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EMPLOYEE'S SERVICE CONDITIONS AND HR POLICIES
PARA I. DEFINITIONS :-

+  “Santha” means Lokmanya Tilak Jankalyan Shikshan Santha registered trust
under Public Trust Act 1950 and under Societies Registration Act, 1860.
“Management” means the Managing Body of the sanstha.

“Competent Authority” means the authority competent to exercise different
powers and functions as per these Rules. i.e. Management of LTJSS.
“Controlling Officers” means an officer to whom employee reports.

«  “ERP" means Enterprise Resource Program

«  “Head of the institute” means Principal/Officiating Principal/ Director of the
institute.

“Teacher” means a member of the teaching faculty who is assigned a job of
teaching theory or practicals, drawing classes in addition to their other
functional or administrative roles.

. “Non-teaching employees™ means employees other than teachers.

. “Holiday” means a Sunday, a weekly off or any other day declared as a
holiday by the competent authority.

“Leave sanctioning authority” means the authority delegated with powers to
sanction leave under these rules.

“Probation Period” means a period stipulated to determine satisfactory

fitness for eventual confirmation in the post. after a regular appointment on
selection through the Competent Authority is made to the post.

“Statutory authority” means University, DTE, Government, National Council
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pepresentative, Principal, Head of the concerned department and the subject
experts.

4. All appointments of employees of LTISS college will be made by the Board
of LOKMANYA TILAK JANKALYAN SHIKSHAN SANTHA'S or by the
Irust office bearers on delegation (Director LTISS).

5. Every employee at the time of his/her appointment, shall be given a written
order specifying his/her appointment. This order will also contain the
emoluments entitled in such cases.

6. Ordinarily the appointment of an regular teaching employee will be on
probation for a period of two years. If the appointing authority so desires, the
probation may be extended for a further period of one year or if the service
and conduct are found to be not satisfactory, the services can be terminated.

7. Confirmation of teaching staff members shall be subject to approval of their
qualification and appointment by the university. The approval should be
obtained within one year from the date of joining duty, failing which the
appointments may be terminated.

8. The employment of a permanent employee may be terminated by three months
notice or on payment of three month’s salary in licu of notice or as per terms
of conditions of appointments. The employment of a probationer may be
terminated with three months notice. This clause shall not apply when an
employee is dismissed from service for specific charges.

9 The reasons for the termination of service of a permanent employce shall be
recorded in writing and shall be communicated to him/her.

PARA IV : RESIGNATION AND RETIREMENT:-

1. Any permanent employee desirous of leaving the service shall give three
months notice in writing or pay three month’s salary in licu of notice. Or as
per terms of contract/ in case of contract appointment. He/She shall leave the
services, by giving an order of relief and shall discharge all the liabilities.

2. A probationary employee desirous of leaving the services shall give one
Month notice in writing or pay one month salary in licu of notice.

3. Any employee who is requested to give notice period whether permanent,
probationary or on contract leaves the service without giving required notice
or salary in licu of notice shall be liable to be used for damage.

4. All other classes of employees may leave the service and services may be
terminated without notice or may in lieu of notice.

5. All employees other than contract employees shall retire on attaining the age

of 58 years.
6. An order relating to discharge or termination of service or retirement shall be
in writing and signed by the competent authority. A copy of such order shall ‘

be supplied to the employee concerned.
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PARA III. PAY SCALES :-
['he scale of pay will be determined by the Board of management from time to
time.

PARA IV. LEAVE RULES

Leave means authorized absence from duty. It cannot be claimed as a matter
of right. When exigencies of the service so require, discretion to refuse or
revoke leave of any kind is reserved by the the Leave Sanctioning Authority.
On such recall, the employee shall report to duty forthwith.

The employee shall be entitled to leave in proportion to the period spent on
duty.

. The employee shall have to apply for grant a leave and shall proceed on leave
only after due sanction. Provided. that if the employee is required to proceed
suddenly on any leave and for reasons beyond his control, the lLeave
Sanctioning Authority may, on satisfying itself sanction leave on his
application which is submitted later, without any inordinate delay.

- An employee shall not, without prior permission of the Leave Sanctioning
Authority, absent himself from his duties. In the circumstances or reasons
beyond his control, he shall intimate or cause to intimate the Leave
Sanctioning Authority within 5 days from the first date of absence, failing
which the absence may be treated as leave without pay, and he shall further be
liable to such disciplinary action as the Competent Authority may deem fit.

. Leave shall not be granted ordinarily to the extent by which it would deplete
the strength of service or department below essential minimum.

- Except otherwise provided under these rules. any period of leave may be
granted in combination with or in continuation of any other kind of leave
expect casual leave, subject to the limit of aggregate period of absence, as may
be prescribed by the Competent Authority. Sundays and Holidays may be
prefixed or suffixed to the leave. :

- No leave can be adjusted against the period of notice of resignation.

»  The employee shall not accept any other employment. either part-time or Full-
time expect casual literary work or service at public examinations.

« If the employee overstays the sanctioned period of his leave without prior
permission and intimation, he shall not be entitled to any leave salary for this
period, and such absence from duty may be treated as misconduct. The
Sanctioning Authority may, however , for the reasons 1o be recorded in writing
condone the irregularity. :

»  The employee shall not be permitted to formally join the duty at the end of the

leave with the intention of taking leave again within a few days. ‘5(-)
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I'he employee discharged or removed expect on account of 1.niscondu.u or who
has once resigned, if reappointed shall not be entitled to claim leave in respect
of service rendered prior to his discharge, removal or restoration as the case
may be.

An employee is eligible for the all Sundays, Public and College h()lidgys
notified in the college calendar unless otherwise shifted, on the understanding
that the employee is bound to come to college on a holiday to attend a meeting
or for any other specific purpose when so required by the IHead of the
[nstitution.

Grant of leave shall depend upon exigencies of service.

Leave in excess of what is here in stipulated may be at the discretion of the
secretary be granted as leave without pay. No employce shall be granted leave
without pay as a matter of right. The maximum period of leave on loss of pay
shall not exceed 3 months in a ycar and 18 months during the entire service.
Staff members who avail of leave beyond 18 months shall be deemed to have
left the service.

The conditions of eligibility of various type of leaves viz., Casual Leave,
Medical Leave, Earned Leave, Maternity Leave, Vacation, Study leave, Office
Duty, Duty, Compensatory Off is placed as Annexure “A”. (LTJSS/DIR/HR-
LRules/2019-20/425 dated 04.01.2020.

PARA V. GENERAL CONDITIONS OF SERVICE :-

I. For every regular employee, a service book shall be maintained and kept up to
date including his/her leave account.

2. An employee who remains absent after expiry of leave is not entitled to leave
salary during the period of such absence unless he/she obtains prior approval
for such extension. Willful absence from duty after the expiry of the leave may
attract disciplinary action including termination of service.

3. Habitual late coming of any employee will be viewed seriously and
appropriate disciplinary action taken.

4 An employee may be required at the discretion of the

HOD/Principal/Secretary to  work on a holiday and in that case he/she wil]
be allowed compensatory holidays

1 All cmp.loycc shall be at work at their usual place of work at the time fixed
and_ notified. An employee found ab
during fhc working hours without
shall be liable 1o be treated as abse

sent from his/her proper place of working
PErmission or without sufficient reasons
nt and disciplinary action may be taken.

6. The HOD/Principal/Secre i
shemiy )!f}/: rn’m'x’pfll/bc..c.ruary has the right 1o detain any employee 1o work
& the vacation time or on holidays depending on the necessity of @

official work.
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7. All official communication by the employees shall be routed through proper
channel.

s In the absence of the Principal the Secretary shall depute or authorize any
other staff member to perform the duties of the Principal.

PARA VI. GENERAL :-

1. The decision of the Secretary upon ary question arising out of, in connection
with, or incidental to these rules shall be final subject, to appeal to the board.

2. No employee shall accept any remunerative job without written permission of
the Secretary/Management.

3. In all important matters there shall be close consultation between the Principal,
Director, Secretary and the Chairman.

4 The terms and conditions of service are subject to revision if found necessary'
by the Management.




LTSS

Office qffﬁt' Director

Date: 04-01-2020
LTJSS/DIR;/HR-LRules/2019-20/425

STANDING ORDER

Leave Rules

Lo is , idelines have
Consequent upon the decision of the management the revised set of guideli

. . : ; s t 20.
been prescribed for the operation of leave accounts of employees w.e.f. 1 Jan, 20

General Conditions

e Leave means authorized absence from duty. It cannot be claimed as a m;mc{ ol rlgmi
When exigencies of the service so require, discretion to refuse or revoke leave ot fan,\'_ kind
is reserved by the Leave Sanctioning Authority. On such recall, the employee shall report
to duty forthwith.

s [he cl;n})la}'ee shall be entitled to leave in proportion to the period spent on duty.

e The emplovee shall have to applv for grant of leave and shall proceed on leave only »:afrc.’
due sanction. Provided, that if the employee is required 10 proceed suddenly on any leave
and for reasons bevond his control, the Leave Sanctioning Authority may, on satusiving
itself sanction leave on his application which is submitted later, without any inordinate
delay.

e An employee shall not, without prior permission of the Leave Sanctioning Authornty,
absent himself from his duties. in the circumstances or reasons beyond his control, he
shall intimate or cause to intimate the Leave Sanctioning Authority within 5 days from
the first date of absence, failing which the absence may be treated as leave without pay,
and he shall further be liable to such disciplinary action as the Competent Authority ma
deem fit.

e Leave shall not be granted ordinarily to the extent by which it would deplete the strength
of service or department below essential minimum.

« Except otherwise provided under these rules, any period of leave may be granted in
combination with or in continuation of any other kind of leave except casual leave,
subject to the limit of aggregate period of absence, as may be prescribed by the
Competent Authority. Sundavs and Holidays may be prefixed or suffixed to the leave.

s No leave can be adjusted against the period of notice of resignation

¢ The employee shall not accept any other employment, either part-time or full-time except
casual literary work or service al public examinations.

o If the employee overstays the sanctioned period of his leave without priov permission anc
mntimation, he shall not be entitled to any leave salary for this period, and such absence
from duty may be treated as misconduct. The Sanctioning Authority may, however, |
the reasons to be recorded in writing, condone the irregularity,

¢ The employee shall not be permitted to formally join the duty at the end of the leave

Vit
the intention of taking leave again within a few days.

s The employee discharged or removed except on account of misconduct or w ho has on
resigned, if reappointed, shall not be entitled to claim leave in respect of service rendered
prior to his discharge, removal or resonation, as the case mav be

* An empioyee 18 eligible for all Sundayvs, Public and Coll ge holidays notitied in the Colle
calendar unless otherwise shift 1, on the understanding that the er 1plovee is bound
come to College on & holiday to attend =« met hing or lor any other specific purpose whert
80 required by the Head of the Institution
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Maternity Leave

e A permanent female teaching and non-teaching employe= s ehgible for maternity o |
a period of 180 days from the date of its commencemerit During such perod she sha
paid leave salary equal to the pay drawn immediately Deiore prox eeding on leave

¢ A female teaching and non-teaching employee who is or probation is chgble for matermi
leave only after satisfactory completion of one year of probationary service

« In case of the emplovees entitled to vacations, if the confinement taxes place durng »
vacation, the maternity leave shall run concurrently with the vacation

e For computation of Maternity leave all intervening Sundays, holidays and vacations sha
be taken into account. No other type of leaves can be suffixed or prefixed At
leave.

* The maternity leave shall be granted only for the first two children in whole of service
period and an undertaking regarding the number of chiidren is 1o be submutted

e The female employee entitled to avail maternity benefit shall proceed on her matermits
leave for a period not exceeding not more than 8 weeks/56 davs preceding the date of her
expected dehivery.

e The female employee intending to avail maternity leave has to submit an application
stating her probable date of proceeding on maternity leave at least 3 months prior to the
actual commencement of maternity leave

e The maternity leave application shall invariably be supported by medu al Certificate stating
probable date of delivery.

» In case of a female probationary emplovee, availing marermity leave the period of probation
shall stand extended by the duration of maternity leave zvailed

Vacation

e Vacation is permissible to a permanent Teaching emplovee, Workshop Instructor and Lab
Assistants for 30 days during Summer and 20 days during Winter. They shal!l be entitled
1 to the vacations only if they have served for the whole academic year or major part therof.
1 s Vacation cannot be combined with any kind of leave It 1s mandatory for the employee 1o
1 attend duties on the first working dav after vacation and on the last working day of the

Sess1on.

e In case of probationary employees, no vacation is permissible during the first year of
probation.

e The second year of probation onwards, 50% vacation is permitted to the probationary

employee until confirmation.
Se tion during the permissible vacation pericd, the emplovee is entitled for
of the detention period. The earred leave admissibie shall be in the
ave against two days of vacation, provided that the emplovee shall
the earmned leave due i1s accumulated to 180 days.

'mnue Ph.D. after a mmimum of 3
of Ph.D_, provided -
rules of the Sanstha.

ority / University
t does not exceed 50 days

‘hing employees for performance of
c and statutory bodies.
8 Ip/Af Academic Year




Duty Leave

mittee appointed

of Indi, State Government, a niversity Grants Commissio
>rSity or other academic or statutory body
e Du cave ot be granted for the work related to evaluation;moderat:
nvigilation etc

duty

r off may be granted to all teaching and non-teaching employees for
n holidays at the College for full wuthg hours only.

; off shall not be allowed to accumulate for more than 3 cays at any point
or hohday falling during the period of compensatory off shall be excluded

off cannot be ;r,,rn.nnf:d with any other kind of leave. However, Casual leas

can be suf or prefixed or both to the compensatory ff's.
e Compensatory off shall not be carried forward or accum ulated to the next calendar year.

Office working on Saturdays

e All Institutes under the aegis of LTJSS shall be granted holiday on the 2°° anci s

Saturday Jf every month during the yea
e The Principals shall be the Comretent Authorityv to keep full da working on anv Saturda

without any compensatory ot DLCYI R GECO)E

Note: Any kind of leave application exceeding a period of 15 days has to be submitted to this office
for review and approval.

By order
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¢« Copy submitted to the Director (G.B)) for informaton.
. “opy to Principal ~ PCE, LTCE, PIET, PIGCE, PBCE, PJLCE, PIADS, LTIADS, PPN, PJLCP(Deg). P.JI {
SITC, JCPE, P.B.Ed, Pallavi D.Ed

¢ Copy to CAFO, LTJSS.
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