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MAHANT BACHITTAR SINGH
COLLEGE OF ENGINEERING & TECHNOLOGY
BABLIANA, JAMNMU-10

SERVICE RULES

L PREAMBLE

These Service Rules have been framed by the Management Commillee af the
Mahant Bachillar Singh College of Engineering & Technology as consliluled
by the Sole Truslee of lhe College. These rules are based, by and large, on
lhe service rules as applicable lo employees of Jammu & Kashmir Govl., the
Govl. of India, Universily of Jammu and on the guidelines issued by All India
Council for Technical Educalion, Govl. of India, in as far as goveming
principles are concerned and modified as and where necessary lo meael the
objeclives of lhe Tiusl.

2. TERMINOLOGY

Unless menlioned expressly olherwise, following shall be the connolalions of
various lerms used in these service rules:

1. The Trusl * Sant Manjit Singh Trust |

2. The College : Mahant Bachillar Singh College of
Engg. & Tech., Jammu
(Abbrevialed as MBSCET)

3. Managing Commillee _: The Managing Commiltee of Mahant
~ Bachillar Singh College of Engg. &
Tech., Jammu

4. Sole Truslee : Sant Manijit Singh (or his successor)
Dera Shiromani Nangali Sahib,
Poonch,

5, The Chairman : Chairman, Managing Commillee,
MBSCET

6. The Rules : The service rules as framed by The

Managing Commillee and approved by
the Sole Truslee.

7. Principal : The Principal of MBSCET



Partl General

i STIPUTATIONS
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These service rules shall bo callpd

WERVICE RULES OF MAHANT
BACHITTAR SINGIH COLLEGE OF E

NGG. & TECH., BABLIANA, JAMMU"

These service rules sh

all be deemed 1o have come inlo effact from JULY
1,1999

Excepl where explicilly provided or otherwise, lhese s

ervice rules shall apply
lo every person in the whole-lime

permanent or lemporary employment of the

- College who has joined he service afler JULY 1, 1999

Where the Managing Commillee or The Sole Truslee is salisfied that

operalion of any parlicular service rule or seclion or subseclion thereof under

these rules causes or may cause undue hardship or obslruclion in achieving

the ultimate objeclives of he Trust, the Managing Commillee may dispense

with or relax the requirements of (hat rule or seclion or subseclion of the rule

as the case may be lo such an extent and subject to such condition as it may

consider necessary for dealing wilh the case/s ina just and equilable manner,

The rules framed as below by lh; Managing Commillee shall become
effeclive only after the explicit approval of the Sole Trustee who reserves the
exclusive aulhorily to gel any rule or its any seclion, subseclion, complele or
in part, modified or amended in accordance with the objeclives of the Trust of
which he is the Sole Trustee, or may get some rule/s added or deleted parlly
or complelely even if he had approved and allowed (hair oparalion earlier if he
is convinced that existence/ addition/ delelion of any such rule/s proves
detrimental to the cause of the institution/ Trust

e
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P CLASSTFICATION OF AUTIHORTY AND STA - C/

4.1 The hierarchy of the authorily for the management of the College and he
various posilions al difforent IevoIsAror different functions thereol shall be

delined in accordance with (he lollow‘lhd scheme:
LI ORGANISAT LTONAL SCHEME [ OR MBSCET

SANT MANJIT SINGH TRUST —

I |

SOLE TRUSTEE

i

MANAGEMENT COMMITTEE

- CHAIRMAN
PRINCIPAL

U

FACULTY ' ADMINISTRATION
HEADS OF DEPARTMENTS REGISTRAR

L | T |

E&C™ | Elect [ Mech. [ Applied | C5 ~ Library [ X | Personal | Academ] Accounts Consliuclio | xx
LT Engg. | Engg. | Science | E Seclion c Seclion n
- Seclion Diviclon

x . any olher departmenl added subsequently

x¥ . any olher seclion crealed under administration




L2 STAFF STRUCTURE

A. FACULTY POSITIONS

(AICTE Pallern)

1. Professor

2. Assislant Professor
3. Lecturer

Seleclion Grade
Sr. Leclurer
Lecturer

B. LIBRARY

1. Librarian
Depuly Librarian
Assislant Librarian

Library Assistant

SF SR

Library Allendant

LABORATORY STAFF

1. Sr. Lab / Technical Assistant
2. Jr. Lab/ Technical Assistant
3. Laboratory Allendant

WORKSHOP STAFF

Superinlendent.
Depuly Superintendent

Assistant Superintendent

A w N oo

Workshop Instructor
- Senior
- Junior

5. Workshop Allendant

e
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GAMES SECTION

Games Superintandent

:\)-5

Gamoasn Superyinor

Sporls Assislonls

2w

Sporls Allendante
ADMINISTRI\TION

1. Registrar
2. Depuly Registrar
3. Assislant Registrar
4. Seclion Officer

5. Sr. Aseisiang

B. Jr Assisian

7.

Office Allendant

FIELD STAFF
1. Estale / Execulive Engg.

2. Assislant Engg. 7 Mainlenance Engg.

3 Supervisor Conslruclion

4. Eleclrician

@

Plumber
6. Estate Allendants

SECURITY STAFE

1. Chief Securily Officer
2 Securily Officer
3 Assistant Security Offices

4 Secunly Assistan

N

Secundy Altendanm

™ / 7
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MEDICAL SECTION

1. Medical Officer
Medlical Assislant

Male Nurse

ESREREN

Female Nurse

Medical Aliendanl

(@7}

CENTRAL STORES

. Slores Olficer
2. Assislanl Slores Officer

3. Slore Attendant

HOSTELS SECTION
1. Hostel / Mess Manager

2. Hoslel Warden

GUIDELINES
The qualifications and job requirements for various leaching and non-teaching

posilions shall be as laid down by AICTE in its guidelines of 1990 as amended

from {ime lo lime and allached (o (hese rules as Appendix-|

The number of positions mentioned in the charl 4.1 above in different categories

to be filled at any point of time shall be decided entirely by he' Managing
Commillee in accordance wilh aclual requirements and/or (he guidelines or

stipulalions laid down by slatutory authorilies like AICTE, and Universily of

Jammu

The pay scales elc. allached (o various teaching positions shall be in accordance

wilh the guidelines laid down by AICTE for the incumbents possessing the

requisite qualilications and experience provided their selaction has been made

6
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through the  process ol open competitions ol national feyel 4y cnio
commillees as conslituled by tha Managing Connittee
d. The pay scales allached o the non-teaching positions shall e oeguisedty v iae
lo those applicable in J&IK Govl. for pbsitions of equivalent [ sz a4 s
provided the incumbenls meel (he r|llnlificn|i«‘)rrr; as Iaid dowun by the Gt fo
recruitment aqgainst similar posts and theit appointment has siso Gest oade

observing the codes / rules / process establishad in 1ha Goyt depaieeis

e. Where appoinlmenls on lemporary, adhoc, contiaclual ar slop gz 2000 are
made by the managemenl commillee against any of the posifions in tezt o 2o
non-leaching cadre, il shall be open (o lhe Management Commilies fo ffar
emoluments olher than those prescribed by he slalulory [ Goyt zsrers
Provided further that any incumbent who is appointed under this provis o mzy
be allowed lo compele for the same or any higher or lower posilion in the =72
cadie adverlised earlier / laler lo his / her appointment proyided r= © shs

possesses the requisile qualifications and experience as and where prescroed

5. APPOTNTMINT OF STAL

[ACULTY POSTTTONS

5.1 All Tacuily posiions in the college shall normally be fited vp by dieect
recruilment by way of adverlising the same at nalional lovel and helding selachon
interviews of all the eligible candidales by the seleclion commitlee duly cons! oted

by the Managenmen! Commillee.
y G

57 Provided thal the Managing Commillee shall havae (ho powers to deckde hat a

particular post / posts be lded by invilation or negolialions or Iy promaotion from
amongst the members of the stall of the college in view of the exbia ordinary
circomsianeey  cuchy as cxcepbonal qualficabons  or  slabibly o megeate
requirements o cpocinl interoste of the inshlubion which crogimsmianees shall he

recorded in the reoobybon recommending dnecl appombnont
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5.3

Separato Selection Committees shall he constiluted by tha Managing

Commillea for filling posts under different categories broadly on the pattern of similar

commiltees conslituled by olthor Autonomous Engineoring Collegas and/or Jammu

Universily. Unless olherwise amended by the Managing Commillee al a parlicular

lime or in a parlicular case, following shall ‘be the composilion of the Seleclion

Commitlees for the main posilions in the facully.

-~
-

EESIIEN

@ o

~

FOR THE SELECTION OF PRINCIPAL

. Chairman, Managing Commillee, MBSCET - Chairman

Vice-Chancellor, Universily of Jammu - Member
Nominee of AICTE - Member

tlominee of J&IK Govl/Universily of Jammu - Member*

Expert from 11T, - Member**
Expert from Industry - Member***
Experl from field - Member****

" Nolless in status than a secrelary of a departiment

“ Motless in slatus than Depuly Direclor or Professor and oD

“** Mol less in slatlus than Vice-Chairman

“*** Nolless in status than Managing Direclor

A W N

. FORTHE SELECTION OF PROFESSOR

Chairman, MBSCET - Chairman
Vice Chancellor, Universily of Jammu - Member
Principal, MBSCET - Member
Representalive of AICTE - Member

Representative of JAK Govl /Universily of Jommmu - Member*
Subject Expert from LT MUniversity of Janwnu - Member®?

Fxper! from Induslry - Membeg®*

9



; “Nolless in slatus than a Secrelary of a Departmaont
“ “* Nolless in slatus than a Professor and oD
| " Notless in slatus than MD or Ghiel Exoculive
fﬁ
f'i ¢. FOR THE SELECTION OF A5SISTANT PROFESSOR
b ~
I - . - -
| I Chairman, Managing Commillee, MBSCET - Chairman
t"i 2. Principal, MBSCIET - Member
‘ 3. Nominee of AICTE - Member
4. Nominee of J&IK Govl./Universily of Jammu - Mamber*’

2‘ 7}',’.
-

5. Head of the Departinent - Member*
:n.j 6. Subjecl Experls (2) - Member***
144,
""‘3 " tloliess in staius than a Professor
- ““ IMolless in slatus than a Special / Joinl Secrelary
& " Mol less in stalus than a Professer
i
. d. FOR THE SELECTION OF LECTURER
=
1. Chairman, Managing Committee, MBSCET - Chairman
3 2 Principal, MBSCET - Member
. 3. Mominee of AICTE - Member
\, 4 Nominee of JR&IK Govl /University of Jammu - Momber**
5. Head of the Deparliment - Member***
§ 6. Subject Experts (2) - Member***

“ Mot loss in slahis than a Depuly Secrelary

s

ol less oosiatus than an Aseislant Proflessor
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e. FOR THE SELECTION OF REGISTRAR.

I. Chairman, Managiny Commillee, MBSCET - Chairman
2. Principal, MBSCET S - Member
3. Nominee of AICTE . - Member
4, Experls from Induslry / Govt. / Inslitution / - Member*

Business Organisalion

*Normally MD's or Chief Execulives or Managemenl Consullanls

. FOR THE SELECTION OF ALL OTHER POSTS

1. Chairman, Managing Commillee, MBSCET - Chairman
2. Principal, MBSCET - Member
3. HoD Concerned - Member
4. 2 Nominees of lhe Sole Trustee - Member*

" These may be the persons holding posilions in the College or from other
Organisations / Institulions who are well versed wilh the Posilion/s lo be filled
up.

5.4 Provided further thal composilion of anyone or all of these commillees may be

amendec Ly fiicorporaling the requirements of Universily of Jammu/AICTE from tlime
to lime.

6. PANEL OF EXPERTS

In order o facililale filling up the various posilions of the slalf of the College, the
Managing Commillee shall approve a panel of experts in all the important disciplines
and areas where appoinlmenls are expecled lo be made from time (o time. This
panel shall be valid for a period of 3 years and shall be upd

aled from time to time

wilh a provision 1hal no experl shall be made (o sit on more (han 3 seleclion

commillees during the full lenure,

10
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O PRIVILEGES OF MEMBERS OF STLECTION COMMITTEE

All the moembers of a seleclion commillee excepl (he Chairman, Principal and any

other stalf member from the college shall l.)_e'enlllled lo

a. Travelling Expenses as per lheir slalus in thelr own organisalion or the

posilion last held in an organisalion/Inslitution.

b. Daily allowance to cover boarding and lodging in accordance with their

status if the college does nol provide he same.

C. A suilable amount as honorarium/silling fee on the commillee as may be

decided by lhe Chairman, MBSCET in each case from lime o lime.

Provided furlher that where the meeling/s of the seleclion commillee/s is/are

~
-

held at a place outside Jammu town, the members of the College slalf silling
on commillee/s shall also be enlilled lo TA/DA elc. al par with the oulside

members,
8 PROCEDURE FOR RECRUTTMENT

8.1 For recruitment agains! facully posilions, the posls shall be normally
adverlised in one national and two slate leve| newspapers wilh the minimum
nolice of ene month for inviling the applicalions. The Managing Commillee
may. if it chooses, invite applications on prescribed forms or on plain paper,

with or without any applicalion fee.

8.2 Al lhe applications so received shall be processed in the office of the
Chairman, MBSCET, unless and/or where he deems necessary, in the office
of the Principal. Whiie processing any applicalion not meeting the eligibinty
condition or received lale or nol on the presceibed applicalion fee shall be
latnidated separately for the decision of the Chaitman regarding theis inchysion
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8.4

85
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or olherwise im calling tor inlerviows - Procossing ol applications racoeived
shall be complated within o pedod of one month from the last date prescribed

for their receipt in the colloge

The candidates found ehgible for a [J:liliiz(li:ﬂ post shall be callad for altending
nlerview on a clearly specified dale and where possible ime as wall, provided
that ordinarily he/she shali be informed by regislered post 15 days prior 1o (he
date of inlerview. Fusther provided that the inlerview call may be backed up by
a ltelegram and/or a lelephonic / fax / e-mail message so as o ensure
parlicipation of maximum numbar of eligible candidales wilh a view of

obtaining the best possibia 1alent for the instilution.

Candidatles called for inlerviews for appointments shall not be entitled to any

travelling, boarding or lodging compensation excepl in special circumslances

where (he Chairman, Managing Commiliee may deem it fit to offer some relief
in the case of exceplionally qualified candidale/s whose availability for

seleclion is considered exceplionally beneficial lo the inslilution.

Alter the complelion of an inlerview for a parlicular post/s, the seloction

commillee shail finalize and submit ils recommendations, praferably in the

ferm of a panel of three candidates arranged in accordance wilh suitability for

each post. Such a panel shall ordinnriiy be signed by all the members of the

selection commillee  Provided that if any member or membeors have f

different opirvon about sullabifily of a parlicular candidate, ho/sho/ they m
register histerfihel dissent on the minules

ay
of the seleclion commitloe

The minules of Selection Commiltes shall he presented lo the Chairman of

the MBSCET for approval who shall present the recommendations o ha

Managing Commiltee for its final approval in a meeling held as a rouling

rmedstely alter selection inlery WS are gyer

Froviged turther st the Clilrman of the Managing Comadlles and he
L_omnilee #len (AR ] »;;1:"13‘;.;_!, MM DY thya (JERF, TRRTowpmpens

o
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recommendations of the solection commillon Tor appointinents against (he
Aadvorised post/s wherealtor e game shall be submillod (o the Sole Trustee
for his approval Once approved by the Sole Trustas, the appointment shall
be passed on (o the oflice of the Chaignan / Principal for lssuanca of the

selection of appoiniment Inllers 1o the ' qaelected candidalog

Notwlhstanding stipulation in the section (8.6.b), the Managing Commiltas
may reject the recommendalion of seleclion commillea lotally or in part where
15 salisfied for sych an aclion on the basis of lacls that may be
broughlcome 1o ils notice aboul the bonalides of lhe seleclions made or the
process adopled during the selection or the antecedents of the candidate/s
selecied for partcular posl or for any olher reason thal in the view of
Managing Commitlee may affoct the image/repulation/working/managament
or any oiher facet concerning the objeclives of the College. It shall ba open lo
the WManaging Commiliee to record or not lo record reasons for partial or lotal
rejection of the recommendations of a seleclion commiltee. Provided furlher
hat the Sole Trustes shall be informed by the Chairman of Managing
Committee about he full background of such a decision (aboul tolal or pattial
repchon o the recommendation of the seleclion commillee). Provided furlher
hat 4t the Scle Truslea has an opinion conlrary lo the decision of the
Managing Commiliee, he may refer il again lo the Managing Committes for
hotding a specal meeling of the said commiltee and he himsell may proside
over seuch a meelng wiich may take a frash/modifiod daclasion or relain the

gecson already taken by the managing commilles which shall be considered
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in exteme cases of conficl resulting in opposile VISNpOInts on particulas
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sion of he Sole Trustee shall prevail upon the decision of
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9.1

9.1.a

9.1.b

9.2

LETTENR F APPOLINTMENT

For all appointmenls made on the basis of interviews conducled by seleclion
commillee/s or those made on adhoc lgasis or conlraclual basis or temporary
basis, the leller of appointment for‘éé‘ch incumbent shall be issued from the
office of the Chairman, Managing Commillee and signed by Chairman,
Managing Commillee or in special circumslances, by Principal or any another
officer of the College as aulhorized by lhe Chairman (wilh due approval of the

Sole Truslee).

The lelter of appointment shall specily all details regarding lhe lille of posl,
lhe job and responsibilily and authorily il any allached with the post, its nature
(temporary, contraclual, adhoc or permanent), pay scale, other emoluments
and perks if any and a gist of rules and regulations, specially lhose
concerning leave, period of probation (where applicable ) bond for service if
any, type of nolice required for leaving he service and any other such terms
thal the college aulhorilies may deem necessary lo be known by the
prospeciive appoinlee,

The ielter of appointment must clearly mention the dale of joining afler the
expiry of which the poslt may be offered lo {he next candidale or the offer may
be trealed as withdrawn, Provided i’urlher thal, even il a candidate has nol
joined the posilion by the slipulaled last date and {he post has yel nol been
offered to another candidale, the Chairman may exlend the date of joining on
verbal or wiilten communication or representalion by the incumbent. Afler the
expiry of such an exlension the offer shall be lreated as finally withdrawn.

.

When a selected candidale at a proper serial order fails to join by the dale as

offered and extended under 9.1, lhe post may be oflered to the candidate/s
next in order of merit wilh similar or modified slipulalion of periods for joining
on the post as warranled by the nalure

academic session).

of job (e.g. Requirements of an
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9.3.a

9.3.b

Nolwithstanding the provisions contained in sections 9.1-9.2 perlaining Lo
solection and appointments against  sanclioned posls, when the lasl
incumbent/s from a panel who was/were supposed lo have been olfered (he
appointment/s fail/s lo join he post ollered even aller the exlension in joining
lime, the pos! shall be lrealed as' v'eioa.nl and fresh process for filling up the

same shall be slarled by the Managemenlt.

Provided further thal if al any lime a candidale who had been offered a
posilion by the college on the basis of provisions conlained in seclions 9.1-
9.3-a and has nol been able lo join for genuine reasons and approaches (he
Managemenl afler tho post has been declared vacant with his/her underlaking
lo joining in accordance with the needs of the inslitution, his/her case may be
considered on ils merils by the Chairman with a view of saving the

Management from repealing the exercise for the same posl.

LO.JFORMALLTIES ON JOINING

10.a

10.b

On receiving the leller of appointment, an incumbent shall report for joining
his/her dulies at lhe office of the Chairman, where from he/she shall be asked
to report to the Principal of the College for further inslructions regarding

his/her dulies and assignments.

The joining report of the incumbent shall be accompanied wilh the following

cerlificales in original :

i. Qualification degrees/diplomas.
il Dale of birth cerfificate.
iii. Domicile/Nalicnalily certificate,

Experience (where necessary) cerlificale.

Medical filness cerlificale (nol earlier than 30 days).
/i Itelieving order from previous organisation/instilulion whei© necessary
i Affidavit on joining the institution for service in good (aith with

commitment lo serve with devolion, dedication and zeal.
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77 ORGANISATION OF DEPARTMINTS

ol

The MBSCIET shall have an authoritly structurae as defined and fllustrated in rule

4. Nol wilhstanding any provisions of lhe qlluuluros of the authority mentioned

(herein, the Managing Commitlee nmy ueale such departments as [t may deem

necessary from time to time,

In each leaching deparlmenl, the senior mosl leacher shall be designaled as
Head of Department (HoD) and perform such dulies as may be assigned lo him
by the Principal and exercise such powers as may be delegated by (he Managing

Commillee.

Provided that if in a teaching department the senior most leacher available is of a
rank below lhat of an Assistant Prof., the Principal himsell/ herself shall take over
the headship of (he depll. or may nominale a teacher other than the senior most

{eacher of that depll. as the FHead of the Department.

Provided further thal the Principal, wilh the approval of Managing Commillee may
give the headship of two departments of allied disciplines to one Professor or one
Assislanl Professor, who is already heading one of the two allied departments for

effective coordinalion and development of bolh the departments and avoiding

duplicacy ol work.

Provided [urther that in a case where Principal has specific reasons o justify,
he/she may appoint a Professor/Assislant Profegssor olher than the senior most

teacher as Head of a Deparlmenl with prior approval of the Managing

Commillee.
ADNMINISTRATIVE WING

i the Administralive Wing, the Fegislrar with the approval of the Managing

Commillea shall he Ill,‘fld ()’ ”:"} :_)n-;)f)l’ui(}”l \',’h\) ﬁ[‘;]“ [‘”“‘!“““ Lo ’h" "’”l‘(‘.t
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control of tho Principal and shall exercise powers as vesled in him by lhe

Managing Commillee,

Frovided further that in the absence of the Reglstrar, the senlor mosl Depuly
Reugistrar may be asked by (he Pllncipx-_\i (6 nct as Registrar or The Principal may
assign the job to a facully member i tho Joining/rejoining of the Incumbent on

the posl.

12. SENIORITY

a.

z

The seniorily list of stalf members of the college shall be prepared under two

categories : Teaching slali and Non Teaching stalff.

In each category the seniorily shall be fixed on the basis of dale of first
appointment on a permanent post in a parlicular cadre/calegory/grade in a
particular department.

In he case of a dispute over seniorily in a particular cadre, the decision of the

Managing Commillee based on similar analogies from Jammu Universily shall be
deemed as linal .

J. CONDUCT RULES

a. Every employee of MBSCET shall al all limes during the period of service

maintain
i absolute integrity
i devolion to duly
iii. slrict honesly
v, absolule impartiality
V. total puncluality

in the discharge of his duties assigned to him/her by virlue of his/her job.
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Further, an employee of MBSCET sholl at all limes be courloous in his dealings
with olther membars of the slall, irrespective of seniorily, sludenls and her

members of tha public with whom he/she may come in conlacl/ is required o

deal as a part ol his/her job in the collego,

Every regular employee ol tha college, oxcepl thosa appoinled under special
conlraclual terms for shorl periods, is a whole lime employee of the TRUST and
may be called upon lo perform such dulies as may be assigned to him / her by
Ihe Compelent authorily during working or beyond scheduled working hours,
and/or closed days/ Sundays/ and/ or during vacalions for teaching calegory.
These dulies may include depulation lo meelings on behalf of the college or

Iravel lo olher places for jobs connecled wilh lhe development of the inslilution

wilhin and/or oulside (he slate and lhe counlry.

Provided further that without specific exclusion of slipulation under C above lhe
case of employees appointed on specific contraclual terms, such employees also

shall be considered as 24 hours employees and bound by the rule 13(c) as

prescribed above.

During the period of service, an employee shall be bound lo observe lhe
scheduled hours of work during which time he/she must be present physically at

(he place of duly unless otherwise permilled by the Competent Aulhorily.

Unless permilled olherwise, the presence on duly musl be recorded by each

L
employee on allendance regislers mainlained in each department/section for
every working day and such allendance reports duly authenlicated by the
Compelent Autherily shall only be considered as valid proof of presence on duty.
a. Excepl for genuine reasons beyond his/her control, no employee shall be absent

from duly without prior permission of the Compelent Authorily.



b No employon sholl leave siafion ayoep! with e previous permission of
competent sulhorily even duing leave sanclionad heher favowr or during
vacation (in case of leaching calegoty amployees)

| Once e emplsyes s sllowed to leavie e slation. # shall be obfigatory for
Hirmfver te irdlorm the Head of Depariment (of o the Principal, if he/sha is a Head
of Depariment) tisfiver contact address during the period of legve from the
cofege/station

| Provided that yniess ofhermise specified af the ime of sanction of a leave, any
smployee may be recaied from anywhere oulside the slation for an urgent
assignment 31 the coiege Pt may crop up al the college during the period of
loave under e terms of senvica rules when the presance of the employea is
deemed absoksely essential in the interes! of the instilution.

iv. OTHIK ACTIVITILS

All the ampioyess of Bw Colege who are on regular, permanent, lemporary of adho¢
ot eortraciun secdce st devols Waw antire ime and energy lowards the fuifilmant
ol the acadesse  sdspsstatve cuvicutar, exitn curricular, developmental and
conulructive acheies only aemed al the overall benefil of the inslilution  His/her
involvement in sy of B loloning aciviles except lo the extent guaranteed under
umdamens! fgtds andior specally provided in the service contract shall be
consdered when proved an mdrngement of the service/conduct rules

8 laking Part in Polihcs

T WMBSOET is doemed 10 De 2 purely educalional insiitulion i leiter and spirit Adl
it emgioyses o whatkoeven '@l and beded shaf not take expicity or mplicilly any
part w any hpe of poltca aclvilly deng e nwe of service of e college
foue deglhy ne engiiopee of e cobege sl be alosed 0 be sssocised wilth
ke naentver By of gy PEY) o VGETEERON con el Peiuine satacrie @i | o
peES! ¥ @iy wEnewn BNy ol amvesserd of  acBuolly dubaied ke up OF

L
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conduclad by any parly. Further, no employee shall canvass or olherwise use his/her

Influence in elections In supporl of any candidale whelher from a political parly or

slanding independently.

b. Furlher provided (hat nolwilhslandin\g'éh} provisions conlained in statements
made above, every employee who is qdali[ied legitimately to vote shall have hal
right lo exercise his/her conscience bul where he/she does so, it shall be done in
a manner wilhout giving any indicalion of his/her performance or how he/she

proposes lo vole or has voled.

c. Where (here arises a doubl about (he lrue nalure of an organisation joined or
intended for joining by an employee being political or otherwise, the decision of

the Managing Commillee shall be deemed as final.

15. CRITICISM OF MANAGEMENT
a. No employee shall have the right to criticise openly, overlly or covertly, through
speech or by publishing on his/her name or anonymously or under any other

name his/her public utlerances any decision or policy of the management as
adopled or likely lo be adopted by the Managing Commiltee or the Sole Trustee.

b. Provided, however, every employeé shall be encouraged to give his/her free,
frank, and honest opinion on any matter that is brought to his/her notice by the
management during a meeling on a proper forum consliluted by the Managing
Commiltee or Sole Trustee for obtaining views of the employees before the
framing of a policy or afler it has been framed provic{ed that it shall be entirely the
prerogalive of the management to ask for or not lo ask' such an opinion. As, when
and where such an opinion is allowed lo be expressed, an employee shall be
bound to express lhe same in the most refined and dignified manner avoiding any
sort of personal or subjeclive derogalory and /or offensive slalemenlts or

allribules.

20
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8 No employes unless specitivally mahorised for doing 8o by virlue of his/her
officia! posdion shall mako any alntoment or comment of aypress opinion on
behall of he college o Manageog Commilios aboo! any aclion faken by
satutory suthordies ke AICTE Ungiversity of Jamenu, Competent Autharity for
Ertrance Examination. Deplt o E'cﬁn:albon Govt ot JAK or ary olher
Govt 7somi Govt Depll or organisation or members of public coneerriad with
any of these authorities thereby causing embarrassment [or  hey
Managermem

16. OTHER OCCUPATION

a No employee of MBSCET shail, excepl wilh previous parmission in wriling, or
agreement or lerms of appontment shall engage himself in any other
business or irade deactly or indiractly or take-up the luilion work even oulside
he werking henrs o accent any academic work that is likely to interfere with
his rouline duties at the college

b Provided. bowever hal with clear wiillen prior permission from  the
pompetent suthocty o stall member of the college may be allowed o accept
oocamone! acaderc work such as conduct of examinations, viva-voce or
technical consutancy i accordance with the terms and conditions as may be
lad down by e Management from time to time for such a parlicipation

15 UNAUTHORISTD COMMUNICATION

No amployee shall communcate to deectly or indirectly, uniess he/she haa been
authonsed o do so as a part of hvefher dutiesTunctions communicate divectly or
indeacty any office! document or information pertaining 10 college matters or
matiers of management 10 any ofher person. agency, organisation of authority

WA O Ouftsadie e meiiualon
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L. CONNECTION WITH MEDIA

a. No employee shall except with lhe previous sanclion of the managing
commillee parlicipale in a lelevision or radio broadcasl or contribute any

arlicle or lelter or communicalion either on his/her own name or anonymously.

b. Provided further hal notwithslanding restrictions imposed on publicalions or
participalion in ediling functions or in lelevision broadcasting, no previous
permission shall be required when such communications happen lo be purely
of literary or scienlific or educalional nature without touching politics or

policies of the Cenlral or State Govl. or thal of the college management.

c. Provided furlher (hal any employee who takes part in such
literary/scientific/educational/associalion with media shall be required to
mention delails of all such aclivities lo lhe college authorities as a part of
his/her constructive activities (o be highlighted where deemed necessary in

the annual reporl of the college.

d. Provided further that such participation which enhances the overall image of
the college shall be recorded in the performance appraisal report of an
employee by the competent éUthority and may be given due consideration
when deemed necessary in the matters of promotion of the concerned

employee.

19. PUBLICATION OF RESEARCH WORK

Notwithslanding any restrictions imposed on conlacts with media under Rule 20,
faculty members shall be at liberty, without any previous sanction, lo publish their
original scientific work in journals of repute in India or abroad at their own cost,

risk and responsibility.

22
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Providod, howavor, lhal if (hey wish lo indicale heir olficial designalion in lhe
proposed arlicle/paper/document, previous sanclions of the authorily will be
necessary. [For granting sanction, the college shall ascertain that such articles
are sltriclly confined lo scnenlmc/arllsllc/literaly subjects and shall not louch up
administrative matlers at state/reglonal or national and even international level.
The competent authorily shall be within its right to stop publication of article
which in its opinion might adversely influence the repulation, preslige, standing or
interests of the inslilulion in the eyes of the public at large and/or authorities in
the Govl. and / or organisalions with which the college has some dealings

directly or indirectly.

-



Port-11 LEAVE RULES

1, All \he regular employees of MBSCET, Jammu, bul excluding mess
employees, hoslel employees, daily wagers, contraclual employees and work charge
labour, are enlitled (o different kinds of leayes under calegories and conditions
specilied in each case: o
(i) Casual leave

(i) Privilege leave

() Sick leave

{iv) Study I_eave

(v)  Special leave

(vi)  Leave without pay

% CASUAL LEAVE

ALL regular employees of lhe college excepl those mentioned in para 1 will be
enlilled lo casual leave of 15 days without loss of pay or break in service during one
Calendar year (Jan 1 lo Dec 31) under following circumstances and wilh the

condilions altlached ;

2.(a) The leave is admissible not as a matter of right but as a consideration to enable
the employee to allend to any unforeseen and emergency domeslic or social

engagemenl which in his/her view is unavoidable.

2.(b) Normally , the casual leave is lo be applied and got sanclioned from the
compelenl authorily in advance specifying the reasons for applying where possible
In such cases, the employee, il he/she is a facully member, shall clearly specify
arrangements made by him/her for the engagement of leclures, tulorials, yvrslczliénls,
examination duty or any olher lype of academic assignmenl slanding on his/her
name for the days of leave applied for, and when the employee Is nol a teacher,
he/she must specily any important job that Is lo be handled by he applicant and
make suggestion who else in the department / seclion can be asked to handle the
same during his/her absence on casual leave. In the absence of such an alternalive

arrangement, the compelent authority may not accept the leave applicalion.
24



2. ( ¢ ) Nolwithslanding any stipulation aboul making prior arrangemaent for the days
of Inlended casual leave, the employee may In the evenl ol a grave emergency
requesl for easunl leave through a message, and In extreme casaa, when he/sho is
unable lo contacl e authorilies even Ihrough all means of communlication, may
submil cause/reasons for his/her unauthorised absence for the period falling within
the limits and definitions and other conditions for consideration of the compelent
aulhorily who may lake an appropriate decision on the basis of genuineness of (he
reasons menlioned for according perfod ol absence on lpsohclo casual loave or

olherwise.

2. ( d ) The casual leave may be combined wilh Sundays and any other holidays
preceding, intervening or following the period of casual leave. These days shall not
be counled as days of casual leave. However, in all such cases, (he lolal absence of
an employee eligible for casual leave shall nol exceed 13 days at a slrelch including
the period of casual leave, Sundays and admissible holidays. If it happens so, the
enlire period of absence shall have to be converled lo any olher lype of leave (o

which the employee is enlitied and the casual leave lhereol shall remain intacl.

2.(e) Casual leave cannot be combined wilh vacalion or any other lype of leave o

be availed by the employee.

Provided , however , that when an employee happens lo be a faculty member and in
view of exigencies he / she is forced to combine the casual leave with vacation,
he/she may be allowed by the Principal lo do so bul only for eilher combining the

leave with the slart of vacalion or for combining with the end of vacalion and nol

both ways.

2.( 1) Casual leave may also nol be allowed by lhe compelent authority whon it is

established beyond any doubl that it has been applied for evasion of any important

duly as

(8) handing and/ or 1aking over charge

(b) retum o duly
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(©) Supervision/conduc| of examinalion

d { i
(d)any assignment specilically madq by the employee.

2.{g) Casual leave nol availed during n calondar yoar I8 lapsable and cannot be

carried forward lo 1he next calendar year by afi employse,

2.(h) For employees joining on any dale wilhin lhe calendar year, the numbar of

casual leaves lo which he/she is enlilled will correspondingly decrease(from lotal of

15) on prorala basis@1.1days leave per monlh..

2.( 1) Absence from college for an urgenl piece of work for more than one hour shall
be allowed as "short leave” if availed once or twice a month and shall not be
recorded in casual leave. However, when such short leave exceeds 4 hours / week

or 6 hours / monlh, this shall be converled lo casual leave equivalent lo one day for

every four hours of shorl leave availed.

5 PRIVILEGE (EAVE

3.(a) All regular employees of the College as defined in para 1 shall be enlilled to
privilege leave al (he scale menlioned under each calegory in [ollowing paragraphs:

3(b) The non leaching, non vacational staff shall be enlitled to one calendar month of
privilege leave for every compleled 11 months of duty and one day for every 11 days

of balance days of duly, subject to the condilion thal days marked as:

i) absence from duly
i) sick leave

iii) leave withoul pay

iv) period of suspension

shall nol be counled lowards lhe period (months or days) for enlillement for privilege
leave,

3.(c) The maximum number of privilege leave thal can be accumulated in the

account of non-vacational employee shall be 180 days. Provided, however, thal

26
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g
where the employee continue in regular service and avails the privilege leave in part
or In total uplo a parlicular dale, the process of accumulation of privilege leave shall
conlinue till the period of accumulaled privilege leave again reaches 180 days or the

employee reaches the dale of super annuation.

N .
LTS (Y

3. (d) An employee may avall , subject‘ lo the exigencies of the college funclioning, a
part or whole of the privilege leave as due lo him/her on the date of application,
provided that he/she has applied for the same in advance and has obtained the

proper sanction from the competent authorily.
3. (e) Privilege leave is nol admissible lo an employee enjoying regular vacation,

3. {T) Provided , however, thal a member of vacalion staff, who by a general or
specific order of the compelent authority has been detained and/or deputed on duly
during the period of vacation, shall be entilled to earn privilege leave at the same

scale as a nen-vacation staff o the maximum extent of 120 days.

3 R : K - 5,
s e b R ey 8 |

3. (g) Provided further that, a member of the vacation staff, who has any amount of
privilege leave under lhe provisions of the rule 3(f) may be allowed to avail this type
of leave under the same terms and condilions as applicable lo non- vocational slaff
except thal the privilege leave cannol be combined wilh vacalion in any manner.,

2. SICK LEAVE

a. An employee of MBSCET, shall be enlilled lo sick leave on half-pay (here pay
means salary plus all allowanceé as are normally due lo lhe employee at the lime of
applying for sick leave) on the production of a medical cerlificale from an authorized
medical aulhorily recognised by the College. The College may accepl medical
cerlificale for grant of medical leave from any other compelent médical

authorily/hospilal/dispensary nol below the rank of an Assistant Surgeon lill it does

not have its own medical authorily.

27




ave applied al a time shall be stic Uy in
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rovided that whereas extent of sick e

accordance o
nce with the certificate of the medical aulhority, the actual period allowed 10

qosick leave on hall pay shall not exceed 1/11"™ of period of service -\’
n 0

be avallng gr
actually pul in by the employee LA
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c Notwithstanding the provisions contained in section(b) of the rule 4 on chk d

Leave, the maximum petiod of sick leave in the entire service (it the age of

superanuation or 33 years of aclive service e) shall not exceed five years including

all pay. The sick leave exceeding the full perioa of leave

3

sick leave availed on h

admissible on half pay shall be frealed as leave wilhout pay wilh or without a break
asis keeping in view

h service as the management may decide on a case to case b

the circumstances and nature of ilinena

Provided further that an employee who has proceaded on sick leave shall be

d.
itness cerlificates from the

allowed lo rejoin his/her dulies after producing a |
authorised medical authorily.

e. Maternily Leave: Female employees of the Collage shall be entilled to

maternily leave for a maximuin period of 2 months on the produclion of medical

cerlificate from the competent authorily. This leave may be granted on full pay for the

first time, on halfl pay for the second lime and without pay therealler, provided thal

maximum terms shall nol exceed lhree in the enlire service period.
)

f. Quarantine Leave: An employee who is suffering from a contagious disease
and whose joining the instituljon may put the health of olher employees in great risk

may be asked to apply for quéranliné leave bn the basis of a certificate from College
Medical Authorily for a period as prescribed by the medical authority. The nature of

such a leave shall be delermined by the management on rejoining of the employee

alter a filness cerlificale.
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J. STUDI LtV

A confirmed facully member who has pul in

al least three years service in the

College may be allowed lo proceed on S‘Ile)Y__LEAVE for higher sludies leading lo a

posl-graduale degree or doclorale degr"e.ej
period of 2 years on full pay on the

seclions of this rule.

or posl docloral work for a maximum
terms and condilions slipulated In the subsequent

51 The employee must have oblained admission to a course in an instilution of
repule for {he higher degree on (he basis of an

applicalion routed through/or wilh
prior permission of (ho College aulhorllies,

9.2 The subjecl chosen for a higher degree must have relevance lo and be of
praclical ulility at lhe MBSCET. The decision of the

Principal and Management shall
be deemed as final in this regard.

5.3 The employee intending to proceed on sludy le

ave shall have lo sign a BOND of
SERVICE wilh the Manageme

nt of MBSCET that on successful completion of sludy
programme he/she will serve the College for a minimum period of three years failing
which he/she will have to refund the entire amount received by him/her from the
college along wilh interest at prevailing bank rate on

personal loans and g penalty
thal may be imposed by the Managerment.

5.4 During the sludy leave 'period, the staff member shall be entitled to normal
Increments and olher benelils as would have accrued to him/he
duty.

r had he/she been on

5.5  The decision lo Sponsor or nol lo sponsor a facully member shall rest with

the Managemenl depending upon the faculty strenglh in a parlicular department and

(he college as a whole, relative utility of the staff for the overall inlerest of the college

and any other faclor relevant lo sponsorship, The decision of the management in lhis

regard shall be deemed as final

29
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. . SPECIAL LEAVE (Deserelionary Leave) C/

6.1  The Managemenl may sanclion special leave in favour of an employee of the
college for a period it deems fil extending from a day lo 1/10" of a month aclually put

' s PO
in service where the employee has -

ii. no olher leave of any lype due to him/her:
il. grounds of exlra-ordinary nalure lo the salisfaclion of management, lo justify

his/her inabilily lo allend lo the dulies of his/her job.,
6.2  The special leave applied for and sanclioned by the management may be on
i, Half pay and allowances:

i Any specified fraction of pay and allowances;

il Withoul pay and allowances but withoul hreak in service:

Provided further lhal the special leave may be sanctioned in favour of an employee
g uplo a maximum of lhree occasions or one month during the entire period of service

(on a prorala basis) in (he College.
’ 7. LEAVE WITHOUT AV

a. When an employee of MBSCET proceeds on a leave not due to him/her or not
| sanctioned in his/her favour under proper procedure shall be deemed to have been
on leave wilhoul pay and the period of absence shall be lrealed as a break in

service,

b. A confirmed employee of MBSCET on whose account no leave of any lype is due
may apply for leave wilhoul pay not exceeding one month in a calendar year without

a break in service and the same may be allowed al he discrelion of the

management,

c. Where an employee applios for leave wilhoul pay lor a period exceading one

30



e e S e e e g e e

B

lv%;} .Mah ant Bachlttar Singh College of Engineering & Technology, . )/

\

Jammu
//\
No.MBS/Admn./1999/ 2.5 7
Dated: |77 -.qQ - )ﬁ"—f7
NOTIFICATION
The Service 'Rules as approved by the management of
MBSCET are hereby notified as per Annexure to this
] notification for the information of all the concerned. The service
rules are effective from 1% July, 1999.
D-

o N casenl

Chairman

Copy to:-
4 Worthy Sole Trustee for his information.
e Principal for information..

3. All HoDs/Section Heads.

4. Notice Board.
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Mah . .
' ant Bachittar Singh College ¢f Engineering & Technology,

_ Jammu /f{{if/

No.MBS/Admn./ 2ec0 [610 4
Dated: ) <$ — |- 2 o0

NOTIFICATION i

InService Rules of Mahant Bachittar Singh College of
Engineering & Technology promulgated by the management of the
college, the following provision may be considered to have all along
been made in the said Rule as sub-rule 9.1.C. under the heading

) “9. Letter of Appointment”:- L

“9.1.C. For the time being in the case of staff appointed on

craroik

adhoc/probation basis the notice of termination or to leave the
job will be one month on either side. In the case of staff directly
appointed on regular basis the notice of termination or to leave
the job will be three months on either side. Similarly in the case
of staff on regularization of service after successful completion

of adhoc/protation period the notice will be three months on

either side”.
" . ZENSVI- SN O
" Chairman —_
Copy to:-

Worthy Scle Trustee for his information.
Principal for information..

All HoDs/Section Heads.

Notice Board.

g B =2

Babliana, Jeewan Nagar Road, P.O. Miran Sahib, Jammu - 181 101, J&K State, (India)
Tele: 0191-262896, 262897 # Fax: 0191 — 262896 # E.mail: principalmbs@rediffmail.com




Mahant Bachittar Singh College of Engineering & Technolj%y/g/

Jammu /

No: MBS/Adm.12/4 ['{ 2
Dated: 17-8-2012

Notification

In  modification to College = notification No:
MBS/Admn/2000/610 dated 15-01-2000, the following provision

may be considered to have been made in the sub-rule 9.1c under the

.00

heading “9, Letter of appointment” in the service Rules of Mahant

e \

B Bachittar Singh College of Engineering and Technology.
3 « '
;’i 9.1c, In the case of staff appointed on adhoc/probation/regular
basis the notice period of termination or leai;ing the job will be one
;L month on either side.”
Dol S
3 (S.Rangil Singh)
3 Chairman
e Copy to:-
g 1. H.H Sole Trustee for his kind information.
2. _Advisor for his information.- )

3. Principal for his information.
4. Vice-Principal.

5. Dean Academics.

6. Administrative Officer.

7. All HODs/Section Heads.

v Jeevan Nagar Road, P/o Miran Sahib, Babliana , Jammu 181 101 #Ph- 0191-226289 - ¢
| email - principalmbs@rediffmail.com 6/97 #Fax- 2262836
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9.

Mah: achittar Si o .
1hant Bachittar Singh College of Engincering & Technology

Jammu
No:MBS/Adm/2015/ [
Dated; |7~ [—l‘lb({_
Circular ‘

Thc following procedure will be strictly adhered in regard to applications
submitted for Causal, Half-Pay and Earned Leave for teaching and non-teaching

employees:-

1. In case of routine matter, prior sanction of the leave is mandatory with all the

arrangements, filled up in the causal leave form and duly recommended by

controlling officer.
2. In case of any emergency (telephonic message).the HOD/Section Head will

forward leave application on behalf of the concerned employee indicating alternate

arrangements to the office of Principal in the 1stperiod for the same day.

3. Any leave availed without any information to the controlling officer, will be

treated as unauthorized absence and will be marked as leave without pay.

4. Availing of Earned Leave will be allowed only after the Causal Leaves are

exhausted or if duration is more than 5 days. Minimum period of Earned Leave,

Half Pay ieave after the Causal leave is exhausted will however be at the discretion

of the sanctioning authorities if applied in advancc and duly recommended by

controlling Officer.

5. This circular is deemed to take effect from 1st of Jan.2015.

f){&ffb N
Principal Q

H.H.Sole Trustee for his kind information.
Chairman for his kind information. .
Advisor for his kind informauon.

s information.

Vice- Principal for hi
Dean-Academics for information. ' 3 i -
Administrative Gificer for information. \7‘P ' T()/O\(?
All HOD’s for information. | g 1

All Section lHead for information.

Notice Board.

hi [81 101, J&K State, (indi)

i - . . ~ .
Nagur 1koad, 2.0, Miran Sahib, Jammu —

—Bﬂbliana, Jeewan
Tele: 0151-2262896 i Fax : 0191 - 2202896 l/c_principulmbs@rcdiI'l‘mnil.com
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Viahant Bachittar Singh College of Engineering & Technology
(Appros cd by ATCTIL &K Government & Affiliated to Liniversity of Jammu)

ORDER NO:-_£9

NO: MBS/ Adm /’1014)77

Dated: 19,95 - 96 “f

In amplification of rule (2) of the MBS College Leave Rules, 2010,

the management of the college is pleased to resolve that irrespect:ve of

the appointment made under various conditions such as appointments on

regular basis; on probation basis for two years / one year; on adhoc basis

‘ or on temporary basis, every employee except Daily Wage Employees

shall become eligible for various kinds of leaves under college Leave

Rules after completion of one vear’s active service in the college.

Action already taken in the cases of employees under the ¢ isting

pravisions shall not be re-opened.

cory 10:-

1. H.H. Sole Trustee for his kind information.
2. Honb'le Chaiman for his kind information.
3. Honb le Advisor for his kind information.
4. Vice-Principal for information

& Al HODs.

6. All Sectvon Heads [ A i

7. Secthion Offcer

8. Owder Gl

\ﬂcﬁaf}f ol >
PRINCIPAL

‘%P‘ \Q(‘)\’w \‘\

/—-

Babliana, Jocwzm Nagar Kapd, PO M;.n;, TN -
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VAMANT BACHIITAR SIIVGH COLLEGE OF ENGINEERING & TEC'HNOLOGY JAMMU
’APPLICATION FOR LEAVE OTHER THAN CASUAL LEAVE

‘To be filled up by the applicant & Submitted to the office of Director cum Prlnc:pal through his / her HOD / Controlling Officer at
least 10 days in advance from the dafe of start of Leave)

1. Name of Applicant 2. Designation
3. Department / Section ) 4. Nature of Employment

(Confirmed/ Temp. /Adhoc/Contractual)
5. Number of days of Leave applied for & kind of leave From to
6. Purpose

7. Address during Leave period (Local / Out stationed)

with contact Phone No. if any

8. Alternative arrangement made during leave period:

Date Assignments Substitute | Signature Date Assignments / | Substitute Signature

® /Job : ) Job

(Note: Separate Annexure may be attached if more space is required).

Date: (Signature of Applicant)

FOR'THE USE OF HEAD OF DEPARTMENT! CONTROLLING 'OFFICER|

Cormerih St

1. Can the staff member be spared during the leave period without much affecting the normal functioning of the
department. (YES/NO)

2 Whether the alternative arrangements made are satisfactory. (YES /NO)
RECOMMENDATIONS / REMARKS:

(Signature of HOD / Controlling Officer)

FOR THT USEOF SECTION OFFICER (ADMINISTRATION).

3. Number of Leaves due to the staff in his/her credit

(Signature of Section Officer)

4. APPROVAL/REMARKS :
(Director cum Principal)

(Note: All records of Earned Leave will be maintained by Section Officer, Administration).

S
($)
e
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FORM -1

APPLICATION FOR LEAVE OR FOR EXTENSION OF LEAVE

1) Name of Applicant:

2) Post held:

3) Department / Section:
4) Pay with pay scale:
5) Nature and period of leave applied for and date from which required:

6) Sundays and holidays , if any, proposed to be prefixed / suffixed to leave:

7) Grounds on which leave is applied for:

8) Date of return from last leave and nature and period of that leave:

9) Address during leave:

Signature of the applicant with date

10)  Remarks & recommendations of the controlling officer:

Signature (with date)

Designation

Babliana, Jeewan Nagar Road, P.O. Miran Sahib, Jammu - 181 101, J&K State, (India) /(,
]

Tele: 0191-2262896, 2262897 = Fay 0191 -2262896 # E_mail- principalmbscet @ rediffmail com



11) Certified that (Nature of Leave)
for (Period) from to is
admissible under Rule of the College Leave Rules.
Signature (with date)
Designation
12) Orders of the authority competent to grant leave N
Signature (with date)
Designation
Bzbliana, Jeewan Nagar Road, P.O. Miran Sahib, Jammu - 181 101, J&K State, (India)
Tele: 0191-2262896, 2262897  # Fax : 0191 - 226289 # F mail: principalmbscet aredifimail.com 4

=..) Mahant Bachittar Singh College of Engineering & Technology-Jammu

CERTIFICATE REGARDING ADMISSIBILITY OF LEAVE




Mahant Bachittar Singh College of Engineering & Technology - Jammu

THE M.B.S. COLLEGE LEAVE RULES (REVISED)

CHAPTER-I

Preliminary

1) Short title and commencement: These rules may be called the Mahant
Bachittar Singh College of Engineering and Technology Leave Rules and shall
come into force from 01 January, 2010.

2) Extent of application: Save as otherwise provided in these rules, these rules
shall apply to the regular employees of the College (MBS college) but shall not
apply to:-

a) Daily wagers and work charged employees; and
b) Contractual employees.

3) Definitions:- In these rules, unless the context otherwise requires:-

a) “Authority competent to sanction leave” means the authority competent to
grant the kind of leave specified in the relevant clauses;

b) "Completed years of service or one year’s continuous service means
continuous service of specified duration in the college and includes the
period spent on duty as well as on leave, except Leave Without Pay;

¢) “Regular Employee” wherever occurring in these rules means an employee
of the college who has been or is placed in a proper pay scale with or
without DA: and the employees appointed on consolidated emoluments for
unspecified periods.

d) “Date of start of Regular service” means the date from which an employee
is placed in a proper scale, with or without DA;

e) “Vacation Availing employee” means the teaching staff, including HODs,
who are allowed to avail the regular Summer and Winter Vacations. For this
purpose the Teaching Asstts, Teaching Associates or any other employee
with any other designatien associated with the teaching work are termed as
“yacation Availing Staff".

fy “Nen Vacation availing employee” means all staff, other than, vacation
availing staff who are appointed to run the affairs of the college,

g) “Contractual employee” means an employee who is employed for a specified
period on Contractual basis on specified terms and conditions,
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CHAPTER-II

Gereral Conditions

4)

5)

6)

7)

8)

9)

10)

11)

(i) Leave cannot be claimed as a matter of right.
(i)  When exigencies of service so require, leave of any kind may be refused
or revoked by the authority competent to grant it.

An employee’s claim to leave is regulated by the rules in force at the time the
leave is applied for and granted.

Except as otherwise provided in these rules, any claim to leave to the credit of
an employee who is removed from college service or resigns from college
service ceases from the date of such removal or resignation. Here the word
“resignation” means the actual date from which an employee intends to leave
the service but not the date of notice for such resignation.

At the request of the employee the authority which granted him leave may
commute it retrospectively into a different kind which was due & admissible to
him at the time it was granted but the employee cannot claim such
commutation as a matter of right and such a commutation will always be
subject to adjustment of leave salary on the basis of leave finally granted, that
is to say, amount paid in excess, if any, shall be recovered or any arrears due
to the employee shall be paid.

Except as otherwise provided in these rules, any kind of leave under these
rules may be granted in combination with or in continuation of any other kind
of leave. .

Explanation: Casual Leave which is not recognized as leave under these rules
shall not be combined with any other kind of leave admissible under these
rules.

Unless it is otherwise determined by the management of the college in view of
the exceptional circumstances of a case, no employee of the college shall be
granted leave of any kind for a continuous period exceeding three years.

Any application for leave or for extension of leave other than Casual Leave,
shall be made in form-I to these rules to the address of Director/Principal of the
college. No leave shall be granted to an employee until a report of admissibility
is recorded by the Administration Section of the college. For this purpose a
leave account in respect of each employee shall be maintained by the
Administration Section. The application for Casual Leave shall be made in form-
I to these rules.

An employee desirous to avail leave may apply for it sufficiently in advance
from the date of start of leave the period of sufficiency be not less than 10
days. However in exceptional cases, where an employee is unable to apply for
leave in advance the authority competent to grant the leave applied for may
grant it provisionally for a period not exceeding 15 days and such a grant shall
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12)

13)

14)

15)

be subject to verification of admisslibility and a modified sanction for the period
of leave where necessary.

Leave shall not be granted to an employee whom the management of the
college contemplates to remove from college service or who have glven notice
of resignation from college service. Similarly no leave shall be granted when an
employee is under suspension.

An application for leave on medical grounds shall be accompanied by a Medical
Certificate defining as clearly as possible the nature and probable duration of
the illness. :

Except as provided elsewhere in these rules, the leave ordinarily begins on the
day from which it has been applied by the employee or from the day from
which the authority competent to grant it desires so. However, an employee
can be recalled to duty before the expiry of leave and in such an event the
unexpired period of leave can be availed by him subsequently with the
permission of the authority which granted the leave.

Unless the competent authority extends the leave, an employee who remains
absent after the end of the sanctioned leave shall not be entitled to salary for
the period of such absence even though there may be any other kind of leave
admissible to him. The period of such absence shall be considered as Leave
Without Pay. Willful absence from duty after the expiry of leave renders an
employee liable for disciplinary action and loss of appointment.

CHAPTER-III

Kinds of leave admissible

16)

17)

Regular employees of the college shall be entitled to the following kinds of
leaves:-

a) Casual Leave

b) Earned Leave

c) Half Pay Leave

d) Maternity Leave

e) Study Leave

f) Discretionary/ Special Leave

a) Extra-ordinary Leave without Allowances.
A) Earned Leave:- All non-vacation regular employees of the college
shall be entitled to 30 days Earned Leave in a calendar year subject to a
maximum accumulation of 180 days subject to the condition that days marked as:-

i) Absent from duty;

i) Extra-Ordinary Leave Without Pay;

iii) Period of suspension ;

will not count towards calculation of Earned Leave,



WMahant Bachittar Singh College of Engineering & Technology - Jammu

The credit of Earned Leave shall be afforded in the leave aceount of the emplayes on
completion of every six monthe service at the yniform rate of 15 days. The rredit 5
sfforded shall be reduced at 1/ 10" of the period of Extra ordinary Leave Without Pay
svailed during the hall year for which the credit is to he afforded subiject to
rmavimum of 15 days.

B) When an empioyee is removed from the service of the college or dies while in
the service of the college, credit of Eamed Leave shall be given at the rate of
% days per completed calendar month uoto the end of the month proceeding
the month in which he/she is removed from service or dies in service. Similarly
3n smployse when appointed duting the course of a calendar half year, tha
cregit of Earned Leave i his case shall be given at the rate of 2 ' days per
completed month of service which he is likely to render during the calendar half
year in which he is appointed.

C) The marimum Earnmed Leave that may be granted to an employee at a time
shall be 120 days subject to its availability/admissibility.

18) »)

b)

<)

d)

2)

f

tarned Lesve is not ademissible to an employee of the college enjoying
regular vacations.

Mowever, when 2 vacation availing employee, who by a general or
specific order of the competent authority is detained and/or deputed on
duty during vacations, shall be entitled to Earned Leave at 1/3" of the
period of Getention subject to the condition that the period of the
detention s not less than 10 days at a time.

A vacation avaling employee, if detained on duty during any vacation or
portion  of vatation in  connection  with Invigilation/Supervision/
[valuation of papers, relaling to any examination conducted by the
University etc. and for whech he 15 paid any rermuneration at prescribed
rates. shall not be entited to any Earned Leave for such period of
detenlion .

The mayimum acoumuiation of Earned Leave in respect of a vacation
availing empioyee shall be 120 days. A vacation availing employee shall
also be entitied o avad 120 days Earned Leave at a time like non-
VACRLION emPibyee

Famad Leave 12 @ vacalon avaling empioyee Can not be Given in
combination of n conhnuaton of regular vacations except when it I8
Wmmm'mwmwm, in such a case
pvwmusmdmcmw?muoumnwmtm
empioyoc

The authonty competest o sasction Eamed Leave 1O an empioyes,
WHEThE! VACATION 2VATNG OF AON-vACAtOR sckiag, thall Be the (harman
of the Wanagoment Commtier @ respeds of Dventoy /Prsipal and RODs
of the acatewit Departments and Uhe Dunecton /Pl et of ail
Py eM@iyoes
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19)

20)

Half_Pay Leaye;: A regular employee of the college, shall be entitled to
Malf Pay Leave of 20 days in respect to each completed year of service,
The leave due under the clause may be granted on medical grounds or
on any other reason on half pay. The 'Half Pay Leave’ will not be
cumulative & will lapse at the end of the calendar year. However, special
cases will be considered separately on the merit of case by the College
Authorities. The authorities defined in sub-rule (f) of rule-19 shall also be
the authorities to sanction Half Pay Leave.

Extra-ordinary Leave:- 1. An employee may be granted Extra-

ordinary Leave without allowances in special circumstances:-

A.V/hen no other leave is admissible to him; and

B.When other leave is admissible but the employee applies in writing for
the grant of Extra-ordinary Leave.

2. Extra-Ordinary Leave shall not be more than one year on any one
occasion and not more than three years during the entire service.

3. However, 2n employee may be granted 24 months Extra-ordinary
leave ata time for prosecuting higher studies/courses relevant to
his service to be certified by the concerned HOD. An employee granted
Extra-Ordinary Leave under this sub-rule shall be required to execute a
bond in form-III undertaking to refund to the college the amount
incurred by the college during such leave in the event of his/her not
returning to duty on the expiry of such leave or quitting the service
before a period of three years after return to duty.

4. The authority Competent to grant Extra-ordinary Leave shall be the
Chairman of the Management of the college.

5. The authority competent to grant leave may commute
retrospectively the period of absence without leave into Extra-ordinary
leave

Note :- 1. Two spells of Extra-ordinary Leaves, if intervened by any other
leave, shall be treated as one continuous spell of Extra-ordinary Leave for the
purpose of sub-rule (2),

21)

2. The bond mentioned in sub-rule (3) shall be supported by two sureties of
very good repute. .

Cash in lieu of leave salary:- (i)An employee who has completed more
than 15 years regular service may be paid cash in respect of the Earned
Leave at his credit at the time of his retirement or quitting the job
subject to following conditions:-

1. The payment of cash equivalent of leave salary shall be
imited to 3 maximum of 120 days of Earned Leave.
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2. The cash equivalent to leave salary thus admissible will become
payable on retirement or quitting the job and will be paid in one lump sum
as a one time settlement.

3. Cash payment will be equivalent to only the basic pay of the
employee in vogue on the date of retirement or quitting the college job.

Note:- An employee who becomes eligible for the concession under this rule (rule-
22) may get the Earned Leave, at his credit on the date of retirement/quitting
adjusted towards the notice period. In such an event the cash equivalent to leave
salary will be only for the remaining period after deduction of notice period.

22) Leave Salary:- (i) An employee proceeding on Earned Leave shall be
entitled to leave salary equal to the pay drawn immediately before proceeding
on Earned Leave.

(ii) An employee on Half Pay Leave shall be entitled to leave salary equal
to half of the amount specified in sub-rule (i) above.

(iii) An employee on " Extra-Ordinary Leave” shall not be entitled to any
leave salary.

Note:- For the purpose of this rule pay means basic pay+DA as

admissible under college rules.

CHAPTER-IV

Special Kinds of Leaves (Other than Study Leave)

23) Maternity Leave:-

1) A female employee of the college may be granted Maternity Leave by the
competent authority for a period of 60 days from the date of its
Commencement. During such leave the employee shall be entitled to leave
salary equal to the pay drawn immediately before proceeding on leave for
the first time; on half pay for the second time & without pay thereafter
provided that the maximum terms shall not exceed three in the entire
service.

2) The authority Competent to grant Maternity Leave shall be the Chairman
of the college and the pay for the purpose of this rule shall be the basic
pay plus DA as admissible under college rules.

3) Maternity Leave may be combined with any other kind of leave on medical
grounds on account of illness of the employee herself or on account of the
illness of the newly born baby, subject to the production of medical
certificate. The kind of leave so granted shall not exceed 60 days.
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24) Quarantine Leave:-
1) An employee who is suffering from a contagious / Infectious disease and

whose presence in the institution may put the health of other employee in
great risk may be granted quarantine Leave not exceeding 21 days on
production of medical certificate to the effect.

2) For the purpose of sub rule (1) Cholera, Small- Pox, Plague, Diphtheria,
Typhus fever and cerebrospinal meningitis may be considered as infectious
disease.

3) An employee on quarantine leave shall be treated as on duty and shall be
paid full pay and allowances Authority Competent to grant quarantine leave
shall be the Director/Principal.

25) Casual Leave :-

1) Casual Leave may be granted to the regular employees of the College for the
short periods not exceeding 15 days in a calendar year in aggregate. An
employee on casual leave is not treated as absent from duty and his pay not
intermitted. Casual Leave, however, must not be given in combination or in
continuation of any other kind of leave unless otherwise provided in these
rules.

2) The minimum short leave admissible shall be for half a day. If an employee
applies for a short leave of any duration up to 3 hours, half day casual leave
shall be debited to his casual leave account and for leave beyond three hours
on a working day full days casual leave shall be debited to his casual leave
account. There is no objection to the grant of half a day’s casual leave in
conjunction with full days casual leave.

3) Half a day’s leave (Casual or Earned leave, if no casual leave be due) should be
debited to the leave account of an employee for each late attendance. The
authority competent to grant casual leave may, however, condone late
attendance up to an hour as a special case, on not more than two occasions in
a month if he is satisfied that the employee could not attend duty for reasons
beyond his/her control. In case such a course does not ensure punctual
attendance suitable disciplinary action may be taken against habitual late
comers, in addition to debiting of half day’s leave to their account.

4) The amount of Casual Leave sanctioned at any one time should not exceed 5
days out of the leave at the credit at that particular time on pro-rata basis. In
combination with holidays the total period of such leave should not exceed 7
days where holidays intervene between Casual Leaves, these shall not count as
part of leave subject to the condition that the total period of absence on Casual
Leave and holidays shall not exceed 7 days.

5) Casual Leave should not ordinarily be combined with vacations but when an
employee enjoying regular vacations is forced by unavoidable circumstances to
proceed on Casual Leave in combination with or in continuation of vacations,
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the Director-cum-Principal of the college  may sanction such leave in
combination of such vacation to the extent of 5 days.

6) The faculty members of the college when required to participate in conferences
organized by Scientific Associations/ Institutions of repute in India be allowed
Special Casual Leave not exceeding ten days in a calendar year in addition to
the normal period of casual leave admissible under rules. The limit mentioned
at sub rule (4) shall apply here also. An employee on special casual leave shall
also be treated as on duty and his pay shall not be intermitted.

7) The Authority competent to sanction casual leave or Special casual leave shall
be the Director/Principal of the College.

Chapter-1V

. Study Leave for full time courses

26) Subject to the conditions specified in this chapter:-

i)

. iii)

iv)

Study leave may be granted to an employee with due regard to the

interest of the Institution to enable him/her to undergo a special course

of study consisting of higher studies or specialized training in a

professional or technical subject having a direct connection with the

sphere of his/her duty on regular basis.

Study leave shall not be granted unless:

(a) It is certified by the HoD of the concerned department that the
proposed course of study or training shall be of definite advantage
of the college.

(b) It is for prosecution of studies in subjects other than academic or
literary; and

(c) Itis for prosecution of studies in such specialties and subjects in
which there may be dearth in the Institution

Study leave shall not ordinary be granted to an employee who has
rendered less than five years regular service with the college. The
maximum amount of study leave, which may be granted to an employee
shall be 24 months during his/her entire service. In no case extension in
the period of study leave shall be granted. However, when an employee
in unable to complete the course of study within the limit of 24 months,
he shall be granted any other kind of leave that may be at his/her credit
in continuation of the study leave but the total period of study leave and
other leave shall not exceed 28 months.

Every application for study leave shall be submitted with the detailed
information about the course of study contemplated by the employee
and the examination which he/she proposes to undergo shall be clearly
specified in such application.
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V) Every employee, when granted study leave, shall be required to execute
a bond with the college in prescribed format (form-1V) before the study
leave granted to him/her commences.

Vi) On completion of the course of study the concerned employee shall
immediately resume his/her duty in the college and shall submit
certificates of examination passed indicating the date of commencement
and termination of the course.

*vii) During study leave an employee shall be paid leave salary equal to the
basic pay that he/she may have been drawing immediately before
proceeding on study leave. The payment of leave salary shall be subject
to the condition that the Institution, where the employee joins for higher
studies, issues a certificate of joining. Payment of leave salary shall also
be subject to the condition that the Institution of higher studies submits
the progress of the employee at the end of each term examination.

viii) The authority competent to grant study leave or any other kind of leave
in continuation of study leave mentioned in sub rule-(iii) shall be the
Chairman of the management committee of the college on the
recommendations of the Director/Principal.

* Study Leave only with pay

Miscellaneous

27) The management of the college reserves to itself the right of changing or
cancelling the rules from time to time at their discretion and of interpreting
their meanings in case of dispute.

28) Where the management of the college is satisfied that the operation, if any of
these rules has caused or is causing undue hardship in a particular case, it
may, by order for reasons to be recorded in writing, dispense with or relax the
requirement of that rule to such extent and subject to such exceptions and
conditions as it may consider necessary for dealing with the case in a just and
equitable manner.

29) In the case of employees in the service of the college on 01.01.2010 the tittle
to leave under these rules will be determined as under:

a) Earned Leave : The privilege leave which was due to them on 31%
December 2009 will be treated as earned leave at their credit on that
date and from 01-01-2010 they will earn (Earned Leave) at the rate
and to the maximum extent contained in these rules.

b) Half Pay Leave:-The Medical/Sick Leave at the credit of an
employee on 31-12-2009 may be treated to have lapsed on that date
and from 01-01-2010 they will earn Half Pay Leave at the rate and to
the extent contained in these rules.
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c) Extraordi ve: - Extraordinary Leave without allowances
already availed will be treated as such under these rules,

30) On the commencement of these rules w.e.f. 01-01-2010 the existing leave
rules shall cease to operate. However, not-with-standing such censor or
operation, anything done or any action taken or any leave earned by or granted
to or accounted to the credit of an employee under the existing rules shall be

deemed to have been done, taken, eared, granted or accounted under the
provisions of these rules.
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FORM-II

APPLICATION FOR CASUAL LEAVE
(To be filled by the Applicant for submission to HoD/Controlling Officer)

Narne of Applicant : Designation :

De partment/Section : Nature of Employment :

(Confirmed/TemplAdhoc/Contractual)
Number of days leave already availed:

Nu mber of days of leave applied: From : To:

Purpose:

Da te-wise alternative arrangements :

Willingness of substitute :

Name : Designation : Department:

Date: (Signature of Applicant)

(F or use by the Head of Department/Controlling Officer)

1. Leave availed so far as per Departmental Leave Register:

Whether alternative arrangements made above are satisfactory

3. Whether attendance/sessional or any other record
and keys etc. received from Applicant:

4. Remarks:

D ate: (Signature of HoD/Controlling Officer)

R emarks

D ate Principal
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. FORM -1

e )

APPLICATION FOR LEAVE OR FOR EXTENSION OF LEAVE

1) Name of Applicant:

2) Post held: .
1) Department / Section: e
4) Pay with pay scale: N
5) Nature and period of leave applied for and date from which required: -
. 6) Sundays and holidays | if any. proposed to be prefixed / suffixed to leave: —
7 Grounds on which Jeave is applied for: -
8) Date of return from last leave and nature and period of that leave: —
9) Address during Jeave:

e

Signature of the applicant with date

Remarks & recommendations of the controlling officer:

e

e S —

Signature (with date)

Designation

e —————————— e ———————— R

Bablisna, Joewan Nagar Road, P.A). Mirss \uhh Jamemu - 181 10), JA K State, (India)

Tele 01912262806, 2262897 2 Fax 019) - 2202896 7 Eomail P spalimi

3 Avean
. T {aMidt: NN 4
- & SO INEL G rediling -
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.

CERTIFICATE REGARDING ADMISSIBILITY OF LEAVE

1) Certified that (Nature of Leave)

for (Period) from to is

admissible under Rule of the College Leave Rules.

. Signature (with date)

Designation

12)  Orders of the authority competent to grant leave

Signature (with date)

Designation

Bzabliana, Jeewan Nagar Road, P.O. Miran Sahib, Jammu - 181 101, J&K State, (India)

Tele: 0191-2262896, 2262897 # Fax: 019] - 2262896 # E.mail: principalmbscet @ redifimail.com
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PROFORMA OF BOND TO BE EXECUTED BY THE FACULTY

ey E—— e

WHILE PROCEEDING ON STUDY LEAVE

KNOW ALL MEN BY THESE PRESENTS THAT 1

son of resident of in the District of — P
present employed as in MAHANT BACHITTAR SINGH COLLEGE OF
ENGINEERING AND TECHNOLOGY do hereby bind myself and my heirs, executors and administeatrrs
1o pay to the management of the College on demand a sum of Rs. —
(Rupees only) together with interest thercon from the dare
of demand at the rates for the time being in force on market loans and together with all costs between
Attorney and Client and all charges and expenses that shall or may have been incurred by the College.

Whereas |

am granted Study Leave by the
Management of the College on basic pay of the pay scale; and

Whereas, for the better protection of the interests of the College I have agreed to exccute this bond with such
conditions as hereunder are written.

Now the conditions of the above written obligations is that in the event of my failing to resume duty, or
resigning or quitting service without returning to duty after the expiry or termination of the period of study
leave or failing to complete the course of study or at any time within a period fo three years after my return

to duty. 1 shall forthwith pay to the College on demand the said sum of Rs,
(Rupees

only) together with interest
thereon from the date of demand at the rates for the time being in force on market loans.

And upon my making such payment the above written obligation shall be void and of no cffect, otherwise it
shall be and remain in full force and virtue.

The bond shall in all respects be governed by the laws of India for the time being in force and the rights and

labilities hereunder shall, where necessary, be accordingly determined by the appropriate courts in India.

Signed and dated this day of two thousand and N

Signed and delivered by

_in the presence of

Witness 1:

= ' Sigaature of Employee

\\\’rphxl va behall of the

Management of the College

Babliana, Jeewan Nagar Read, P.O. Mirun Sahib, Jammu - 151 101, JAK State. (India)

Tele: 0191.2262896, 2262897  # Fax - 0191 - 2262896 # E mail prnc

dedy. PIIRC

liftrna] com
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Babligia. Janunu-10 .

Mahant Bachittar Singh College oft Engg. & Tech.

LEAVE RULES

All the regular employees of MBSCET, Jammu, bul excluding mess cmployecS, hostel -
employees, daily wagers, contractual employees and work charge labour, are entitled to
different kinds of leaves under categorics and conditions specilied in cach case: :

(i) Casual lecave

(i1) Privileae leave

(iii)  Sick leave

(iv)  Study Icave

v) Special lecave

(vi)  Leave without pay

CASUAL LEAVE

ALL repular employees of the college except those mentioned in para | will be entitled to
casual leave of 15 days without foss of pay or break in service during one Calendar year ..

(Jan | to Dec 31) under lollowing circumslances and with the conditions altached :

2.(a) The leave is admissible not as a matter of right but as a consideration to enable the
employee to attend to any unforeseen and emergency domestic or social engagement
which in his/her view is unavoidable. ‘

2.(b) Normally , the casual Icave is to be applied and got sanctioned from the competent
authorily in advance specilying the reasons for applying where possible .In-suchcases,
the employee, if he/she is a faculty member, shall clearly specify arrangements made by
him/her for the engagement of lectures, tutotials, practicals, examination duty or any
other type of academic assignment standing on his/her name for the days of lcave applied
for, and when the employee is not a teacher _he/she must specify any important job that is
to be handled by the applicant and make suggestion who else in the department / section
can be asked to handle the same during his/her absence on casual leave. In the absence of
such an alternative arrangement, the competent authority may not accept the leave

application.

i

otwithstanding any stipulation about making prior, arrangement for the days of
ave, the employee may in the event of a grave emergency request for
casual leave through a message, and in extieme cases, when he/she is unable to conlacl
authorities even through all means of communication, may submit cause/reasons for

the «
absence for the period falling within the limits and definitions and

his/her unauthorised
other conditions for consideration of the competent authority who may take an

¢ decision on the basis of genuineness ol the reasons mentioned for aceording
ipso facto casual leave or otherwisc.

2.(c)N
Jintended casual le

approprial
period of absence on

2. ( d ) The casual leave may be combined with Sundays and any other hoitdegs

preceding, intervenin
counted as days of casual leave. However, in
employce eligible for casual leave shall not exceed 13 days
period of casual leave, Sundays and admissible holidays. 10 it happeus bo . The cntire

all such cases, the tofaf absewee Of &
at 1 stestel l:«\f(‘ll(\.l;? the

g or following the period of casual leave. These doys Ahadl maf be
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petiod of abgence shall have (o be converted (o any other tvpe of leave (o which the
cenplayee is entitled and the casual leave thereol shall emain intaet

2.(¢) Casual leave eannol be combined with vaciion or any other type ol leave (o be
availed by the cmployee,

Provided . however . that when an employee happens to be a Giealiy member and in view
ol exigencies he / she is foreed (o combine the easual leave with vacation, he/she may be
allowed by the Principal to do so bt anly Tor cither combining the Teave with the starl of
vacation or for combining with the end of \acation and not both ways

2.0 1) Casual leave may also not be allowed by the competent authority when it s
established beyond any doubt that it has been applied (or evasion of anv important duty
as -

() handing and/ or taking over charge '
(b) return to duty

(¢) supervision/conduct of examination

() any assignment specilically made by the cmployee.

2.(g) Casual leave not availed during a calendar year is lapsable and cannot be carried
forward 1o the next calendar year by an employee.

2.(h) For employees ioining on any date within the ealendar vear, the number ol casual
leaves 1o which he/she s entitled will correspondingly decrease(liom total ol 15) on
prorata basis@| . Idays leave per month.. ‘

2.(i) Absence fiom college for an wigent picee of woil: for more than one Lo ghall e
allowed as “shor( leave™ if availed once or twice a month and shall not be Foacedsof 1
casual leave., However, when such short leave exceeds 4 hours / week or 6 Hours moilhiy,
this shall be converted to casual leave cquivalent to one day for every four 9% nﬁ)ad\ort
leave availed. :

3. PRIVILEGI VI ‘

3.(a) All rerular empioyees of the College as delined in para 1 shall be entitled to privilege

leave at the scale mentioned under cach category in following patagraphs;
3(b) The non teaching, non vacational stall shall be entitled 10 one calendar month of
privilege leave for cvery completed 11 months of duty and onc day for cvery | days of

- balance days of duty. subject 10 the condition that days marked as:

i) absence liom duty
i) sick leave

i) leave without pay
v) period of suspension

shall not be counted towards the period (months or days) for entitlement for
privilege leave,

3. ¢) The maximum nomber of privilege leave that can be accumulated in the account of
non-vacational employce shall be |80 days. Provided, howeser, (hat where the employee

9
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d.

continue in vepnla sevviee e iy the privilepe Jeave me pint = o Adadal oo s

pachicalie date, the process of accunmdation ol privilepe Jeave el e oduaee Dl the

period ol accunmbated prvilepe Teave wpain reaches T8O diys ar the 1'!»“(‘,7'/“ rcaches
(

the date 0 eper ammuation

) ciployee may avail | subjeet to the esigencies of the collepe Tanctioning, a pat
or v uole of the privilege leave as due to him/her on the date ol application, provided that
he/she has applicd for the same in advance and has obtained the proper sanction from the
competent authority.

3. ¢) Privilege leave is not admissible to an employee enjoying regular vacation.

3. ) Provided | however. that a member of vacation stall. who by a general or specific
order of the competent authority has been detained and/or deputed on duty during the
period of vacation, shall be entitled to can privilege leave at the same scale as a non-
vacation stafl'to the maximum extent of 120 days.

3. g) Provided further that, a member of the vacation stall, who has any amount of

privilege leave nnder the provisions of the rule 3(f) may be allowed to avail this type of
leave under the same terms and cenditions as applicable to non- vocational stafl’ except

that the privilege leave cannot be combined with vacation in any manner.
SICIKK LEAVE

An employce of MBSCET, shall be entitled to sick leave on hall-pay (here pay mcans
salary plus all allowances as are normally due to the employee at the time of applying lor
sick leave) on the production ol a. medical certificate from an authorized medical
authority recognised by the College. The College may accept medical certificate (or grant
of medical lcave from any other competent medical authority/hospital/dispensary not
below the rank ol an Assistant Surgeon till it does not have its own medical authority.

Provided that whereas extent of sick leave applied at a time shall be strictly in accordance
with the cettificate of the medical authority, the actual period allowed to be availed as

. 1t . . . .
sick leave on half pay shall not exceed 1/11™ of period of service actually put in by the

employee.

Notwithstanding the provisions contained in section(h) of the rule 4 on Sick Leave, the
maximum petiod of sick leave in the entive scrvice (il the age ol superanuation or 33
years of active service) shall not exceed five years including sick leave availed on half
pay. The sick leave exceeding the full period of leave admissible on half pay shall be
treated as Icave without pay with or without a break in scrvice as the management may
decide on a case Lo case basis keeping in view the circumstances and nature of illness

Provided further that an employee wha has proceeded on sick leave shall be allowed to
rejoin his/her duties afler producing a fitness certilicates fiom the authonsed medical

authority



C_Dlaternity Leaye: Female cmployvees of the Collape shall he cntitled o maternity leave
o amaximom period of 2 manihes on the production of medical centificate from (he
campetent anthority 1his leay e may he granted on Gill pav for the fs time, on hall pay
lar the seeand time and without pay therealler, provided that nasimum terms shall not
exceed three in the entire service period,

[ Quarantine Leave: An employee whao is sullering liom 2 contagions discase and whose
Joming the institution may put (he healtls ol ather emplovees ingreat 1ish: may he asked
loapply Tor quatantine leave on the hasis ol a cerfificate fiom Colleee Medieal Authority

for-a period as prescribed hy (he medical authotity, The natire of such o leave shall e
determined by the imagement onejoining of the emplovee afler a fitness certificate.

5. STUDY LEAVI:

A confirmed faculty member who has pul in at least (hree years service in the College may
be allowed 1o proceed on STUDY LEAVIED (o higher studies leading (o a post-graduate
degree or doctorate degice or post doctoral work for a maximum petiod of 2 years on [ull pay
on the terms and conditions stipulated in the subscquent sections of this rule.

5.1 The employee must have obtained admission (o a course in an institution of repute for the
higher degiee on the basis of an application routed through/or with prior permission of the

College authoritics,

5.2 The subject chosen for o higher degree must have relevance 1o and be of practical wtility
al the MBSCET. T'he decision of the Principal and Management shall be decmed as fival in
this regard.

5.3 “The employee intending to proceed on study=leave shall have (o sign o BONi)
SERVICE with the Management of MBSCET that on successlil completion of stu.

“programme he/she will scrve the College for a minimum period of thice years filin r wlhii:
he/she will have to refund the entire amount received by him/her from the cnllg;; al vl

interest at prevailing bank rate on personal loans and a penalty that may be ;é,kn[n.,&.e gﬁhc
Management. 5 .

5.4 During the stu'y leave period, the staff member shall be entitled 1o normal increments
and other bene’ would have accrued to him/her had he/she been on duty.

'5.5The decion  to sponsor- or not to-sponsor a faculty member — shall rest with the
Management depending upon the faculty strength in a particular department and the college
as a whole, relative utility of the stafl for the overall interest of the college and any other
factor relevant to sponsarship. The decision of (he management in this regard shall “be

deemed as (inal,

6. SPECIAL LEAVE (Discretionary Leave)

0.1 The Management may sanction special leave in Evour of an emplovee of the college for
B . > " . | ) . -
a period it deems it extending fiom a day to 110" of a month actually pul 1 service
where the employee s



1 o oflier leave of pm Iy e thore 1oy i/ yer
1 g:lmmr’\ of oo ol y ethine Loy the saticbie it ol aamaeeme nt

“U.',f,’tjﬂj I l/kl

falvlity 1oy atteived 1oy tae it of e/l |u|o

6.2 The special Teave apphod Tor msd sanctioncd by the e ment v bie on

i TEall oy e allovec e
i Ay g ated e fiem o pay amd allovances,
i Witlout pay and allowances but without breal in service,

Provided further that the special leave may be sanctioned in favour ol an cmployes upto a
maximum of thiee occasions or one month during the entire petiod of service (o a prarata

bazis) in the College

7. LEAVEWITHOUT PAY

4. When an employee of MIBSCET proceeds on a leave not duc (o him/her or not sanctione:d
in hiz/her favour under proaper procedure shall be deemed 1o have been on leave withou!

i pay and the period of absence shall be treated as a breal in service.

A confirmed en;dovee of MBSCET on whose account no leave ol any type is due may
apply for Jeave without pay not exceeding one month in o cadendar vear without a break
© i service and the same may be allowed at the discretion ol the management.

b.

Where an emplovee applies for Ieave without pay for a period exceeding one month in a

e,
calendar yvear on mrounds of penuine neeessity, he/she may be allowed the leave so
applied subyyect 1o the conditions that:

1. The 1otdl absence from the duly shall not exceed thiee vears in one spell;

i The employee shall not go on leave without pay again during next ten years afler

availing the fist spell of leave without pay mentioned at 7.¢.(i) |

. The period of absence on leave without pay shall be treated as a break in service for

all practical purpases (such as for increments, promotions cte. )
‘ d  Notwithstanding conditions attached to leave without pay in the above sad paragraphs,
i N " ” . . .
‘ the management may allow to an employee to keep o hen with the institubon tos

rejoining at amy specific period of time amd on teoms and comlitions clearly specified m

(he sanchion order for leave sithout pay with hen



