the appointment
of teaching staff on ad hoc basis.

1.3 Probation Period:

(a) Regular Teaching Staff (Covered): - The probation period of regular teaching staff (covered)
appointed in the colleges under the management of college will be in accordance with the terms /
conditions issued by the D.P.I. Colleges, Punjab Government from time to time.

(b) Regular Teaching Staff (Uncovered): - The probationary period of Regular Teaching Staff
(Uncovered) appointed in the colleges functioning under the management of college shall be two
years. In case the work and conduct is not satisfactory, the probationary period may be extended
by one year by informing the concerned. The Principal of the institute shall write a letter to

Secretary regarding the extension of the probationary period and a decision in this regard shall be
taken by the Managing Committee.

(c) After the completion of the probationary period, Managing Committee will have the rights to make
the decision.

1.5 Annual Promotion — Annual Promotion, if it was not usually withheld, will be taken as a matter of
right. The annual promotion of any teacher can be withheld by the competent authorities if her/ his
work and conduct is not found satisfactory. The concerned authority while giving an order of
withholding the increment in salary/ promotion will also indicate how long the salary increment will
be withheld and whether the withholding shall have the effect of postponing future pay increments

or not. The teacher whose annual increment/ promotion was withheld, can appeal to the
competent authority.

A.Regular Teaching Staff (Covered): - Annual promotion of the Regular Teaching Staff (Covered)
appointed in the colleges running under the managing committee of college will be in accordance
with the terms/ conditions issued by U.G.C.,, concerned University, D.P.I. Colleges, Punjab
Government and Management from time to time.

B. Regular Teaching Staff (Uncovered): - Regarding the promotion of regular teaching staff
(Uncovered) appointed in the colleges functioning under managing committee the
terms/conditions issued from time to time by the U.G.C., concerned University and Management
will apply.
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C. It will be necessary to fill the prescribed ACR proforma for the annual promotion. Annual promotion
of a teacher will not take place without completing the ACR proforma. Necessary action regarding
ACR, Proforma of Teaching Staff will be taken by the Head (Principal) of the college. The Principal’s
proforma will be filled by the president of managing committee for the promotion .

D.Date of Annual Promotion: - The date of Annual Promotion is filled as O1st July of the year. If the
date of joining of the teacher on duty is the last day of any month, then the concerned will get the
annual promotion on the first day of the next month after 12 months. if the date of joining of a
teacher on duty is 28-02-2019, then the concerned will get the annual promotion on 0103-2020. If
in the future, any change is made by U.G.C./ Punjab Government in fixing the date of annual
promotion, then the changed date of annual promotion will come into effect.

Time of Joining: - Time of joining means the time allotted to a teacher to travel to the new position
she/ he has to join, to travel to or from the place where she/ he has been posted. The teachers
appointed in the college under the management committee will be required to be present on duty
in time as per the orders given in the letter of appointment or after making changes. At the time of
regular appointment, if a woman candidate is pregnant or gives birth to a child, the concerned can
be made to attend duty later, maximum up to six months.

Pay/ Salary Fixation Rules: -

1.8.1 Rules regarding Pay/ Salary Fixation: - Regarding the rules for pay/ salary fixation of teaching
staff of the college, the terms/conditions issued by UGC/ concerned University/ Management/ D.P.|.
(Colleges), Punjab Government from time to time will be applicable.

1.8.2 Payment of allowances: - Payment of allowances to the teachers working in the college, the
terms and conditions issued from time to time by UGC/ concerned University/ Management/ D.P.I.
(Colleges), Punjab Government will be applicable. The decision regarding the allowances to be given to
the regular uncovered teaching staff will be taken by the management of the college keeping in view
the financial status of the institution.

1.9 Rules regarding the approval of vacancies of teachers: -

All the vacancies (filled and vacant) in the college will be approved by management after which further
action will be taken by the Secretary. Further action will be taken to fill up the posts in anticipation of
approval. The number of vacancies will be approved according to the number of courses/ students.

Leave Rules:- The record of the leave will be maintained by the Head of the institution. The details of

the leave except casual leave will be duly recorded in the service book of the teacher. The teaching
staff cannot claim leave as a matter of right. The right to sanction leave is the prerogative of the Head
of the Institution, which will be used by the concerned at their discretion and wisdom, to protect the
interest of the institution and the teacher.

2.1 Casual Leave: -
(A) Casual Leave will be available to the teachers as per the rules mentioned below: -

* 10 yeprs' service experience or less of a teacher will get leave = 10 days.
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» More than 20 years' service experience of a teacher wil| get leave = 20 days.

 For all female teachers for each year of service = 20 days. 6

(B)

(C)

(D)

(E)

Teachers who get leave of 10 days in a year together will be entitled to maximum 2 leave in one

month and teachers who get more than 10 days leave in a year will be entitled to take not more
than three days leave in a month.

The date on which a teacher completes 10th or 20thye

ar of service, as the case may be, she/ he
will be given leave according to the next scale from th

at date onwards. If any teacher completes
10 years of service as a teacher on September 30 she/ he will be entitled to 15 days casual leave
for the whole year.

An application will be made before availing the benefit of casual leave. The right to grant leave in

case of emergency will be exercised by the head of the college/ institute considering the urgency
of the situation.

The leave of the Principal shall be sanctioned by the Management/ Governing Body President/
Secretary .

2.2 Medical Leave: -

(A) After the completion of the probationary period of a teacher appointed on regular basis, 20 days

half paid medical leave will be available for every completed year of service.

(B) On the basis of medical certificate issued by any MBBS doctor or for personal matters, half-paid

(C)

medical leave, not exceeding half of her/ his due half paid medical leave will be granted to a
teacher.

A teacher can get medical leave of maximum 240 days during her/ his tenure of service.

(D) Without prior permission, even leave without medical certificate can be considered as absence

(E)

(F)

2.3

the

without leave which can be converted into leave without pay.

When medical leave is granted, then twice the number of such leave will be counted, and half pay
will be deducted from the leave account and a letter should be obtained from the concerned
teacher stating that she/ he wants to take half pay leave or commuted leave.

Medical certificate for one day medical leave is not required but one day medical leave will be
given only in case, when the concerned teacher has exhausted all the permitted casual leave.

Earned Leave: -

The teacher who has gone on earned leave will be entitled to a salary equal to the salary she/ he was
drawing immediately before she/ he went on leave. After the completion of the probationary period of

teacher appointed on a regular basis, the earned leave will be given after each completed year of

service as per the rules of the concerned University/ Punjab Government.

P(cem.
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2.6 Leave without pay: -

The teachers working in college will be allowed to take leave without pay only for two years. After this,
leave without pay will not be given to any teacher,

(A)The rights to grant leave to the teachers regarding the leave without pay by the authorities are as
follows:-

1) Leave without pay of 15 days or less than 15 days - Head of the concerned institution

2) Leave without pay of 16 days to 30 days - President Secretary
3) Leave without pay of 31 days to 45 days — President Secretary

4) Leave without pay of 46 days or more

(B) The teacher availing leave without pay for more than 46 days will be allowed to join the duty, only
if she/ he provides prescribed affidavit.

Chapter 3 Maintaining the Record of Service: -

The personal files, service books and annual confidential reports prepared from time to time of the

teachers working in the college will be maintained regularly. A copy of the entire record will be kept at
Office.

(A) The Principal’s service books will be verified by the Secretary.

(B) The service books of the teachers of the college will be verified by the head of the institution.

(C) The annual confidential report of each teacher will be written in the prescribed proforma in the
month of July every year, and the same will be kept in the office of the Principal of the college. If
there is any adverse comment, then the concerned teacher will be communicated and that teacher
will have the right to represent the competent authority within three months from the notification
of such comment. The orders passed by the Secretary will be considered as final.

(D) Details of all types of leave (medical leave, earned leave, leave without pay, etc.) except for casual
leave, taken by the principal and teachers should be entered in the service of the concerned.

Chapter 4 General Terms of Service

4.1 Terms of Health and Age: - No teacher will be allowed to join the institution without her/ his
health certificate of health fitness issued by the doctor in the prescribed proforma. Apart from this, the
rules laid down by the Punjab Government/ Management from time to time regarding the health of
the concerned will come into force.

4.2 Age of Recruitment in Service: - The day on which a teacher is newly appointed in service or post,
she/ he will be asked at the time of appointment to submit the birth certificate issued by the Registrar,
Birth and Death, and in the absence of such certificate, she/ he will be asked to provide a certified
copy of 10th class certificate. The recruitment age in service will be in accordance with the rules and
regulations issued from time to time by the UGC, concerned University, Management and DPI
lleges), Punjab Government. The age limit for recruitment of employees will be minimum 18 years
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(b) Regular Non-Teaching Staff (Un-Covered): - The terms/ conditions issued from time to time by
the concerne.d University and Management at the time of selection of Regular Non-Teaching Staff
(Uncovered) in the college shall apply. As per the requirement of filling up these posts, the Principal of
the college will write to the Secretary to advertise. After this, an advertisement will be placed in the
newspapers as per the rules . The members of the selection committee for interview at the time of
selection will be representatives appointed by the Secretary president.

(c) Contract or Ad hoc Non-Teaching Staff: - The terms and conditions issued from time to time
by the concerned University and Management at the time of selection of Contract or Ad hoc Non-
Teaching Staff in the college shall apply. As per the requirement of filling up these vacancies, the
Principal of the college would write to the Secretary to place the advertisement. The secretary will
advertise the posts in the newspapers as per the rules. The members of the selection committee for
the interview at the time of appointment will be the representatives appointed by the Secretary .
Appointments can be made for up to 89 days in special cases without advertisement and without
interview. In such cases, the appointed employees will have to get confirmation from Hon'ble
President later.

1.3 Qualifications:-

The educational qualifications of the non-teaching staff (un-aided) to be appointed in the colleges

will be as under:-

1.0ffice Superintendent —

* Post graduation with at least 50% marks

At least 08 years of experience as a clerk.
Knowledge of Computer operating system.

2.Accountant —
. M.Com./M.B.A. (Finance) with at least 50% marks
o Minimum 08 years experience as Accounts Clerk
» Knowledge of Computer Operating Information.
e Preference: - Candidates with knowledge of computer accounting will be preferred.

3. Accounts Clerk —

e Graduation in Commerce with at least 50% marks.
* Knowledge of Computer Operation Information.

* Atleast 1 year experience.
« Preference: - Preference will be given to candidates who have knowledge of creating accounts by

computer.

4.Steno Typist —
¢ Graduation with a minimum of 50% marks.

U Knowledge of Computer operating information.
English and Punjabi shorthand speed of 80 words per minute and 30 to 40 words per minute

omputer typing speed in English and Punsabi.




5.0ffice Clerk/ Assistant —
» At least 50% marks in Graduation.

* Knowledge of Computer Operating Information.
. Minimum 01 year experience,

6.Lab Attendant - 10 + 2 with Science subject.

7. Computer Lab Attendant -
* 10+ 2 and one year Diploma in Computer from a Certified Institution

8. Sevadar- * 10"pass

9. Sevadar- (Cleaning Service)  8th pass.

1.4 No. of posts: -

{ Post Upto 500 | 501-1000 1001-1500 | 1501-2500 | 2501-3500 | >3501

'. students
Office 1 2 2 3 4 5
Assistant/clerk
Typist —cum- | 1 1 1 2 2 3
clerk
Accounts Clerk | 1 1 2 2 3 4

| Accountant - - - 1 1 1

| Office - E f 1 1 1

[ Superintendent

'i Superintendent | - - = - 1 1 3
Accounts

The number of library staff, laboratory staff and class IV staff will also depend on the number of
students.

1.5 Probation Period:

(a) Regular Non-teaching Staff (Covered): - The probation period of regular Nonteaching Staff

(covered) appointed in the college will be in accordance with the terms/ conditions issued by the
D.P.l. Colleges, Punjab Government from time to time.

(b) Regular Non-teaching Staff (Uncovered): - The probationary period of Regular Nonteaching Staff
(Uncovered) appointed in the college shall be three years. In case the work and conduct is not
satisfactory, the probationary period may be extended by one year by informing the concerned.
The Principal of the college shall write a letter to Secretary regarding the extension of the
probationary period and a decision in this regard shall be taken by the managing Committee.

(c) After the completion of the probationary period, managing Committee will have the rights to make
the decision.
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2.1 Casual Leave: -

(A) Casual Leave will be available to the employees as per the rules mentioned below:-

» 10 years service experience or less of an employee will get leave = 10 days.

i i of an employee
* More than 10 years service experience but less than 20 years of service experience P
will get leave = 15 days.

* More than 20 years service experience of an employee will get leave = 20 days.

* For all female employees for each year of service = 20 days.

; i females can avail
B. The employees (males) working on contract basis can avail 10 casual leave and the fe
20 casual leave in one year.

; g ' wo leave in
C. The employees who get leave of 10 days in a year together will be entitled to maximum t

: i i to take not
one month and the employees who get more than 10 days leave in a year will be entitled
more than three days leave in a month.

. i leave in
D.An application will be made before availing the benefit of casual leave. The right to grant

G S of
case of emergency will be exercised by the head of the college/ institution considering the urgency
the situation.

. i r
E. The Principal shall have the authority to sanction the casual leave of the employees working unde
his administration.

F. If any employee (regular) does not report on duty throughout one calendar year, then during this

period, she/ he can claim casual leave, according to the time period of her/ his service during this one
calendar year.

2.2 Medical Leave: -

(A) After the completion of the probationary period of an employee appointed on basis, 20 days half
paid medical leave will be eligible for every completed year of service.

(B)On the basis of medical certificate issued by any MBBS doctor or for personal matters, half-paid

medical leave, not exceeding half of her/ his due half paid medical leave will be granted to an
employee,

(C)An employee can get medical leave of maximum 240 days during her/ his tenure of service.

(D )Without prior permission, even leave without me

dical certificate can be considered as absence
without leave which can be converted into leave witho

ut pay.

» then twice the number of such leave will be counted, and half pay
will be deducted from the leave account and a letter should be obtained from the concerned
employee stating that she/ he wants to take half p
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2) Leave without pay of 16 days to 30 days
3) Leave without pay of 31 days to 45 days - Secretary
4) Leave without pay of 46 days or more - Hon'ble President

(B) The employee availing leave without

 oniyitsishia lihek o . : Pav for more than 46 days will be allowed to join the duty,
; sancf-:io::idest :r'e;::nbed allfﬁdawt. d

Wil SER e i Iea'v?uattae:mp.lovees: - Bi!mu!ﬂa non-teaching staff working in the college

45 DN o oaL N Sihes tpy el; | point H.O' 2.l‘of this Ichapter. ll\/laternity leave will be sanctioned

Chali A B e Recs ¢ fe;ave.wm be given to bliIT'I ukta er.nplo‘yees.

e . ; r . of Service: - The personal fl’les,.serwce files and annual confidential

ime to time will be filled by the employees working in the college. The entire record will

be kept at the Directorate office.

A. The service books of the employees of the college shall be attested by the Head of the institution.

8. The employee’s annual confidential report will be filled in the prescribed proforma. Employees

whose promotion is due in the month of April will have their annual confidential report written in

March, and employees whose promotion is due in October will have their annual confidential report

written in September.

C. Details of all the leave taken by the employees except for casual leave should be entere

service book of the concerned.

Chapter 4:- General Terms of Service

4.1 Terms of Health and Age: - No employee will be allowed to join t

health certificate of health fitness issued by the doctor in the prescribed

rules laid down by the Punjab Government/ Management from time to

the concerned will come into force.
4.2 Age of Recruitment in Service: - The day on which an employee is newly appointed in service or

post, he will be asked at the time of appointment to submit the birth certificate issued by the Registrar,
Birth & Death, and in the absence of such certificate, she/ he will be asked to provide a certified copy
of 10th class certificate. The recruitment age in Service will be in accordance with the rules and
om time to time by the concerned University, Management and DPI (Colleges),
for recruitment of employees will be minimum 18 years and
employees will be exempted from the above stated upper age

d in the

he institution without her/ his
proforma. Apart from this, the
time regarding the health of

regulations issued fr
Punjab Government. The age limit
maximum 37 years. SC/ST Category

limit of five years.
4.3 Persistent Absence from Duty: - Unless the leave is extended by the competent authority, an

employee who is absent from duty after the completion of her/ his leave, will not be entitled to the
salary received. If an employee is continuously absent during the year, then, her/ his post will be
considered as 22 vacant. If any employee is absent for more than a week and joins her/ his duty after
giving inquiry/ explanation as per the rules, the time of absence will be considered as a break in duty.
4.4 Retirement: - Retirement age of the employees will be 60 years and any employee can seek
retirement before the age of 60 years as per the rules. If an employee’s service falls on the first day of
the retirement month, then she/ he will retire on the last day of the previous month and if an
employee’s service falls after the second day of retirement month, then she/ he will retire on the last
day of that month.

4.5 The charge of the post: - Before leaving the college, the concerned employee will handover the
charge of the post to any employee who is capable of fulfilling the responsibility. She/ he will also
return all the books, apparatus and furniture etc. She/ he will also pay all charges for residential
tricity charges, etc. If she/ he does not do so, the principal will

uarters, municipal tax, water and elec
r/ his provident fund contributed by the college/

the amount from her/ his last pay or from
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4.6 Termination of Service: -

(A) The sew1c?s of Ad hoc employees may be terminated by the Appointing Authority without giving
any reason or issuing any notice.

(B). The services of an employee appointed on probation can be terminated, if her/ his work and
conduct is not satisfactory. If an appointed employee during the probation period, wants to resign
from her/ his service, then she/ he will be bound to give one month notice in writing to the college. If
the concerned employee will not give notice, then she/ he will give one month’s salary in return for
the notice or the same amount of money which is less than one month’s term. The appointing
authority should not issue discharge slip.

(C). Apart from the above mentioned points (A) and (B), the terms/conditions related to termination of
services issued by the Punjab Government from time to time will apply-

Chapter 5 Actions and Conduct: -
5.1 General:
(1) Everyemployee:
i) Will maintain full integrity at all times. 1i) Will
maintain full devotion to duties
i) Won't do anything which is unbecoming for Managing Committee.
iv) Will Inform her/ his appointing official about her/ his new address and temporary address.
(2) i) Every effort will be made by the head of the institution to ensure the integrity and dedication of
the employees under her/ his authority.
5.2 Regarding participation in Politics and Elections: -

i) College employee should not be a member of any such political party
tivity. ii) It will be the duty of the employee that she/ he

or organization or give
assistance in any political movement or ac
won'’t be assisting any of her/ his family member in any activity which is directly or indirectly related to
destruction or dismantling of the government established under the law or breaking the law. If so, the
action will be taken, and where the employee fails to prevent her/ his family member from doing so,
she/ he will notify the designated authority. (iii) If a question arises as to whether there is any such
party or whether an institution participates in politics or any move or activity which falls under the rule
(i), the decision of the management will be final.
(iv)The employee will not canvass for vote, she/ he will not build favourable public opinion, she/ he
will not interfere or influence or participate in any Vidhan Sabha or local body elections. But, if so: The
employee who is eligible to vote in such elections, but where she/ he does so, she/ he will not do
anything that will influence the vote in favour of someone or reveal about the casted vote.
5.3 Joining of Association by Shiromani GurdwaraParbandhak Committee Employee: -No
employeewill join and become a member of any Sabha or association, which will hamper the
sovereignty, integrity, public system and ethics of the nation
5.4 Demonstration and Strikes: - Any employee:
i). W_ill not take part in a demonstration which will affect the sovereignty, integrity, national security,
cordial relations among foreign nations, public system, morals and ethics, or contempt of court,
encouraging for losses or crime. She/ he will not instigate or provoke any kind of harm or crime.
ii). From now on, the employee shall not carry out any kind of strike which is related to her/ his service
nfatters or any other employee. She/ he shall not incite others to do so, nor shall she/ he resort to any
kind of physical pressure.
5.5, Connect.ion wi?th f’ress or Radio: - No employee shall participate in administration of any
\newspaper, in publication of any magazine or perform role in editorial board without the prior




TV channel. She/ he will i :

'scientifictarticle. o get such approval for a 'purely literary', ‘artistic' or

5.5 Criticism: - No Fj‘mployee shall, through radio broadcasting or any other medium, make any
statement or opinion about the facts in public in her/ his name or in the name of any other

person or in the name of any document i e !

Sl e mart . or correspondence with the press about or against the

andhak Committee.

U.nauthorized communication of information: - Unauthorized communication ofinformation,

directly or indirectly, will not be communicated to any employee or any other person whom she/

he may otherwise perform in accordance with the general or special orders of the management
or in performing the prescribed duties in good faith. No employee is authorised for the
transmission of documents or information.

5.8 Prohibition to give, take or demand dowry: - Any employee —

(1) She/ he will neither give nor take dowry, nor give Abet to anyone to give or take.
(ii) Dowry will not be demanded from the parents or guardians of the bride or groom as is the
case.

5.9 Insolvency and habitual indebtedness: - The employee for her/ his private affairs will make an
arrangement so that she/ he can save herself/ himself from insolvency or habitual indebtedness.
An employee against whom legal action has been taken for recovery of debt or has been declared
bankrupt, will immediately inform the concerned officer regarding the legal action. Note: It will be
the responsibility of the employee to prove that bankruptcy or indebtedness arises as a result of a
situation which cannot be dealt with by the SGPC employee with simple delay or on which she/ he
has no control or due to her/ his lavish life style.

5.10 Prohibition of Sexual Harassment of Working Women: - No employee workingin college shall
perform any act in the workplace which would cause sexual harassment to any woman. Every
employee who is in-charge at the workplace will take appropriate steps to prevent sexual
harassment of women in the institution. Explanation: Sexual harassment for the purpose of this
rule includes unwelcome, sexually determined, whether direct or otherwise such as: - (i)

S

contact and tricks
(ii) demand and request for sexual acceptance
(iii) sexually explicit statement
(iv) No other unwanted sexual contact, verbal or non-verbal conduct of any kind.

No employee shall be influenced or sought to be influenced by the authorities of her/ his college to
serve her/ his interests in matters relating to her/ his service to the College. 5.12 No employee of any
college will write guides or help books or cheap notes. If she/ he intends to publish a work, she/ he will
follow the code of conduct prescribed by the University.
Chapter 6. Transfer Policy
Transfer means that an employee goes from the college where she/ he is posted to another college.

. Chapter 7. Rules for Retirement Benefits to the Employees

7.1 Provident Fund - The terms/ conditions issued from time to time by the concerned University and
the Government of Punjab, regarding the payment of P.F. to the employees working in the college will
apply.

7.2 Gratuity: - The terms/ conditions issued from time to time by the concerned University and the

Punfab Government, regarding payment of Grajuity to the employees working in the college will be

ent,
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