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Preface to First Edition

This EMPLOYEE HAND-BOOK has been created anticipating the need for a manual,
which would act as a guide for the conduct and discipline expected of all INVERTIS
employees and also to make them aware of their responsibilities and authority.

We do hope, this will facilitate a disciplined and effective functioning of the University
which, in turn, will accelerate the transition of INVERTIS into the list of the finest
Academic hubs in the country.

Looking forward to your kind co-operation in the effort at making INVERTIS a ‘truly

world-class University.

Régistrar

For further information or clarification, you may contact the R,

Department.
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Message from the Chancellor

"Success is not a destination,
We wish to grow beyond its dimensions as an

ongoing process of change and advancement."

Our quest at Invertis starts with the honing of the pivotal aspect of human development. I
was drawn towards the field of education where T first took note of the wide gap in
conventional education and its applicable utility, and relevance to the outside world. My
own stint as a student sparked in me -a desire: to build an institute which will be an
educational hub with an identity to reckon with, encompassing a vision and mission
indigenously developed and nurtured. Thus Invertis was born in 1998, dedicated to,
; imparting wholesome education, grooming its students into self reliant professionals who
will contribute positively towards national growth and prosperity. With the University
status granted to us, our responsibilities have grown further and we need to establish
ourselves as one of the finest Universities in the country and the world. My best wishes
are with you all.

Umesh Gautam
Chancellor
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About Invertis University

AFFILIATIONS ;
Invertis University is situated in Bareilly on NH-24.1t is established by Government of
UP u/s 2(f) of UGC Act, 1956 vide Invertis University Act 22 of 2010,

VISION

“To meet the dynamic needs of competitive world around us through a valued systematic
functioning and turn out professionals of caliber and competence, which would bring
about a qualitative change to the nation through their contribution.”

"

MISSION

“The mission is to provide quality education to all deserving students sans caste, creed,
gender or money. The University provides state-of-the art infrastructure and teaching
methodology which instills its students with an intellect to look beyond pay packages and
achieve the broader objective of knowledge growth and learning."

THE PHILOSOPHY OF UNIVERSITY

WE believe in developing professionals brimming with knowledge and competence.
They are shaped into competent professionals equipped with expertise, to take on the
challenges of the new world order. Our philosophy of KAIZEN remains a precursor to
propel the students to reinvent and improve at every step, to compete fearlessly adhering
to ethical and moral values. i ; ;

Invertis is dedicated to uphold the following objectives:

» Todevelop conceptual and analytical skills in all functional areas'of Management,
Information Technology, Engineering and ull other professional courses provided
here.

* To encourage understanding of the strategic perception of the fast changing global
business scenario. _

¢ To develop the ability to understand and apply multi-dimensional approach to
achieve the overall mission of the organization.

* To develop the ability of self-assessment and motivate others in achieving
organizational objectives. '

* To develop skills in problem identification and analysis.

o To impart ethical and moral values for social well being.

e To prepare men and women for their career of leadership, and innovation in the

. field of Management, Engineering and all other courses offered in the University.
. *. To expand the base of engineering education through research and by developing

~ technology to serve the needs of society.

* To benefit the public through service (o industry, government, and the

engineering profession.
/(51)”';_:;"[’
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* To impart advanced technical knowledge for the total upliftment of society in
general, and rural masses in particular, by retaining their cultural identity.

LIST OF INSTITUTES

[Einvertis Institute of Management Studies
* Bachelor of Business Administration(;BA)
MBA (Retail Management)
Master of Business Administration(M 3 A-Part Time)
BBA + MBA (Integrated)
MBA (Health Care)
Masters of Business Administration (MBA)

[Elnvertis Institute of Computer Application
e BCA + MCA (Integrated)
e Master of Computer Application (MCA)
* BCA + MBA (Integrated)
* Bachelor of Computer Application (BCA)

[Blinvertis Institute of En gineering & Technology

* B.Tech. (Mechanical Engineering)

e B. Tech. + MBA glntegrateﬂ! '

* B.Tech.(Computer Science and Engincering)

B.Tech. (Electrical Engineering)

B.Tech. (Electrical and Electronics Engineering)

* M. Tech. (Computer Science and Engincering)
B.Tech.(Electronics and Instrumentation Engineering)

B.Tech.(Electronics and Communication Engineering)
M. Tech. (Mechanical Engineering) ,
M. Tech. (Electronics and Communication Engineering)

B. Tech. + M. Tech. (Integrated)
B.Tech. (Information Technology)

® B.Tech. (Civil Engineering)

" Einvertis University

* Doctor of Philosophy (Human Resource)

Aﬁm 3{‘__!;_‘; .
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Doctor of Philosophy (Management)
Doctor of Philosophy (CSE)

Doctor of Philosophy (Physics)
Doctor of Philosophy (Maths)
Doctor of Philosophy (Economics)
Doctor of Philosophy (Chemistry)
Doctor of Philosophy (English)
Doctor of Philosophy (Law)

[Bnvertis Institute of Architecture
e Bachelor of Architecture(B.Arch.)

@invertis Institute of Bio-Technology

¢ Bachelor of Bio-Technology

[Elinvertis Institute of Law

e Bachelor of Law-Integrated(BA + LL.B.-Integrated)

e Bachelor of Law (LL.B.)
e Master of Law(LL.M)

[nvertis Institute of Pharmacy
¢ Master of Pharmacognosy(M.Pharm.)
Master of Pharmacology(M.Pharm.)
Bachelor of Pharmacy (B. Pharm.)
Master of Pharmaceutical Chemistry(M.Pharm.)
Master of Pharmaceutics(M. Pharm.)

Blinvertis Institute of Journalism & Mass Communication

e Bachelor of Journalism & Mass Communication

[Such other courses to be started in the coming years.

/éa: fa'c
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IL.

RECRUITMENT AND SERVICE CONDITIONS OF EMPLOYEES

-

This Manual containing rules and regulations shall apply to all categories of
employees except Vice- Chancellor, Pro-Vice Chancellor, Pro-Chancellor and
Chancellor of the University.

CATEGORIES OF POSTS
The various categories of posts of employees in the University shall be:

a) Faculty
e Directors
e Professors
e Associate Professors '
e Assistant Professors
e Workshop Superintendent
[ ]

And any other equivalent teaching/ research post specified by UGC/
AICTE/ PCI or other statutory bodies.

b) Administrative Officers

Registrar

Deputy Registrar

Assistant Registrar
Horticulturist

Librarian

Deputy librarian

Assistant Librarian

Medical Officer

Sports Officer

Engineers

Assistant Engineers

Estate Officer

Store Purchase Officer

Finance Officer

Training and Placement Officer
Accounts Officer

Manager House-Keeping

And such other officers as may be decided by the Executive Council

¢) Technical Staff

System Administrator 7 :
Computer Programmer Gk,

.
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Hardware Engineer
Teaching Assistant
Laboratory Assistant
Laboratory Technician
Electrician
Pharmacist

Gardener

Workshop Supervisor
Carpenter

Plumber

Mechanic

Machinist

Welder

Black Smith

And such other member of technical staff as may be decided by the
Executive Council

d) Supportmg Staff

Personal Assistant

Stenographer

Steno-Typist

Typist

Accountant

Accounts Clerk

Store-Keeper

Assistant Store-Keeper

Supervisor " » ,
Driver

Peon

Attendant

Mali

Mali Helper

Safai Karamchari

And such other members of supporting staff as may be decided by the
Executive Council .

III. QUALIFICATIONS, SELECTION PROCESS AND EMOLUMENTS
i.  For Category (a) posts
; These shall be adopted by the University as per the norms lald down by the
K, = UGC/ AICTE/ PCI or other statutory bodies, from time to time.

ii. For Category (b) posts
These shall be adopted by the University as per the norms laid down by the
UGC/ AICTE/ PCI or other statutory bodies, wherever available, from time
to time and where not so specified by any statutory body, these shall be

Ho .“‘}qurar :
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iii.

iv.

v.

adopted as approved by the Executive Council on the recommendations of
the Academic Council of the University.

For Category (c) and (d) posts

These shall be adopted by the University as approved by the Executive
Council keeping in view the norms as laid down by the State Government
and where not specified by the State Government, these shall be adopted as
approved by the Executive Council on the recommendations of the Academic
Council of the University. '

The Selection Committee for the posts of Category (a) of Directors,
Professors, Associate Professors, Assistant Professors, Director Physical
education, librarian, Deputy Librarians, Assistant Librarians and other
Administrative Officers of Category (b) shall be as follows:

* The Vice-Chancellor as the Chairperson of the Selection Committee

e Three experts in the concerned subject/ field, out of the panel of names
recommended by the Vice-Chancellor and approved by the Executive
Council or its Chairman or drawn from the panel of subject experts
developed by UGC/ AICTE/ PCI or other statutory body and hosted on
its website.

Director and/ or Dean of the concerned Faculty, wherever applicable
Head/ Chairperson of the Department

An Academician nominated by the Chancellor, wherever applicable

An Academician representing SC/ ST/ Minority/ Women to be nominated
by the Vice-Chancellor, if any of the candidate belonging to these
categories is an applicant.

At least four members, including two outside subject expetts, shall constitute
the quorum. )

However, the candidate for the post of Professor, Associate Professor and
Assistant Professor should have good quality research contribution. The
amount and the proper index for the research publications will be determined
by the Executive Council, on the recommendations, of the Academic Council
of the University, considering the guidelines of UGC/ AICTE/ PCI or other
statutory bodies.

The selection Committee for the staff positions under Category (b) and
(d) will be constituted by the Vice-Chancellor. The guidelines for the same
shall be approved by the Executive Council on the recommendations of the
Academic Council. :

Applications for various posts shall be invited' through advertisement in
Regional and National Dailies. :

g+
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vii.  Applications received in response to the advertisements shall be screened,
if required, by the Screening Committee to be constituted of three members,
including a subject expert, by the Vice-Chancellor. v

viii. The Selection Committee shall consider all the candidates called for
interview on the recommendations of the Screening Committee constituted as
per the norms laid down by the purpose, provided that the Selection
Committee may consider an eminent person for the post of Professor whose
candidature may be brought to its consideration by any member of the
Selection Committee.

ix. No act or the proceedings of the Selection Committee shall be called in
question by any one merely because of the absence of any of its member(s),
provided the quorum is complete at the time of the meeting.

X.  The Selection Committee shall recommend candidates identified as suitable
for appointment in order of merit, provided that not more than three
candidates are recommended for a post.

xi.  Appointments shall be made on regular, adhoc or contractual basis.

xii. Appointments through Promotion: The constitution of the Selection
Committees and associated processes laid down above shall also apply for
promotion from within the Institute, provided that eligibility criteria shall be
in accordance with the promotion policy laid down by the Executive Council.

xiii.  All the appointments shall be approved by the Executlve Council or its
Chairman.

GENERAL CONDITIONS OF SERVICE .

Without prejudice to any special conditivns that may be incorporated in the
appointment order, all employees of the University shall be governed by the
following terms and conditions:

i. Medical fitness: All appointments are subject to the condition that the
appointee is presumed to be medically fit. The authorities have discretion to
ask for medical fitness certificate of the prospective employees or of any
employee in service.

ii.  Probation: the incumbents on regular appomtments shall bc treated as
probationers :

a) Subject to such exceptions may be specifically madc in the appomtmcnl
order, all incumbents are initially appointed on probation for a period of

one year.
X Mﬂ‘

Registrar .
0 invertis University




b) The appointing authority shall have the discretion of extending the period
of probation of any appointee for such period as may be considered
necessary. »

c¢) If an appointee on probation is not confirmed in writing on completion of
the probation period, he/ she would be deemed to have continued on

probation for a further period of onc year and his/ her services may be

terminated with notice or pay in lieu thereof as may be mentioned in the
appointment letter.

Provided that, if no order of confirmation is issued even after completion of
the extended period, the probation would be deemed to have been completed
satisfactorily and the services of the appointee would be deemed to have been
confirmed with effect from the date of expiry of the extended period of
probation.

iii. Termination of Service: '

a) The appointing authority shall have the power to remove any employee
from the service without assigning any reason during the normal or
extended period of probation on such terms and conditions as may be
decided by the Executive Council,

b) The appointing authority shall havc the power to remove any confirmed
employee from the service by giving him/ her at least one months’ notice
or salary in lieu thereof or as may be decided by the Executive Council.

V.DISCIPLINE AND RELATED MATTL :S
i.  Suspension: i " ,
The appointing authority may place an employee under suspension:
a) Where disciplinary proceedings against him/ her are contemplated or are
in progress.
b) Where a criminal case against him/ her is pending in a trial court;
Provided a subsistence allowance of not less than one fourth and not more
than one half of his/ her pay is all.wed to him/ her during the period of
suspension.

ii.  Penalties: '

The appointing authority may, for good and sufficient reasons to be recorded

in writing, impose on an employee any of the following penalties.

a) Censure

b) - Withholding of promotion or annual increment with or without cumulative
effect. o

¢) Reduction to a lower rank or to a lower stage in the time scale of pay.

d) Compulsory retirement

e) Removal from service without disqualification for future employment.

) ,&fﬂ,’pﬁé '
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VI.

iii.

v,

Vi.

Vi,

viii.

iX.

X1,

Xii,

f) Dismissal from service with disqualification for future employment in the
University.

CODE OF CONDUCT
All employees shall always maintain absolute integrity and devotion to duty
and be strictly impartial and objective in official dealing.
Unless otherwise specifically provided in the appointment order, an employee
is a whole time employee of the University and shall not engage directly or
indirectly in any trade, business or work of whatever nature.
All employees shall be required to be present at the place of work during the
scheduled working hours save in cases where he/ she is allowed leave of
absence by the competent authority for good and sufficient reasons.
All employees shall perform duties assigned by a competent authority even
beyond the scheduled working hours and on Holidays and Sundays, if the
exigencies of work so demand.
The employees shall leave the station of posting with prior approval of the
competent authority only during leave, holidays or vacation.
No employees shall be under the influence of liquor or drugs during workmg
hours.
No employee shall take part or be associated with any political party or
organization that subscribes to or assists any movement that tends directly or
indirectly to be subversive to the University and the Government established
by law.
No employee shall engage or partici; ¢ in any demonstration or resort to or
in any way abet any strike, which is prejudicial to the interest or integrity or
security of the University, State, public order, decency or which involves
contempt of court or impinges adversely on the dignity of the University.
No employee shall, (except with the permission of the comipetent authority),
accept any offer to participate in a radio or TV broadcast or contributes an
article or write a letter to any newspaper or periodical,

Provided that no such permission <hull be required if such a broadcast or
such a contribution is purely ol literar, artistic, or scientific character.
No employee of the staff shall, in any broadcast or communication to the press
or in public utterances, make any statement which may amount to adverse or
unfair criticism of the decision, policy or action of a superior functionary of
the University.
No employee shall communicute without authorization any information or
documents, except in cases w!icre suel communication is in the discharge of
duties assigned to him.
No employee shall, except wiili mi w approval of the competent authority,
engage himself directly or indir-ci/v in any trade or business or undertake any
employment including private co:ching.

Provided that an empl_pyc-; mayv undertake honorary work of a charitable
nature or occasional work of /111 v, artistic or scientific nature that does not

interfere or adversely affect hi: o/ cial duties.
.
_qumff,‘ﬁ_é-
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Provided further that he shall discontinue such work forthwith, if directed

to do so by the competent authority.

xiti.  No employee shall, except with the permission of the competent authonty,
participate in the registration, proimotion or management of any bank or the
company.

xiv.  No employee shall lend or borrow J;:--ncy to or from any person having or
likely to have official dealing with L

VII. POWER TO INTERPRET T'!!" ! I .ES

The decision of the Executive Council ¢ dll questions relatmg to interpretation of

these rules shall be final.

VIII. The Executive Council of the University shall have the power to amend,

add, annul, repeal or modily anv « the provisions of this ordinance, in
accordance with the law.

RESEARCH PROMOTION ACTIVITY GRANTS

PREAMBLE
i.  Invertis University is keen on providing research facilities in its Institutions.
To succeed in its goal of high quality rescarch, it is necessary that the
Executive Council creates the nccessary infrastructure and encourages the
teachers and staff to participaic i1 research activities for sharing, generating
and updating the knowledge. )
ii. Knowledge is dynamic and not sttic. Knowledge shall not be confined but
shared in classes, seminars, sympos i, conference, etc.
iii.  Active research work, exposure to scientific activities like seminars,
workshops, symposia and conlcrences are important part of learning and
spread of knowledge.

iv.  Inview of the above, the guidclines are framed for deputation of personnel to
various conferences, worksho;, coiti ed education and quality improvement
programmes, etc. the guidelincs ' be known as Research Promotion
Activity Grants (RPAG).

CLASSIFICATION OF FACULTY s7 ' '©
The teaching staff is classified into the (0l! wing groups:
GROUPA - Heads of Tniiiiu ons (I'? "mf’ D[I'CC[()I’S)
. GROUPB - Professors/ A ssvciiie Professors
GROUPC - Assistant I’ | ‘nossessing PG Degree
¥ in the respective 5 inlization)
FINANCIAL AIDS ﬁ,z, .
" i, FORRESEARCH WORK o=
” ﬁr"lg wrat \
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ii.

iv.

a) To encourage research activitics. [Thiversity would provide a consolidated”

b)

FOR SCREENING COMNM"

a)

b)

c)

amount from its own resources

s 1 aid for the projects.

® Quantum of grants is based on the requirements of individual projects.

e The maximum amount shal) not exceed Rs. 50000/- per project

e Staff is required to submit the details of project including aims and
objectives, material and methods, etc and provisional cost, report along

with time frame.

® The project shall be subinitte! (o the Tead of Institution through the

respective Heads of the !

e Research work firms U

required.

e The grant may be recov

incomplete.
e Due credit shall be 1
publications of researc
University shall encourag:
Funding Agencies, C
Expenditure incurred in st
up shall be met by the Uni:

The Head of Institutiol
consisting of Head of Ins!
The Screening Commit
quantum of funds requirc
grant.

The Executive Committe:
recommendations of Scre.

PERMISSIONS/ SANCTI(

a)

b)

<)

Permission may be acco
education programmes, s
to respective field of indi
Ordinarily the duration «
weeks.

Not more than 20% of 1
permitted to attend the C.

SANCTIONING AUTHO'
Sanctioning Authority will ¢

Vice-Chancellor/ Chairp
Nominee of the Execuli
Two Deans of Faculty- M
One Chairperson of Boui

wtiments as per prescribed protocol.

* pioperty ol the University. Research worker
shall seek prior written | ©
research work in part or (1],

e [If the worker is not «
Institution may consider ¢

ision for presentation/ publication of the

pleted within stipulated time, Head of

tending the time for a reasonable period, if

{11 case the work is either abandoned or
! on the role of the University in the

ichers to submit project prdposals to the
aent,  Non-Government and  NGOs.
ion of the rroposal and subsequent follow

constitute a “Screening Committee”
nid two other senior faculty members.

send i1v recommendation including

* Executive Committee for the approval of

ves its rights to accept fully/ partially the
‘bmmittee,

ittend National Conferences continuing
wworksho s and symposiums, etc. related

Ats should not exceed more than two

- wtfT from the same department will be
L any one time.

1 hy Viee-Chancellor
- N iated by Academic Council

0
' amis
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e Chief Finance Officer and .
® Registrar- Member Secret.

v.  ELIGIBILITY OF STAFF

a) For Head of the Institu::
Minimum service in (|
Eligible to attend onc ¢ 11
Eligible for Air fare/ |

and back.
Eligible of re-imburs:

Eligible for grant o! ..

than Rs. 5,000/- per
Eligible for additio:
session.

Re-imbursement wi!!

b) For Professors/ Associ:

‘ecounts Officer- Member

EN

reunization shall be one year.
tra year provided he/ she presents a paper.
AC fare from Bareilly to the place of event

nt ol registration fee in full.
‘ommodation al actual or at the rate not more

~

it ol Rs, 3.000/-, if he/ she also chairs a

e on prodaction of tickets and receipts.
TSSOrS :

® Minimum service i lzation shull be one year.

* Eligible to attend o' va year provided he/ she presents a paper.

* Eligible for IInd AC' v Tareilly 1o the place of event and back.

* Eligible of re-imbu: (rewist ‘ce in full but not exceeding
Rs. 5,000/-.

* Eligible for grant ¢! odation o0 wctaal or at the rate not more
than Rs. 3,000/- per

* Eligible for additio tol s, 2000/-, if he/ she also chairs a
session.

® Re-imbursement wi' prog! n of tickets and receipts.

¢) For Assistant Profess '

® Minimum service in nizalis 'l be one year,

* Eligible to attend 01 ~ Uy .Jed he/ she presents a paper.

® Eligible for ITnd A¢ Tom Barei 1 the place of event and back.

* Eligible of re-imb Ll reg ‘ce in full but.not exceeding
Rs. 5,000/-.

* Eligible for grant o ctual or at the rate not more
than Rs. 2,000/~ per

* Eligible for additi ol Rs. 1,5 0/, if he/ she also-chairs a

session.
e Re-imbursement v

¢ on production of tickets and receipts.
d) Provisions of Section |

d 'y, if he/ she obtains funding
she v

support from other sou ¢ ullowed Duty Leave for the
duration of programn:: ol Additional day is allowed —
in case of foreign tra. -
IV.” PUBLICATIONS
To encourage and appreciate the ¢ ion of tenchiers in spread of research work
through recognized journals, the 1’ iy iy ancial aid as follows:

' ", ’
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a) An incentive of Rs. 10,000/~ be viven on publication of research article in Indexed
Foreign Journal, for a single aut' aper.

b) An incentive of Rs. 8,000/- be ¢iv 1 i publication of research article in Irrdexed
Foreign Journal, if the teacher o (/i University is the first author.

¢) An incentive of Rs. 6,000/~ be «ivoi on publication of research article in Indexed
Foreign Journal, if the teacher o! 1/.c University is (e second author.

d) An incentive of Rs. 5,000/- be ¢ 11 on publication of research article in Indexed
Foreign Journal, for a multipl. . " i

€) An incentive of Rs. 8,000/- b o nublication of research article in Indexed
Indian Journal, for a single au: .

f) An incentive of Rs. 6,000/~ be - oropublication of research article in Indexed
Indian Journal, if the teacher « I Tniversity is tirst author,

g) An incentive of Rs. 4,000/- b ( thlie o1 research article in Indexed
Indian Journal, if the teacher « niversity ‘cond author.

h) An incentive of Rs. 5,000/- 1. 0 i ol research article in Indexed
Indian Journal, for a multiplc - i '

i) An incentive of Rs. 2,000/- Wt revien fueneral/ case reports/ articles
published in Indexed Foreign/ J :

j) Teachers shall apply for the : | ¢ to ‘ad of the Institution(s) with
five hard copies and one sofi « o,

k) Incentives will be granted on : Lerecair - Committee.

SPECIAL PERMISSION

a) Deputation to International s. cte, oo oreluxation of the above
guidelines for re-imbursen ! ue, o any, shall be at the sole
discretion of the Chancellor, each case, .

b) The teaching faculty, not co v 't wve for Research Promotion
Activity, grants may also lancellor, based on the
recommendation of Vice-Cli- ' '

c) If a teacher desires to purch: iies ¢ iucles for research purpose,
he/ she may pass on the req wohthe o ector of the Institute to the
Library to procure these.

d) University will bear the exp: * post . ete. for sending the paper,
however, it encourages onlin

e) University may bear cost in « © pa Charges are to be paid.

TEACHING POSITIONS

a) Director

b) Dean/Professor

£+ ¢) Associate Professor

d) Assistant Professor

Gt
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IV.

FACULTY STRENGTH

a) The ratio of Professor/ Associate Professors/ Assistant Professor shall be 1:2:4

b) The required total strength of teach s shull be determined on the basis of the
students/ staff ratio according to AIC 5 norms is 1:15 (teacher to students)

c). A Balance between academicians i1l strong teaching and research acumen and
seasoned corporate practitioners having academic interface is highly
recommended.

CATEGORIES OF FACULTY

a) Permanent Faculty duly confirmed
b) Permanent Faculty on probati
¢) Faculty on contract and purt tir o (temporary busis)

PAY SCALES FOR FACULTY :

As per the UGC norms & University norms.

QUALIFICATION & EXPERIENC! 2 QUIREMENTS FOR FACULTY

Category/Cadre Qualification I'xperience

Director PhD 15 years with 5. years as Professor

Dean/ Professor PhD 10 yeurs with 5 years as Assistant
Profcscor i

Associate Professor M. Tech/ 11D * 3 yeurs

Assistant Professor M.Tech/ M 3A/ 3 years

WORK LOAD FOR FACULTY M iuips (rv rratRS) PER WEEK

Categories/Cadre LTP : C A CH Total

Director g% 2 25 4 36

Dean/ Professor 6* 8 16 4 42

Associate Prof 147 4 L 4 42 "
-.Assistant Professor | 8* } 4 42

*if no research is undertaken or do no:
of classes may be assigned.

ve any project

varlis University




VIL.

ii.

LTP (L-Lecture,
Administration,
CH- Contact Hour)

T-Tutorial, P-Pructical), R-Research, C-Consultancy, A-

Note: Keeping in view the requirements of the Institutes and the occupation of the

Sfaculty members, load of various activi

Directors.

ties cin be revised from time to time by the

SERVICE CONDITIONS FOR FACUILTY

A. On Probation or Permanent Basis:

Nature of Employment

A faculty shall be placed on probation [or a period of one/two years. On satisfactory

completion of this period, the faculty -

not confirmed in writing, it will amo:

period of six months. In case the perfu:
unsatisfactory, the probation may be ex|

performance during these two/three yc
shall no longer be required and the
automatically. During the probation p

be assessed/ discussed at periodical |

teaching, research, publication and ex

Job of the faculty members is (o read
engage in consultancy with the uppros
etc. It is therefore expected ol him ¢
library. He/ She is not supposed to
department, placement officce, recep:
again earn reprimand and acverse en
and loitering with them is not befiu
supposed to maintain decency and d
he or she is being discriminated neal
in his/her class. Late arrival or Jofay
and naturally earns adverse reinrkc.

Teaching staff is supposed to work |
They will obey the instructions issue
be free to form their own teams for
They may designate anvone 1o
newsletter, journal, discipline cic.
operation to the teams, so sclccted,

Location
The faculty shall render his/hier servic

" report to the Director of the Inst

ppamtment sl

s of probution

' be confirmed in writing. If
i the probation for a further
nance during such extended period is found

[0 extension

‘ndded further by a period of six months. If the

15 not satisfactory, the services

mcumbent bl withdraw from the service
Uthe perfornince of a faculty member will
by and the appraisal will be based on
teach, o research, publish research work,
he Tnst _wttend and conduct seminars
vail r olTice, in the class or

L, ceneral office, accounts

+ lvpe of behavior will

. Lile. Befriending students

"« teacher. In the class he is

I in the class should feel that

! o o teacher to be on time

g 5 15 not a good practice

vision of the Directors.

s so desire, they shall
«!fuirs of the Institutes.
cxamination, seminar,
1 whole-hearted co-

. Bureilly and normally
e in. However, the

) } /
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,".:\‘.""-" ” _: -

K
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v.

T

appointment is transferable in nature.

discretion of the management to anv o

Such transfer shall not affect his/her ¢
transfer shall be reimbursed subject to -

Terms of Employment

a) The terms and conditions of emp! vinent are <iric

University and the faculty memb.
employment to other parties will
result in disciplinary uction.
Faculty members shall not, eith
Institute, disclose to anyone, any ¢
the University.

b)

¢) The faculty members will not be e
or part time during the tenure
members will not be permitied |
activity during the tenure of servi

d) Faculty members shall not app!
permission of the Directors, who |

e) During the service at the Univc
indirectly own, manage, control, -
engage in any organiz:lion comp.

f) Besides teaching, a fic ity men
extracurricular activiti-« [or ull ¢
faculty member will b respo
respective department/ nstituie,
any department/ branch of the In~
requirements. .

g) It shall be the duty of cvery fucul
question paper settin: v ork s o
to such of these work s [ien (he
days.

h) Faculty member shou! ' not v

sanction, when the ex:minatio:
assigned to them.

Increment Policy

A faculty member shall be
satisfactory/ extra ordin:
member shall be assess ' 1 o

C“‘_’i!"h_‘ f
work

i

research, conduct, integr = und o
* report.
Retirement Age

he faculty s liable to be transferred at the
r o Instin wer the same management.

s i «ority. Expenses incurred on
esHrame 5 regard by the management.

tlv confidential between the

dise! il

i terms & conditions of

tte ¢ s agreement and may
Lo ving the service of the
itidential 1 ivn related to the affairs of
tedto serve invwhere else whether full time

Loyl - the University. Fagulty
N * tuitions/ other business

wver without due written

permission,
v a fact tiber shall not directly or
| e in. 1'twith, render service for, or
' 1 the L or it associates.

¢ i aote other academic/
| prient of the students, A
functioning of his/her
er-could be used in

S I
end “xieencies.of service and
Lo Vioilution, evaluation and
i vicration shall be paid
Ao ve ours and on working
e tinces without prior
CSPec dily uivigilation duties are

rementist oo nnual basis subject to the
ance of the faculty
‘0 his/her teaching,

e ; formance appraisal
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The age of retirement of a faculty member will be 62 years. No retired faculty’
member shall stake a claim for extensioi.

vi. Limited Insurance Coverage
Faculty members are advised to have medical cover from any insurance company
which shall give benefits during ailme i, [ pitdizo o or accidental death etc. Med
claim policies may be taken up by the “miplovees of ‘I1ie University. University shall
not be liable for any compensation directly or indirectly.

vii.  Faculty Quarters
All Faculty who are on consolidated saliary or on scale availing the accommodation in
Faculty Quarters, 15% ! %\ will be o fuce ! from helr salary and they have to pay

their electricity bill on or Liolore 7" of ¢ ey i
vili. Promotion
The management believes in development of employee skills and promotions on

regular basis. For faculty members, posis huve to be 1lled by way of selection process
prescribed by the University. Teachicrs we cxpeciodl o keep themselves busy in
research, consultancy and | ublicution . recd journals. Whenever the
vacancies are advertised "' he Univee 3 ‘01 1o upply for higher posts

and appear for interview.

Teachers getting postdoctoral fellow 1 s from foreion universities would be
encouraged to avail the sune (outside nd pe if nv) and the University will
grant them leave without v, On ret Isoove as per mutually agreed
period. -.

In case a teacher desires (0 work at » ccllcuce or of higher learning
under a well-known scholur in his/li o o te ity will be happy to permit
such teacher for a limited period to ) stiel ruity etc. and spend time in
developing oneself. It is necessury ; alvr returning will submit a
detailed report of the worl: done and et vch cases management

will use its discretion to ro i1 buie i ! 1 ees and grant leave with
or without pay. If desirci. certiin ¢ ! down before granting
the reimbursement or lei - ol gl e Hlod i

ix, Termination

a) In case of employment on probi : i faculty member may be
. terminated by giviny « o ool ¢4 i 1honth’s salary in lieu -
; ‘.. thereof, without ass: Ty 111 the extended period "

I ' © .. . of probation too. S v the : ‘) 1sign by giving one

© ¥ - * month notice in writ, :
b) After satisfactory coii ction ol &l wl-confirmation in writing
by the management, Uic services oy he ternnnoed rom either side on giving
,&mﬁ@é.
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two months notice or two months” sala. * in lieu thereof without assigning any
reason.

¢) However in case a faculty member resions and desives relief, during a particular
academic semester; it shall be at (he diseretion of the University to relieve or not
to relieve him from the service of the Institute, during that semester. The
 management shall have the overridine right (o decide in such cases and use its
discretion to withhold the release of (e faculty member till the completion of the
current academic semesler.

In case of termination of service on erounds of misconduct, ill-health, long absence
without approval, false information wo [l rencsend ¢ fucts, no notice or salary
in lieu thereof is liable to be paid l\)- e employer,

X.  Code of Conduct and Discipline
a) Every faculty has to obscerve the diess code, Male fieuliy should wear full sleeve
shirt with tie, and trouser with belt, suit/ combination in winters. Ladies must
wear sarees with blouse or shirt wiili 1 sy ende is not observed
on Saturday.

Mobile phones shou!d! be kept i i it virory mode at all the times while in
the Institute including the mcetin: ’

b) Use of mobile phone is strictly [ rohitted while tiling a class. Faculty should
leave their mobile phones in their ool before voiie 10 the ¢lass,

c) Chief Proctor should 1uke c - - i rector before  issuing

suspension letter to thic students.

B. On Contract Basis:

Invertis University can appoint ooty mebers on contract basis for a
specific assignment or for u specilic per ! o such appeintment are as
follows: » > , !
i.  The faculty member will be w noa o ned sulary and not on a
regular scale of | v, -
ii.  The appointment ol the facul v i shif] seriod mutually decided
between the partics.
iii.  The faculty men ber shall not ! - v of allowances or benefits
available to a re o lur fucunivy
iv. The contractual [iculty e . o the privileges settled
between the two coructing
v.  The contract of such o fucu bor shal] o ‘0 i end by giving one
week notice on ¢ s
: C. On Part Time Basi:: -
. University can apyoint a facul'v monher oy me hasis for a specific -
assignment or fora - coific poric “urpointment shall be as
# ° under: 3
i. The faculty memher will wver his/her respective
lecture/assignme. i1 o1y o

Stk
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ii.  The appointment of such faculty member will not exceed one semester.

ili.  The nature of this employment shall be p

member so employed will have no other cliin -
iv.  The faculty member will not be entitled to leuv
v.  Services of part time fuculty members mayv bie |

at any time without assigning

(Y Feason.

VIII.

~ temporary and the faculty
ie a regular faculty member.

*of any kind.

‘minated by the management

FUNCTIONAL RESPONSIBILITIES OF FA 111 Y
Each Department is | I
charge. There are spe ilic

aded by a coordintor. | < is managed by a class in

duties of : ree, and a coordinator

which are as follows:

il

Faculty members

Duties:

a)

b)

c)
d)
e)
f)
g)

h)

i)
b))

Keeping updated syllabus and examination ornes!
since inception of thetr suhject,

Preparation of l¢. i1 plun of the ol

solving the Univ rsity examino oo papers and
submitted to class in chiarge as woll as coor
Keeping record of the attendance of students,
Regularly giving assignments/project= to studer
Solving of subject related probloms o * 5t
Ensuring course o letion o

Identification of
classes.

Sharp students in '\ ¢lss wre
ranks in the Univ
Presentations ol |
To motivate stud

on papers of the University

ist of class tests, cjuizze_s,
nuents ete. It shall be

on plan,
students ble help including extra

ilentied so Ut they are prepared for

er(s) i s 0!

for punct

Reporting;

a)
b)

c)

d)
€)

ii.

‘ ___, "
c)

Weekly report aboiit the cluss 158 1
Fortnightly repc:! 1o cocrding o ard
syllabus, attendan - ol studlen

Reporting to the !

Reporting to the ¢ 1 ¢!

Students with sh tten

for corrective act

ol the completion of the

' 1o their parents every month

Class in charo~

Keeping syllabi !0

subjects since in: _

To collect lectu- s of {1 ! cee
Compiling recore 11

cxamination papers of all

the teaching is as per plan.
i class in all subjects.

il
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d) Verification of marks obtained by idoni
submitted by them.

€) Taking care of all academic issues of students.

f) Exercising checks on class functioniifo, Mooiin
every week.

g8) Ensuring completion of course on tine and -

h) Obtaining list of weuk students and rangc

1) Motivating students for puper preser o0

7)) Conducting weel 'y meetings vwith |t by
shall be drafted w11 passed on 1o the oo

Reporting:

a) Weekly submission of class report t coor

b) Reporting to the Dean once in om0,

¢) Two-monthly rer iing (o 11 (1.

iii.  Head of Depar ont-)!

a) Syllabi of all relutc | subject ..

b) Time Table of all ¢!:isses.

¢) Attendance records o all ¢lissis

d) Question papers ' e P8t s inee

e) Preparing a list ¢ hool o i e
material, compuici = clures o
It shall be passct on to
commencement ' cmes!
onward transmissio o,

f)  Allthe HOD’s ur cligible for oyl tor |
member, register | us u | ; k]
permitted by (ho iture, | ur
cost of the print: I be

Assignments:

a) Subjects allocatic: with the «oprov. of (he D

b) Scheduling of the ime Tull..

€) Approving substit tion for ¢lisses whon |

Tasks:

a) Planning and coc nuine (!

b) Monitoring pro ol
teacher concer

¢) Weekly meeting  'th fu-

d) Fortnightly meet . wi Lty hi

€) Monthly meetine  ith ¢ ' f

£) Monthly meetin th s

'g) Evaluating we:! lent

- and class tests

h) To facilitate co: ting (1

iioassignments and  projects

("R and DCs for class updates

plan.

cxtra classes for them.

's. Minutes of such meetings

rdinator within two days.

1. ink, marker, duster, lab

w1 the coming semester,
weeks in advance of the
ted may also be listed for

‘ice use only. Also, a faculty

tized university and duly
‘r. llowever, the running

t1teacher goes on leave,

‘weture plan submitted by

BESIRY =

“department.

Ve
Ts.”

(assignments, unit tests

Gt
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Random verification of marks/erades obtained in ussignments and projects

members  for

)
given to students.
j) Motivating faculty
seminars/conferciices.
Actions:

- a) Recommending leave applications of faculty e

b) Arranging montily Guest Lectures from acade

¢) Organizing national and internationa! semina
Reporting:

a) Monthly reporting of the uhove (o the Directon/ !

b) Bi-monthly re;

iv.

Proctorial Dou+

The Chief Proctor
teachers of the unive

Procter shall assist /0 Vice-Cli

authority in respect o'
and perform such
Vice-Chancellor in th

Responsibilities of "ro !

)
b)
)

g

e The chief proc!
numbers s\l
proctor/Assi:!

e Proctors and! .
consultatior «

e The Chicef I'r
period of tv )

e The Chief 'roct 1,

in addition (0 th

The Chief Procior
maintain law an. or
The Chief Proct 1/
games etc in the Uni
The Chief Procior /1
the University cimp
The Chief Proct i /!
students.

The Chief Proctor /!
that they are nol invi

e A
LW |

ting of the ubove o th

t

| be appointed by the Viee

v not v the runk of a
weellor i exercts:

miclents of the Tniversity ar
in ¢l einh

ehalf from thime 1o time,

i shalt ! sisted by Proctons
he i ¥ ice-Cl
P2roct | Iy nale i
N R wiors shall be apy
i1C |
i, Prociors and Assistant
g
r, Pr and Assistant T
" : LW
or
vl 1 —
an 1§l
wd e e
rsil (|
I biad
ird ( i
!l‘ll (& ! vl
_1 : 1

research  and

nhers

nesand iﬁclustry.

o,

paper presentation in

he department.

iy

Lancellor from amongt the

e rofessor.The Chief

- powers as a disciplinary
lso exercise such powers
¢ assigned to him by the

| Assistant Proctors whose

At least one of the
'roctor is male.

v the Vice-Chancellor in

s shall hold office for a

!l perform their duties

clusively responsible to
L iversity campus..
ytions, functions and

| person is allowed in

nd class time table of the

- students activities such

Yive




Yu

f) They shall keep a watch that all the students are not wasting their spare time on
the activities other than educationul/acalemic,
g) They shall dispose of1 the routine normal compliin of the students. .
h) They shall take nice of each 1nd every complai/incid it on its own intiative.
i) If the Chief Proctor /Board has reasons (o believe that tie incident /complaint is of
_serious nature and it is to be taken up with the district administration or the matter
is to be looked into by the disciplinary Commitice tlien the Chief Proctor/Board
shall forward the 1tter (0 the Viee-Chanee!! weific recommendations
together with reasors and 1ol e the econ. :
j) They shall see il tucdents do not b mebile phone with them in the
University campus,
k) The Chief Proctor/!? rd v
e Recon d ¢ fsion of the student fro tcaching classes or to
strike the name o he 1luiversi 'l or ban entry to the
campiis. ;
e -Call purnts w necessiy, i thednterest of the students as well as
of thic I8l
*  Impos: anciul /pecaniary penulty to i1s for his misbehavior
with t! 1HOr the tes ¢ Lacnlty,
1) Constitution of r il | I shial 1§ it len
® Chief Pro
® Deputy " roc!
e Two Assi. s g (Feos ey Be Tnereased as and when required)
®  One Asst. or- '
Responsibilities of ' v | :
a) To supervise pro y him/ her .
b) Hold meeting, 4o Dt @l oR . und proctors of his/ her
Institute. '
¢) To watch facultv s ¢ontof other diveip!i ' nd report defaulters to
the Director of (/. it
d) To initiate disci 'y ' sgainst the » with the approval of
Director and forv ) ( el U
€) Report to Chicf! I ol ed.
f) To keep writtcn 0 n: P t/ her or reported by him/
her to higher « 3
Responsibilities ¢! - Pr
a) To issue notices | aulic etved from Depuis Chicl Proctors,
b) To supervise act’ ol all Inel ' vard,
e) To hold mectir RBT it wo-months of proctorial
*_ board of the (i1 | B
d) To report to ¢ nl Cl ! he ed,
e) To keep wrill.| ol ull NE S o o/ hier or reported by him/
her to higher « § 4 S notives / 'Mier.
ok,
2 Registrar
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Note: Best Class-in-charge/ Proctor of each college will be awarded every semester
IX. RULES FOR ATTENDING
SEMINARS/ WO R S1107S
It is the policy of the tnacement to encourige facnli
seminars and worksliops being
institutions of hicher

NATIONAL  AND  INTERNATIONAL
members to attend national
organized by unive *5, research institutes and
ich participation cachers to remain in the

“:l:‘['liz!f,i,

event and su
such event w

main stream of their «u/'jccts anl develon confid ~lenrning at such events

makes the participants sharper by any stindard, | i order that the facility,

so extended by the | is not ! 1 menhers shall abide by
the following guilc! pplying o such

a) A faculty moi ! ! ey i ©or attending conference /
workshop. Ho i ¢ nh ) Ly ! oreanizing Institute is
IIM/IIT/NIT/ 1! t o > fa v has completed two
years services it © i '

b) The Institute il in o (actuul i whichever is less)
and the deleo for ne the semina/y her expenses shall
have to be bi/ ‘01 ! ]

¢) The duration the Hull be treated as on duty.

The applicant for no: 1 Lo 1N C " llowing:

a) The applica I (i - in advance of the
date of the s i 4y wiblication. It shall
be got vette:! it Pr |

b) It must be « U \ wur paper of the teacher
from the ory (! i

c¢) In case of w A Lo 1 (1 coordinator of the
workshop. T e Trwl ‘arpen the skills of
the particip: i il ie. Satisfaction of
the Director f

d) The teacher . robable amount to
be spent by g fit he is likely to
derive from -

€) At the end « i b8 | in writing of the

iount incurred on

RULES FOR 1
Management i: ~search output and
publish their re: in this regard.

~a) Our Librar

books for rc
Academic A

Lo

‘sires to buy some
. to the concerned

A
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b) Where research work is to be published, if it sent through us, postage shall be
borne by the Institute and submission fees also shall be payable by us. But in
that case, we have to get the papers in advance for vetting. .

c) Where papers are published outside the country in refereed journals which
have international character and if their mention is found in
www.sciencedirect.com, a prize of Rs. 20,000 is given. In case of more than
one author, it shall be shared equally.

d) In case it is published in reputed Indian refereed journal, an award of Rs.
10,000 is available, in case of authors being more than one, it shall be shared
equally.

¢) Where the papers are published in a journal other than the above, a prize of Rs.
1,000 shall be available to the first author.

In all cases, decision of the Chairman shall be final. However, he may seek opinion
from the Director and/or scholars from outside.

Teachers who has been deputed to participate in any Seminar / Symposium / Workshop
or Conference should necessarily submit a detailed feedback report as to his/her
participation in the Seminar , his/her specific contribution and impact on his teaching and
usefulness in curriculum development , as the case may be . His /Her T.A. Bill should
accompany the above report. Even if he/she is not financed by the University in attention
Seminars etc , feedback report must be submitted to the Vice-Chancellor , through the
Deans/Directors , which will be taken note of at the time of recommending his/her
annual increment. There must be constant encouragement by the
Deans/Directors for the teachers to participate in Seminars/Symposium etc. Monitoring
of the effectiveness of teaching has to be done on a monthly basis and information must
be available with the Director.

XI. RULES OF ACADEMIC LEAVE -
Rules for academic leave have -been framed but as usual the 'leave cannot be
claimed as a matter of right. It is the discretion of the management which shall
ultimately decide whether the candidate is a fit case for the academic leave.
a) Leave without pay for Doctoral Programme

i.  Leave without pay could be given for pursuing doctoral programme for a
period of three years which could be extended by another six months on the
recommendation of the research supervisor.

ii.  The incumbent will have lien on the post and on rejoining will earn
increments as usual. The management will use its discretion in granting
increments for the days of leave. In such cases the incumbent will be
treated having earned those increments. The research experience will thus
be counted as teaching experience. _

iii.  In case the management refuses to allow increments for days of leave, the
incumbent will earn increment from the date he rejoin duties. The duration

: of break in service will also be counted. s
gt W, The qualifying period of service before app]ymg for leave without pay
under this clause is three years.

Registrar
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V. The incumbent shall serve the University for a minimum period of three
years after the Doctoral Programme, failing which he/she will pay penalty
equal to his/her pay for three years. The application for leave shall be
submitted to the Director at least six months in advance.

vi. In case the incumbent does not prefer to go on leave after having been
granted study leave, he/she will not be allowed to apply for similar facility
for another two years from the date of decline.

b) Leave with/ without pay for Master’s programme in
Technology/Management
i. Leave for 1-1/2 or 2 years could be given for undergoing masters’
programme in Technology/Management after completion of three years of
regular service with the Institute.

ii. It shall be at the sole discretion of the management to grant such leave
with pay, without pay, or with half pay.

iii.  The incumbent shall serve the institute for a period of two years (when
leave granted is without pay), or five years (when leave granted is with
full pay.) failing which he/she shall refund double the amount drawn by
him as salary.

iv.  If the incumbent is to leave the institute before completing his/her term:

% He/ She shall refund double the amount he/she has drawn by way of
salary.

% Where the incumbent has gone on leave without pay, he/she shall pay

two years salary he/she would have drawn had he/she continued in
service.

¢) Leave with pay for other academic work with prior permission
Academic leave up to 15 days may be granted for the following, subject to the
conditions and limitations imposed by the management from time to time.

i.  Presenting Paper in conference, congresses, symposia, and seminar on
behalf of the Institute with the permission of the competent authority in
the Institution in renowned colleges/universities.

d) Duty Leave with prior permission
Duty leave shall be allowed to a teacher in respect of the following:
i. When the teacher is drafted by the Government,
the UGC or the respective Council for, any official assignment like
examination, meetings, inspection etc.
ii. To inspect the academic institutions attached to any other statutory body.

..€) Vacation Leave
" i.  For Directors
Directors are not eligible for vacation in general. However, they may avail
summer and winter breaks of one week each subject to the convenience and
permission of management.
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ii. For Faculty
The vacation dates will be decided by Director as per convenience in only
two slots. The vacation period depends upon the length of service of the
faculty, here are the rules: :
¢+ faculty who have completed six months service => 07 days
« faculty who have completed one year service = => 15 days
» faculty who have completed five years service => 20 days

... *e

Note: Faculty members will avail their summer leave in one installment. No prefix or
suffix is allowed. Any additional leave availed will be treated as LWP.

XII. LEAVE RULES COMMON FOR ALL EMPLOYEES EXCEPT GENERAL
STAFF
a) Casual Leave
i. It may be stated at the outset that no leave can be claimed as a matter of
right. Casual leave must be applied for in advance (if possible) and the
sanction obtained from the competent authority, only then Shd]l the
applicant proceed on leave.

ii.  Inthe first year of service the employee earns only one CL for every month
of service rendered. It goes on accumulating till the end of the year. It
cannot be carried forward to the following year.

iii.  An employee cannot avail CL for more than three days at a time, with, of
course, prefixing of suffixing any holidays or Sundays.

iv.  In case the employee goes on leave without sanction, the days of absence -
shall be treated as leave without pay (LWP) and the date of the increment
shall be shifted by the number of days the employee was on leave without
pay.

v. In the subsequent years of service, the leave account of the employee shall
stand credited by 14 days and the employee shall be free to apply for leave
as and when needed, subject to the limitation stated in paragraph (iii)
above.

vi. The lcavc account shall bc maintained on the basis of the calcndar year that
is from 1% January to 31* December every year.

vii.  The casual leave shall not be combined with any other kind of leave except
special casual leave. It may be combined with holidays including Sundays.
Holidays and Sundays falling within the period of casual leave shall not be
counted as casual leave.

viii.  The annual increment date of an employee will advance by as many days as
many LWPs were there to his/her credit in thc preceding year of service.

b) Compensatory Leave for working on holidays as per admmlstratlve
requirement

. i, If any employee (teaching or non teaching) is askcd to come on any

' Sunday/holiday, he/ she will be allowed compensatory leave when it is

ﬁﬂfg& -
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genuinely required by him/ her. However, faculty/ staff dding paid duty on -
Sunday/ holiday will not be allowed compensatory leave.
ii.  The leave will be granted by the competent authority.

¢) Medical Leave

In case of hospitalization an employee shall be granted medical leave up to 15
days with full pay (medical certificate/hospitalization documents required) in one
year, as per the discretion of the management

d) Maternity Leave

Maternity leave with half pay shall be granted as per discretion of the
management to a female employee who has completed at least three years of
continuous service. The leave shall not be for more than 90 days. In case the
employee is already having two or more children, such leave shall not be allowed.
“Any sanctioned maternity leave, with or without pay, shall count towards the
service of an individual.”

XITI. OTHER FRINGE BENEFITS FOR ALL EMPLOYEES -

a) Employees working in the University will get tuition fee waiver for their
children, provided they have completed five years service and their children
qualify in the open competition for admission in Management, Engineering or
such other courses, University may decide.

b) Employees completing long and satisfactory service with Invertis University are
suitably rewarded. At present, employees completing 7 years of service are
rewarded with a gift of sizable house hold item/cash as the case may be.

XIV. LEAVE RULES FOR GENERAL STAFF

S.No. Designation Criteria for granting leave
1 Electrician Two alternate Sundays in a month.
2 Office Boys Only Sundays.
3. Sweepers One-day leave in a month.
4. Drivers, Bus helpers Only Sundays.
5 Gardeners One day leave in a2 month.
6 Mistri & Helper One day leave in a month.
7 Guards & Gunmen Leave will be allowed on the
- Discretion of Management L
‘ 8. Mess Staff Only during the Vacations.
' - XV.. .UNIVERSITY TIMINGS

" All faculty and staff members should report for duty at 09:00 a.m. Persons coming
by their own vehicle will be marked red if they report between 09:05 to 09:15 am.
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Employees with three red marks in a month will lose one day salary. Any one
reporting after 09:15 a.m. will have at least half day leave deducted.

XVI. MESS FUNCTIONING AND ADMINISTRATION i
It is the combined responsibility of University administrators and employees
working in Hostel/Mess to provide healthy and tasty food to the students and
observe discipline in the Hostels. Following activities are to be carried out for this
purpose.
a) Monthly Mess Meetings
Mess Meetings are to be arranged in the Girls Dinning Hall in the first week of
every month for better administration of mess facilities.
The meeting is to be attended by the following persons:
i.  Presenting Authority
ii. ~ Mess Administrative Officer
iii.  Mess In-Charge
iv.  Hostel Wardens (Girls & Boys)
v.  Boys Hostel Supervisor ’
vi.  Cook In-Charge
vii.  Six Hostel (3 boys and 3 girls) Students —volunteers
b) Other Duties pertaining to The Mess )
i.  Weekly inspection is to be carried out by the Director-Admin and other
Directors. They should inspect the cleanliness of the mess and kitchen.
ii. Monthly Demand Chart is to be prepared by Mess Administrative Officer
and all sundry items of the mess are to be purchased according to this
chart. .
i, Duties of mess staff & cooks are to be assigned by cook in-charge after
discussion with Mess Administrative Officer. _
iv.  Student volunteers, who attend the Mess Meetings, have to contribute in
the mess management and administration. bl
c) Hostel Facilities Management |
Each hostel will have following committees, which should be reconstituted in
every new academic session (July-August):
i.  Discipline Committee
ii.  Sports Committee
iii. Mess Committee
iv.  Maintenance Committee

XVII. PAY SCALES FOR NON-TEACHING STAFF
a) 2550-55-2600-60-3200 Class TV" (Peon, Lab Attendant, Driver)
b) 3050-75-3950-80-4590 Class 11" (Clerical, Lab assistant, Computer

. Operator)
¥, % ¢) 4500-125-7000 Accountant, Steno, Workshop Superintendent
“« . » d) 5000-150-8000 . Office Superintendent, System administrator
©e) 6500-200-10500 Bursar, Office Administrator, Assistant Librarian
f) 8000-275-13500 Librarian’
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XVIIIL

PROVIDENT FUND SCHEME FOR NON-TEACHING STAFF

Employees drawing salary up to 6,500/~ p.m. are put into the scheme on mandatory
basis. 12% of some assumed basic pay is deducted from employee’s salary and the
same amount is contributed by the University. The sum of these two amounts is
deposited in the provident fund account of the employee every month.

XIX. (1) Question Paper Setting
¢ UG/MBA/MCA Paper Setting 1000.00
Solution 500.00
e PG Paper Setting 1000.00
Solution 500.00
e Postal Charges Charged by the Q.P Setters(if any) Allowed
(2) Entrance ExaminationsQuestion Paper Setting :
e Entrance Test Paper Setters Remuneration
for (External Paper Setter only) 3000.00
. Postal Charges charged by the QP setters(if any) Allowed
(3) Travelling Allowance
e First 500 Kms. (Vehicle) 7.50
e >500 Kms. & <=1200 Kms. 5.50
(4) Daily Allowance
A Class Cities B Class Cities Others
According to Grade Metro Moradabad,Aligarh,Jh | Differ ~ from
cities.Kanpur,Lucknow,Ag ansi,Saharanpur,Faija class A&B
ra, bad,Firojabad
Varanasi,Allahabad,
Gorakhpur,Meerut,
NoidaRegion(Gautam
BuddahNagar)and
Ghaziabad
Grade pay Rs 8000 420.00 330.00 270.00
Grade pay Rs 7000 & STAFF | 360.00 285.00 240.00
HOD
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Grade pay Rs 6000 & | 300.00 240.00 190.00
CONSOLIDATED SALARY

Hotel Accommodation for night stays per day

For Metros Actuals Rs. 1200/- Rs. 700/- Rs 400/- Rs.
300/-
Other Cities Actuals Rs. 800/- Rs. 400/- Rs. 300/- per Rs.
200/-
Note:

i. Metro Cities: Calcutta, Delhi, Mumbai, Chennai, Bangalore, Hyderabad, Pune, &
Chandigarh. - '

ii. All tickets of journey and original bills of hotel, etc. should be submitted with
statement of account for reimbursement of travelling expenses. The bill should be
submitted in performa marked as Annexure 1.

iii. For Journey between Bareilly and Delhi all employees may prcfcrably avail
intercity/Garib Rath train services, which are at convenient timings and provide
good and reasonable accommodation.

iv. It may be stated that traveling allowance cannot be made a source of income.
Submission of wrong bills and claiming excess amount may end up in serious
disciplinary action.

XX. T.A. & D.A. AND HONORARIUM RULES FOR GUEST LECTURERS/
SPEAKERS
a) Honorarium Rates

i.  From ITT/IIM or equivalent Rs 2000/- per hour(Max 5,000 per.day)
ii.  Industry negiotiable
iii.  Other institutes Rs 1000/~ per hour (max 2000/- per day)
Travelling Expenses Reimbusment
* AC 1"/ AC taxi fares for Professors from ITT/IIM/NIT or equivalent
o AC 2"/ taxi fares to and fro journey for others.The taxi fare will be paid
in the range of Rs 6.5 to 8.5 per km on production of receipt.

e Accomodation preferably in guest house,if required.

¢ (Claimant will submit his travelling expenses bill in performa marked as
Annexure II.

Honorarium to the non-offiicial members of Boards/Councils etc.

e The non —official members of the court,Executive Council,academic
Council and planning Board would be paid an honorarium of Rs 5000/-
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(Rupees Five Thousand only) for attending the meeting. They would also -
be paid TA/Da as per their entitlement.

e Non-official members of Faculty board and Board of studies would be
paid honorarium of Rs 4000/- (Rupees Four Thousand only) per day. In
addition,they would be paid TA/DA as per their entitlement. Claimant
will have to submit his bill in performa marked as Annexure I

b) Miscellaneous rules ;
i, Part-time teachers from local resource are to be paid between Rs. 300 to 500
per hour depending upon the negotiations.

ii. Sometimes the teachers from other universities are invited on regular basis;

payment in such cases shall be based on negotiation.

iii.  Guest from outside shall be reimbursed their traveling expenses and the local

hospitality will be extended by the University.
XXI. Advances for travelling or other kind of Expenses.

Faculty members or other employees may be granted an advance to meet out
the travelling and other expenses. The advance will be granted by the Director
Administration/ Chancellor on submitting an application therefore in- the prescribe
format worked as Annexure III. The employee concern will have to submit the bill
immediately after return on duty within 3 days for adjustment of advance entry in
his name in account department.

XXII. Faculty/ Employees drawing gross monthly salary of Rs. 20,000/- and above must
provide their PAN number to the HR / Account Department within 30 days from their
appointment . Furthur any Faculty/employees who are liable for the payment of income
tax.should also furnish the details of income tax , should also furnish, the details of their
investment plans in tax saving schemes to the Finance officer every year before 31"
January .

CONCLUSION:

In conclusion it is emphasized that employees should follow these rules in its letter and spirit.
It will not only help them in their conduct in the University but will also be useful in the long
run. They should inculcate discipline so that they are always in good stead wherever they go.
It will also help them in achieving their GOAL in life.

With all the best wishes from Invertis.
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