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SERVICE AND CONDUCT RULES FOR THE EMPLOYEES OF THE
‘GOKULA EDUCATION FOUNDATION.

(Engineering & General Sciences)

SERVICE RULES

CHAPTER — 1

e

1.1 These Rules may be called
Education Foundation”.

1.2 The Rules shall come into force from the date of approval by the / Directors of
the Gokula Education Foundation. o

1.3 The Board of Directors reserves the right to amend
of these rules and to bring any such amendments
such date as it may fix.

1.4 They shall apply to all employees working i
Sciences institutions run and/or owned by the
scaled salary, consolidated salary, daily wage or O

CHAPTER — I1

“The Service Rules for the employees of Gokula

/ modify / delete/ add to any
/ alteration with effect from

n the Engineering and General
GEF irrespective of drawing a
n part time work for the GEF.

2. DEFINITIONS :

2.1 Association : means any trust / society / association registered under any act for

the purpose of attaining a commonly espoused goal.
2.2 : means the duly congregated Trustees of the Gokula Education Foundation (GEF).

2.3 Board of Management : means a board constituted by the Board of Directors of the
GEF to manage the affairs of an institution under the GEF.

2.4 Casual employee : means one who is engaged on a day today basi
specific work of sporadic and casual nature.

2.5 Chairman : means the Chairman of the GEF.
2.6 Competent Authority @ in relation to the exercise of any power, means the

Governing Body or the Board of Management or any other authority empowered to
exercise any such powers accorded by the Board of Directors.

2.7 Constituent College : means MSRIT which is duly affiliated to the Visvesvaraya
Technological University (VTU), or the other institutions affiliated to their

respective affiliating/accrediting bodies.
2.8 Contract employee : means who is emplo

limited operation.
2.9 Continuous service : means the service of an employee from the beginning

of his / her service without any break.

s fora

yed on a contract for a fixed time and
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2.10 Day : means an English Calendar day, beginning and ending of midnight but
absence from Headquarters, which does not exceed 24 hours, shall be
reckoned for all purpose as one day, at whatever hour the absence begins
or ends.

2.11 Employee: means a person in employment of the Institution / Establishment
set up and / or run by the GEF.

2 12 Establishment : means Hostel, Mess, Canteen etc.

2.13 Family : means an employee’s wife or husband, legitimate children; and parents in
case of unmarried employee, who are residing with and wholly dependent on the
employee.

2.14 Governing Body : means the body constituted, according to the guidelines given
by AICTE or other affiliating bodies, for governing any institution, by the Board of
Directors. 1

2.15 Governing Council : means the body constituted according to the guidelines
of Board of Directors.

2.16 Head of the Institution: means the Principal of the College or any one who
is appointed / designated as the Head of the Institution by the Board of
Management.

2.17 Holiday : means a holiday prescribed or notified by Competent authority of the
Institutions of the GEF.

2.18 Honorarium : means a recurring or non-recurring payment to an employee payable
as remuneration for work done in respect of affairs of an Institution as may be
determined by the competent authority from time to time.

2.19 Institution : means the Institutions / Establishments setup and / or run by
the GEF which includes unaided schools, colleges, existing as well as those
that may be established in future.

7.20 Leave salary : means the amount paid by the management to an employee for the
leave period.

2.21 Management : The administrative body headed by the CE.

292 Ministerial Staff : means an employee whose duties are managerial / clerical in

nature.
2.23 Month : means an English calendar month. In calculation a period expressed in

term of month and day.
2.24 Part time employee : means an employee appointed for a limited period on a
consolidated monthly salary, who may be employed elsewhere also.
2.25 Permanent employee : means an employee who upon the successful completion of
the period of probation has been confirmed in writing in the appointed position.
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2.28 Probationsr : means an employse appointad on probation in or against a vacancy in any
Cadre \'::*. an intension to continue on permanent basis. The employee who is appointed
01 prodation will continue on probaton till he or she is confirmed in writing.

2.27 Spedal pay : means an additional pay to the emoluments of a post or of an
employee granted in consideration of

a) Spedal nature of duties or,
b) Spedfic addition to the work or responsibility or
C) Necessity of acquiring or reteining an employee in the interest of the Institution.

2.28 Subsistence Pay : means the payment made to the employee who is not in receipt
of pay or leave salary.

2.29 Substantive pay : means the pay, other than special pay, personal pay to which an
employee is entitled to an account of holding the post to which he has been
appointed substantively or by reason of his / her substantive position in the
cadre.

2.30 Time Scale of Pay : means pay which rises by periodical increments from a
minimum to a specific maximum.

2.31 Temporary employee : means an employee who has been employed for a limited
period or for a specific work of temporary nature.

2.32 Tenure Post : means a permanent post that an individual / employee may not hold
for more than a specified period without reappointment.

2.33 University : means the affiliating body that awards the qualification aspired for,

such as the Visvesvaraya Technological University, Belgaum, in respect of MSRIT
or the other institutions affiliated to their respective affiliating/accrediting bodies.

-

Note : In these rules what is said to be applicable to male members will also be applicable
to female members of the staff unless repugnant of or in consistent with a given

context.

CHAPTER —II1

3. APPOINTMENT, CONFIRMATION, TERMINATION & RETIREMENT :

3.1 All appointments of all categories shall be made by the Chief Executive. The Board of
Management may constitute a selection committee wherever it deems necessary.

3.2 a) A candidate appointed by direct recruitment shall assume charge of the post for
which s/he was appointed within the period specified in the appointment order.
b) Candidates promoted under career advancement scheme or any other scheme shall
have their appointment effective from the date they assume charge of the higher
post.

5
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3.3

3.4

3.5

3.6

3.7

3.8

At the time of joining, the candidate shall complete the following formalities ;

a) Submission of joining report
b) Submission of attested true copies of educational certificates and service

certificates along with the originals for verification.
c) Submission of relieving letter or proof of having completed the conditions of
appointment with the previous employer.

d) Submission of evidence of date of birth | proof of age

e) Nomination for Provident Fund / Gratuity in prescribed form, if eligible

f) Application for ID card along with two passport size photographs

g) Application for opening a bank account prescribed by the College

h) Acknowledgement of the receipt of the Conduct Rules and Service Rules.

Any of the following documents may be accepted as the evidence of date of birth /
proof of age.

a) S.S.L.C leaving certificate

b) Where a person is non-SSLC, certified extract from the Registrar of Births and
Deaths or any other valid document acceptable to the Management. The age of
employee verified with reference to any of the above shall be the sole evidence of the
age of the employee for all purposes concerning his / her employment especially
retirement. The Date of birth [once furnished and] thus accepted by the Management
and entered in the service register, shall be final and conclusive. Under no
circumstance, the request for correction of the same will be entertained.
The Institution may verify the antecedents of the candidate either directly or through
any agency by referring to the previous organization in which the candidate was
working. In the event, it is found that the candidate had suppressed material
information or furnished misleading or wrong information, the employee is liable for
summary termination of employment in GEF.

All appointments shall be subject to the candidate being medically fit and the
candidate shall produce medical certificate from a doctor of the GEF's hospitals. The
medical examination will have to be paid for and the cost will be reimbursed upon
declaration of probation. If on examination the employee is found suffering from any
disease that prevents the effective discharge of duties or is detrimental to the health
of other employees, students and staff, the Institute may deny employment.

All employees other than temporary shall ordinarily be on probation for a period of
two years or as specified in the appointment letter. The probationary period may be
extended for a further period until specifically declared as having successfully
completed the probation period.

Employees are not eligible for vacation during the probation period.
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3.9 Service Record : A service register shall be maintained for every employee sh
among other things, the permanent address, date of appointment, consolid owin
scale of pay to which s/he has been assigned, increments given from time to ¢
leave availed of, transfers, promotions, suspensions, punishments, etc. The re iz:e,
shall be opened immediately after the employee reports for duty and sha|| be Upgatee(;

periodically.

atEd payl

3.10 Special service contract The Governing Body may select an employee on contract
basis for a fixed period on such terms and conditions, which the Governing Bog
deems proper and fit as per the requirement of the Institution. Y

3.11 Seniority : The seniority in a particular cadre of service or class or in their service to
the Institution shall be determined as follows :
a) Firstly on the date of entry into the employment of GEF, secondly on the extra
qualifications possessed on date of appointment and thirdly from the date of the
confirmation after probation in the entering cadre/class/category.
b) The seniority of persons, who are confirmed shall be according to the dates of
confirmation; where the dates of confirmation of any two or more employees is the
same, their relative seniority shall be determined with reference to their ranks in the
lower grade. If the seniority cannot be fixed on the said principle, the one who is
older in age shall be treated as senior.
c) When persons are appointed to a post by internal promotion and there is a
candidate recruited by direct recruitment the internally promoted candidate shall rank
higher than those recruited directly, if the date of assumption of charge is the same.
d) When the promotions are made on the basis of seniority cum merit at the same
time, the relative seniority shall be determined by their seniority in the lower cadre.
e) When promotions to a class of post or cadre are made by selection at the same
time, the seniority shall be in the order in which the names of candidates are
arranged in the order of merit.
f) Seniority of direct recruitment shall be determined as follows :

1) When the recruitment is made through written test and interview, the
Seniority shall be In the order of position in the merit list. .

2) If the appointments are made without written test and / or Interviews the
date of joining of the candidates shall be the date for reckoning seniority.

3) The selected candidates are eligible for a maximum of 30 days as the
time to join.

B
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3.12 Resignation : When an employee tenders resignation from the post held, the
following points shall be verified before accepting the resignation:

a.
b.

Whether the resignation Is In the middle of an academic session.

If the resignation Is before completion of three years of service, it should also be
seen whether the employee has been paid salary for the vacation period and if so
such salary drawn for the Immediate preceding vacation is to be refunded.

Whether the required notice has been given or salary equivalent to the notice
perlod has been paid by the exiting employee.

Whether no dues certificate has been obtained from different
departments/sectlons of the Institution.

If all the above conditions a. to d. are fulfilled, the Head of the Institution shall
forward the resignation letter to the CE [Governing Body] with suitable
opinion/remarks for orders/acceptance. The Management has the right to reject
the resignation In case the resignation is received in the middle of the academic
session, In the interest of the students.

After receiving the orders/acceptance, the same shall be communicated to the
employee by Head of the Institution.

The salary for the month and onwards in which the resignation is submitted shall
not be drawn until the resignation is accepted by the Management.

The principal / Dean shall be the authority to receive the resignation of all
members of teaching staff. He shall furnish his recommendation to the CE for
directions. The Principal shall then act on the directions. With regard to non-
teaching staff the Principal / Dean shall take appropriate action in consultation
with the CE on resignation filed to him by non-teaching staff.

No leave encashment will be permissible upon resignation. All forms of leave will
be deemed to have lapsed upon furnishing a letter of resignation.

3.13 Termination of service : The Chief Executive may terminate the services of an
employee under special circumstances such as reduced workload, moral turpitude,
objectionable conduct, non performance, insubordination or dishonesty:

a) After giving three months notice or pay in lieu thereof, the Management may
terminate the services of any employee. No such notice or monetary compensation
shall be necessary, If there Is proven misconduct after an enquiry is conducted in

accordance with the Conduct rules.

3,14 The management may terminate the services of an employee when there is a
reduction In work load. In such case, one month’s notice or on month’s pay in lieu

thereof will be given.
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CHAPTER — IV
4. HOURS OF WORK & HOLIDAY

4.1 All employees are required to be at the institution concerned and work for a
minimum of 8 hours for five days a week and 4 hours on Saturdays.

4.2 Duty hours in the different departments and sections of the Institution are to be
followed as notified from time to time.

4.3 The duty hours may be changed as per the requirement of the Institution from
time to time and the employees shall attend duty accordingly.

4.4 Attendance

1. All employees shall mark their attendance by way o‘f the biometric attendance

system or in respective attendance register maintained in different Departments
or sections as the case may be.

2. On arrival for duty, the employee shall finger point the biometric scanner or
initial against their names on the appropriate date. The attendance register will
not be available for such initialing after a lapse of 15 minutes from the time fixed
for the commencement of duty.

3. Employees reporting beyond the grace time of the time for reporting to duty are
to attend duty after explaining the reason for late coming to the HOD/Principal.

4. All the employees are expected to be at their allotted place of work throughout
their duty time.

5. Any employee found absent from his/her place work during the working hours
without prior permission of the HOD/Principal is liable to be treated as absent
from duty.

6. Coming late beyond the grace period or being absent from work space, willl
result in debiting leave at credit.

4.5 National & Festival Holidays : Institution follows a holiday list as notified by the
Head of the Institution. However the employee has to be present for flag holsting
ceremony compulsorily on 26™ January, 15 August and all important functions.
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CHAPTER -V

5. PAY AND ALLOWANCES :

ulation of emoluments : The pay and allowances admissible to the
permanent employees shall be at the rates and scales sanctioned by the Board of
Directors from time to time. All appointments shall be made at the minimum of
the relevant pay scale. However the pay above the minimum of the pay scale
may be fixed at the discretion of the Board of Directors on the merit of each case.

5.1 Reg

5.2 Charge Allowance : When an employee Is assigned with additional duties in
addition to own duties and the charge entails a substantial increase of
responsibility and additional work, s/he may be paid additional allowance to be
fixed by the Board of Directors. The charge allowance shall generally not exceed
one tenth of the minimum of the scale of pay applicable to the post of which the
employee is placed in additional charge or independent charge.

1) No charge allowance is admissible unless the incumbent has actually given /
taken over charge of the employee under the orders of the Head of the

Institution.

2) The minimum period for claiming charge allowance under this rule shall be one
month.

3)Charge allowance in respect of only one additional post is admissible,even
though an employee is placed in additional charge of the duties of more than one
post concurrently. In such case, the charge allowance is admissible at the rate of
one tenth (1/10) of the minimum pay of the post carrying highest pay scale.

4) However, the Board of Directors at its discretion, may sanction higher charge
allowance as and when the need arise.

5.3 FIXATION OF PAY

i. When an employee is promoted to a post or appointed to an ex-cadre post and
such promotion or appointment involves assumption of duties involving higher
responsibilities, than those of the post held, before and after his/her Initial pay in
the time scale of the higher post shall be fixed at the stage next above the pay in

the time scale of lower post at the time of fixation.

ii. An increment may be withheld from an employee by the Institution, if his/her
conduct/performance has not been satisfactory.

ii. Where, under the conditions of his/her service, an employee has to pass any
cervice exam or test before earning an increment, s/he shall not earn the
increment until s/he passes such exam or test. If the employee fails the exam or
test declared mandatory by the Governing Body s/he may be demoted/terminated

after giving sufficient chance to improve.

10
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iv. After passing the test, his/her pay shall be fixed in the time scale at the stage at

which

s/he would have drawn the pay, If the earning of the increment had not

been deferred, but the increased pay shall be given from the date of passing the
exam/test.

v. When an efficlency bar is prescribed In a time scale, the increment next above
bar shall not be given to an employee without specific sanction of the
Management Board.

vi. The conditions under which service counts for increments in a time scale are as
follows ;

1.
2,

v >

All duty in a post on a time scale counts for increment in that scale.

All leave except Extraordinary Leave (Leave without pay and allowances)
count for increment in the time scale applicable to a post in which an
employee was officiating at the time of proceeding on leave.

. Extra ordinary leave (leave without pay & allowances) on medical grounds

duly supported by medical certificate will count for increment.

The period spent on probation shall count for increment.

Time passed while on suspension does not count towards increment, if the
period of suspension is confirmed.

Period of unauthorized absence not regularized, but treated as such, shall
not count for increment In the time scale.

If the pay of an employee is reduced as a measure of penalty to a lower
stage in his/her time scale, the authority ordering such reduction, shall
state the period for which it shall be effective and whether on restoration,
It shall operate to postpone future increments and if so to what extent,

CHAPTER - VI

6.0 Duties and conduct

6.1 Duties of teachers :

a.

b.
c.

Teachers must see that s/he is conscientious in giving his/her full
attention to the students.

No teacher is permitted to inflict corporal punishment to the students.
Teachers are expected to record, whatever required by the Regulation,
registers and all academic marks of their students from time to time in
particular at the reopening of the college and at the end of term/semester
of the college. Each year teachers must supply any statistical and other
data required by the Head of the Institution.

In addition to the normal class room duties, the teacher shall co-operate
fully and faithfully with the Head of the Institution and other members of
the teaching staff in promotlon of an atmosphere of academic excellence
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K.

Engage himself/herself as a selling agent or canvasser for any
publishing firm or trader.

Enter into any monetary transactions with any student or parent nor
shall he/she exploit his/her influence for personal matters in such
manner that he/she has to incur a debt beyond his/her means to repay.
Accept or permit any member of his/her family or any other person
acting on his/her behalf to accept any gift from any students, parent of
any person with whom he/she come into contact by virtue of his/her

position in the Institute.

Explanation :

a.

The expression “gift” shall include free transport, boarding, lodging or
any other service or any pecuniary advantage when provided by any
person other than near relation or personal friend having no dealings
with him/her in connection with the Institution.

On occasions, such as weddings, anniversaries when the making of a
gift is in conformity with the prevailing social practice provided directly
or indirectly it will not be considered as a violation of the conduct rules.
Practice or incite any student to practice casteism, communalism or
untouchability.

. Cause or incite any other person to cause any damage to Institution’s

property.
Behave or encourage or incite any student, teacher or other employee

to behave in a rowdy or disorderly manner in the Institution premises.
Be guilty of or encourage, violence or any other conduct which involves

moral turpitude.

. Organise or attend any meeting during the Institution working hours

except where s/he is required or permitted by the Head of the
Institution to do so.

. Be guilty of misbehavior or cruelty towards any parent, guardian,

student, teacher or other employee of the Institution.

6.3 Every employee shall,

a. Be punctual in attendance and in respect of his/her class work and also

for any other working in connection with the duties assigned to him/her
by the Principal of the Institution.

b. Abide by the rules and regulations of the Institution and also show due

respect to the constituted authority.

c. Take prior permission from the Governing Body for contesting and

canvassing for any election and obey any direction issued by the
Governing Body.
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6.4 Nothing contained in the sub rules of 6.1 to 6.2 shall be deemed to
take away or abridge the right of a teacher/employee.

a. To appear for any examination to improve his/her qualifications.

b. To become or continue to be a member of any academic, cultural,
scientific or professional organization.

c. To make any representation for the redressal of any bonafide grievance,
subject to the conditions that such representation is not made in any
rude or indecorous language.

d. To organize any meeting outside the Institution hours, subject to the
conditions that such meeting is held outside the Institution premises
provided such meetings are not detrimental to the interest of the
Institution.

6.5 The breach of any condition specified in sub rule 6.2 shall be deemed to
be an act of misconduct and be dealt with accordingly.

CHAPTER — VII

7.1 MISCONDUCT : Without prejudice to the general meaning of the term,
amongst others the following acts and omissions shall be treated as misconduct in
addition to those acts mentioned in the Conduct Rules :

a. Theft, fraud and dishonesty in connection with the property of the
Institution.

b. Demanding, accepting or offering bribe or any illegal gratification
whatsoever.

c. Drunkenness, fighting, riotous or disorderly or indecent behavior within
the premises of the Institution.

d. Willful insubordination or disobedience whether individually or in group
with others to any lawful and reasonable order of a superior.

e. Sleeping while on duty.

f. False statement made in the application for employment/subsequently.

g. Anywhere within the establishment, causing or threatening to cause
mental or physical pain or injury to other employees either individually or
in collusion with others.

h. Committing any act likely to harm or endanger the Institution property
by the act of sabotage.

i, Conviction of any criminal offence including moral turpitude.

j. Refusal to accept any communication charge sheet from the authority of
the Institution.

k. Abstaining from appearing before any enquiry authority committee
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Habitua! neglect of work
Smoking, chewing tobacco / gutka / pan mas3la / chawing gum and any

h
prohibited matenial within the Institution.
Habitual indiscipline or loitering
Refusal to work on any bonafide assignment
Habitual irregularity in attendance
Gambling within the premises of the Institution
Leaving the Institute before time without permission
Habitual absence without leave or overstaying when on leave
Holding of unauthorized meetings in the Institution
Discourteous behavior

. Resorting or abetting sexual harassment

\Wearing objectionable dress and indecent exposure of the body
Attending natures call/spiting in open in the Institution and not
maintaining the highest standards of hygiene, sanitation and cleanliness.
Attending duty or visiting Institution in an inebriated condition

Employee shall not resort to bad propaganda through posters
Employee shall not interact/communicate with external agencies without

the permission of authority

. Employee shall not give police complaint/go to the Court on a fellow

employee without prior intimation of the Principal.
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CHAPTER ~ VIII
8, LEAVE

8.1 General Conditions :

|, Leave cannot be claimed as a matter of right, Discretion is reserved to the
Head of the Institution or higher authority to grant leave or to refuse or
rovoke leave at any ime according to the needs of the service.

2. Leave shall be: a) Casual leave, b) Earned Leaye @i}eave on Medical
Grounds: Slckness/Maternity/Paternity (on half pay)jd) Sabbatical leave, e)
Study leave and f) Leave without Pay.

3. Permanent employee shall be eligible for the aforementioned leaves. No
employee shall be entitled to any kind of leave under these rules, when they
are on unauthorized absence from duty or in pursuance of an illegal strike.

4, No leave shall be granted beyond the date on which an employee is due to
retire on attalning the age of superannuation. All leave at one’s credit shall
lapse on attaining the age of superannuation except for that leave eligible for
the purpose of surrender of leave for encashment on retirement.

5. Every employee shall endeavour to seek and obtain any of the above kinds of
leave PRIOR to the period of the leave. Exceptions will, however, be made in
cases of unforeseen emergencies, accidents that prevent the employee from
attending work, detention due to failure of a public transport service or a
circumstance brought about beyond the control of the employee.

6. An employee shall seek leave at least 24 hours in advance. When seeking
leave, the employee shall specify the kind of leave required, the_duration of
the leave, provide the address at which all communication with the employee
is to be made, the telephone numbers at which contact can be made.

7. Leave while on suspension : Leave of absence is not admissible to an
employee who has been suspended from duty. An employee under suspension
shall report at the work place while under suspension. No leave will either be
granted or allowed to accrue during such period when suspension stands

confirmed.
8.2 Leave Sanctioning Authorities
The leave sanctioning authorities shall be:

a) Head of Department in respect of all teaching and non teaching staff of the
department;

16
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h) The Principal in respect of Vice Principals, all heads of Departments,
Registrar Academic, staff of Principal’s and Registrar's office and Controller
of Examinations and his staff;

¢) Registrar  Administration In  respect of all staff working under
administration, accounts, malntenance, security, housekeeping;

d) Chief Executive In respect of all Principals, Registrar Administration, CE’s
personal staff,

8.3 Earned Leave:

1. An employee, other than persons serving in a vacation department, shall be
entitled to earn leave of thirty days (30 days) in each calendar year.

2. The leave account of every employee entitled as above, shall be credited with
earned leave In advance in two installments of 15 days each on the 1% of January
and 1% of July in every calendar year.

3. The leave at credit of an employee, at the close of the previous half year shall be
carried to the next half year, subject to the condition that the leave so carried
forward plus the credit for the half year does not exceed two hundred and forty
days.

4. Earned Leave shall be credited to the leave account at the rate of two and half
days for each completed calendar month of service till the date of retirement.

5. 1) Credit for the half year in which the employee of the Institution is due to retire
from service shall be afforded at the rate of two and half day for each calendar
month of service, upto the date of retirement.

6. i) When an employee is removed or dismissed from service shall forfeit all leave at
credit.

7. The maximum earned leave that may be granted at a time shall be 240 days leave

preparatory to retirement.

8. 1) Employees serving in the vacation departments who are not entitled to carned
leave as admissible to the non-vacation employees, may be permitted to earn 10
days of earned leave on full pay during a calendar year. These employees will
not be entitled to half pay leave.

i) The leave account of these employees shall be credited in advance with earned
leave in two instaliments of 5 days each.

Encashment : A maximum of 30 days earned leave is allowed to be encashed
once in 2 years.

8.4 Casual Leave :
1) Casual Leave may be granted to permanent or temporary employee, whether one

enjoys annual vacation or not, for 10 days In each calendar year, but not for more
than seven days at a time.

17
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2) No employee has a right to grant of casual leave. The authority to grant leave,
may refuse or revoke casual leave at any time according to the exigencies of work
in the Institution. )

3) Where casual leave is required on any ground, no employee of the Institution
shall absent himself/herself from duties unless s/he has been granted the leave
by the competent authority.

4) Provided that where the employee of the Institution is unable to attend due to
iliness or sufficient cause and obtain orders of the competent authority in time,
s/he may be granted casual leave subsequently if s/he can establish, to the
satisfaction of the leave sanctioning authority, that s/he was unable to attend
duty for reason beyond control.

5) Casual leave shall not be granted during the commencement and end of term or
return to duty.

6) Casual leave will not be granted in continuation of other leave, but sanctioning
authority may direct that it may be combined with Sundays and other auathorised
holidays, provided that not more than seven days casual leave, exclusive of such
Sundays and holidays shall be granted during one period of absence and provided
also that such period of absence shall not exceed ten days in all.

7) Leave without allowances shall not be granted in continuation of casual leave, the
casual leave already granted shall be cancelled and leave without allowances shall
commence from the date on which casual leave commenced.

8) Sanction of casual leave cannot be taken for granted as the same has to be
applied for and duly sanctioned before the employee in question actually avails or
proceeds on casual leave.

9) Except in emergent circumstances, such as sudden illness or personal difficulty,
application for casual leave should be sent in advance and leave is availed only
after the required sanction has been accorded and communicated.

10)The Competent authority shall have the discretion to grant special casual leave if
it considers that in the interest of the Institution, who are chosen or appointed
examiners/supervisors in any of the Universities in the State for attending
examinations, and who are appointed as examiners in Engineering & Technology
examinations conducted by the DTE / VTU etc., and who attend meeting of the
academic councils and faculties by the University in the State without T.A. and
D.A. not exceeding 30 days in each calendar year.

8.5 Leave On Medical Grounds: Sickness/ Maternity/Paternity (half pay leave)

1. A female employee is credited with a total of 135 days of maternity |leave. During
such period, she shall be paid leave salary equal to the pay drawn before

proceeding on leave.
2. Maternity leave may covers miscarriage or abortion including abortion induced

under the Medical Termination of Pregnancy act 1971 (but not threatened

abortion) subject to condition that :
a. The leave does not exceed 6 weeks and
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b. The application for leave is supported by a medical certificate from a
Registered Medical Practitioner.

3. The maternity leave under sub rule (1) or (2) above shall not be admissible to a

female employee who already has two or more living children.

4. a. Maternity leave may be combined with vacation or any other kind of leave,
such leave not exceeding 60 days, and may be granted without production of
the medical certificate.

b. Leave in further continuation of leave granted under clause (a) sub rule 4 may
be granted in cases of illness of the female employee subject to the production
of a medical certificate from the authorized medical doctor. Such leave may
also be granted in case of illness of a newly born baby, subject to production of
a medical certificate from the authorized medical doctor to the effect that the
condition of the ailing baby warrants personal attention and that her presence
by the baby’s side is absolutely necessary.

5. Paternity leave shall be admissible to a male employee upon production of a

relevant medical certificate. The maximum period will be for a period of ten days

and in respect of only two pregnancies of his spouse.

8.6 Leave facility for probationers :
Employees appointed as a probationer is entitled to leave as a temporary employee.

8.7 Half Pay leave :
Leave availed due to sickness, as certified by a doctor of the GEF hospitals,
will be on half pay
1. “Half Pay Leave” means leave on half the salary being paid at the time of
grant of leave.

a. Half Pay leave account of every employee shall be credited with half pay
leave in advance, in two installments of ten days each on the first day of
January and July every calendar year.

b.The credit for the half year in which employee is due to retire or resign
from service shall be allowed at the rate of 5/3 days per completed
calendar month upto the date of retirement or resignation. In such case,
the leave is reckoned to the next half day.

c. When an employee is removed or dismissed from service, all credit of half
pay leave shall stand cancelled.

d. The period of suspension treated as non duty shall not attract half pay
leave credit.

2. The Half Pay leave may be commuted to full pay and may be granted
Commuted leave not exceeding half the amount of half pay leave due, on
medical certificate, subject to the following conditions :

19
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2. The authority competent to grant the leave is satisfied that there is
reasonable prospect of the employee returning to duty on its expiry.
5. \When commuted leave Iis granted, the amount of such leave shall be

debited zgainst the half pay leave due to the employee.
c. The maximum commuted leave that may be granted at a time shall be 120

days, if commuted leave is combined with earned leave, the total period shall
not exceed 180 days.

Where an employee who has been granted commuted leave, resigns from
service or &t his request permitted to retire voluntarily without returning to
duty, the commuted leave shall be treated as half pay leave and the difference
between the leave salary in respect of commuted leave shall be recovered.

4, Commuted lezve is not sanctioned when other kinds of leave are admissible.

l...xl

8.8 Encashment of Earned Leave :

=, Both teaching and non-teaching category of ‘employees may be allowed to
encash the earned leave by surrendering the earned leave at their credit and to
receive salary for the leave sO surrendered subject to the conditions that
encashment of earned leave is permissible once in every period of 2 years.

b. The employee may surrender earned leave at his/her credit subject to a
minimurn of ten days. Provided the conditions of grant of earned leave shall be
zdhered to and apply for surrender of leave for purpose of encashment.

c. The lezve salary payable shall be calculated at the rate of 130" of the monthly
szlary irrespective of the number of days in the month in which the leave s
surrendered.

8.9 Extraordinary leave (Leave without pay)

1. Evtraordinary leave (Leave Without Pay) may he granted to an employee in the
follow/ing circurnstances

a. When no other leave is, by rule, admissible

b, When the other leave is avallable, but the employee concerned applies, In
writing for grant of evtraordinary leave

c. When an employee s undergoing treatment  for  cancer/mental
iliness/pulmonary tuberculosis/Pleurlay/Leprosy, the Board of Management
may at its diccretion sanction the required extraordinary leave (leave without
pay) for the treatment of such fliness if the application Is supported by the
medical certificate issued by the medical speclalist treating the concernod
disease.

d. Two years for under-graduate/graduate/post graduate courses and LI
years for doctorate courses where the employee has completed A
continuous of service of not less than five years on the dates of applylng for
leave of the kind due and adrnissible under the rules, Including the alra-
ordinary leave of three months under clause (1) and applies for the lesaver for
prosecution of higher studies, having a close bearing on his sphere of duty,
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provided that prior approval of Competent Authority is taken before
sanctioning the leave.

8.10 Overstaying after leave:
An employee who remains absent after the expiry of his/her originally
granted leave is not entitled to salary for the period of such absence.
Absence from duty after the expiry of leave will render the employee liable
for disciplinary action for misconduct except where the employee established
to the satisfaction of the leave sanctioning authority that he/she was unable
to join duty for reasons beyond his/her control.

8.11 Employment during leave

An employee who is on leave shall not take service or accept any work /
profession of employment in any capacity either honorary or otherwise, without
obtaining permission in writing from the Principal.
Any violation of this rule will be construed as a voluntary termination of
employment by the employee and also attract disciplinary action.

8.12 Part time employees

Part time employees are not entitled to any other kind of leave admissible under
this chapter except casual leave which shall be limited to 10 days a year.

8.13 Prefixing and suffixing of holidays

The leave under these rules may be either prefixed or suffixed or both by
holidays, but the intervening Sundays or holidays shall be included in such leave.

8.14 Leave encashment benefit on retirement

An employee is entitled to encash upto 240 days of earned leave at credit as at
the date of retirement. The encashment of salary shall be calculated at 1/30" of
monthly salary drawn as on date of retirement.

NOTE : “SALARY” for the purpose of encashment means basic pay and dearness
allowance only.

8.15 Leave for employees on contract :

For the members of staff who are appointed on contract basis leave will be

allowed as follows :

a. Leave on full pay for 30 days and leave on half pay on medical certificate for
15 days for every year of the period of the contract. Provided that no leave on
full pay shall be granted to those working in vacation departments. However
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whan they work during any part of the vacation under the on '5 of the
competent authornity they shall be grantad leave on full pay in accordanc with
the provision of these rules.

b. Three months aarzordinary laave without pay may also ba grantad providad

the pariod of contract is for atleast 3 yaars.
C. Casual lzave will be as indicatad in the rule 8.3 of thesa rules.

S.16 Sabbatical Leave and Study Leave:

22

.-.l

ne Heaa “as of the respective institutions under the GEF shall formulate the terms
nd condcitions of thase two Kinds of |eave in consultation or concurrence of the
irectors or CE of the respactive institutions.

)
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CHAPTER — IX

9. Superannuation :

1. All employees shall retire on attaining the age of 58 years. The Board of
Directors may at its discretion give an extension of one year or more, at a time
beyond the superannuation on the merit of each case.

2. The Governing Body may in special cases, order any employee to retire from
services any time after he/she completes fifteen years of service in the interest
of the Institution by giving a notice in writing in this behalf at least three
months before the date on which s/he is required to retire from services.

CHAPTER — X

10. Miscellaneous provisions :

1. Transfer : Every employee is liable to be transferred from one
institution/department to another institution managed by the GEF, provided
such transfer does not entail any reduction in salary and position.

2. Joining time : When an employee is transferred from one institution to another
under the GEF and s/he should join the Institution to which s/he is transferred
immediately. In case of outstation transfers the employee has to report for
duty at the place of posting after availing 5 days joining time.

3. An employee who does not join his/her post within the joining time is not
entitled to salary, from the date of relief from the old post till the date of
joining the new post, treating the period as leave without pay. Absence from
duty after the expiry of joining time will render the employee liable to
disciplinary action for misconduct except where the employee establishes, to
the satisfaction of Head of the Institution, that s/he was unable to join duty for
reasons beyond his/her control.

4, Deputation of employees for higher studies ;

No employee shall have a right to claim a deputation for higher studies.
However, any employee who applies for sponsoring his/her candidature for
higher studies, permission at the discretion of the Governing Body may be
given for such higher studies, subject to the following conditions :

The higher studies shall be voluntary and at his/her own request.

No leave with salary shall be granted for the period of higher study.

No salary is payable by the Institution for the duration of the study.

No guarantee shall be given for appointment after completion of the study.
Such an employee could be taken back to duty after successful completion of
higher studies on terms and conditions which the Governing Body deems fit.

In exceptional circumstances, Governing Body may depute an employee on
specific recommendation of the Head of Institution with full/partial salary.

g. The course of study will be relevant to the field the candidate teaches.

eoo oo
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The terms and conditions fixed by Governing Body for bond etc, shall be
binding on the empioyee.

Terms & conditions:

8

R
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Ramaiah College of Law, Bengaluru 1

ADMISSION PROCEDURE FOR
(5 Years Integrated B.A., LL.B Course) LEADING TO
BACHELORS DEGREE IN LAW UNDER THE
SEMESTER SCHEME

THE COURSE & DURATION

(@) FiveYearsIntegratedB.A., LL.B course in Law

(b) The duration of the Five Years Integrated B.A., LL.B Course shall be
five academic years consisting of ten semesters.

(c) EachAcademic Year shall be divided into Two Semesters.
(d) Each Semester shall consist of 18 weeks.

() The papers and the Syllabus shall be as given in the Schedule
appended to these Regulations.

ELIGIBILITY CERTIFICATE

* The applicant who has passed the prescribed qualifying examination
from recognized University/Boards of examination that are situated
outside Karnataka or in a Foreign country shall compulsorily obtain the
ELIGIBILITY CERTIFICATE before taking the admission.

* Such candidates may apply for the Eligibility Certificates to the KSLU
with necessary original documents in the prescribed form through the
college by post or in person by paying necessary fees, to the office of
K.S.L.U., Hubballi along with all original marks cards of 10", 12*Std &
U.G, as applicable along with transcripts issued by the concerned
University or Board or Department.

* The Eligibility Certificate will be issued by the KSLU Academic Section
at Hubballi for those candidates who have obtained their qualifying
degree/ certificate outside the Karnataka state and all the foreign
candidates/applicants.

* The qualifying degree/ certificates should be in Kannada or English
only.

= All those candidates who have obtained qualifying certificate from
outside Karnataka state should produce the countersigned original
certificates from the issuing authorities/ universities, otherwise
eligibility will not be considered.

* Fees for Eligibility certificate shall be paid as prescribed by the
University. :
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ADMISSION GUIDELINES
Five Years Integrated B.A., LL.B Course

.

“ (a) An applicant who has successfully completed Pre-University

course or Senior Secondary School course ('+2') or equivalent such as
(11+1, "A" level in Senior School Leaving Certificate Course) from 3
recognized University of India or outside or from Senior Secondary
Board or equivalent, constituted or recognized by the Union or by the
State Government or from any equivalent institution from a foreign
country recognized by the government of that country for the
purpose of issue of qualifying certificate on successful completion of
the course, may apply for and be admitted into the course.

Provided that applicants who have obtained +2 Higher Secondary Pass
Certificate or First Degree Certificate after prosecuting studies in

distance or correspondence method shall also be considered as
eligible for admission to this course.

Explanation

*  The Applicant who has passed the prescribed minimum qualification
in a single sitting examination is not eligible for admission to Five
Years Integrated B.A., LL.B Course of KSLU, Hubballi.

»  Provided further that the applicants who have obtained 10+2 or
graduation or post graduation through open Universities system

directly without having any basic qualification for prosecuting such
studies are not eligible for admission to the course.

*  Minimum percentage of marks in qualifying examination shall
not be below 45% (44.5% and above shall be treated as 45%) of total

marks in case of general category applicants and 40% (39.5% and

above shall be treated as 40%) of total marks in case of SC and
ST applicants.

ALL SUBSEQUENT YEAR (CLASSES) OF ALL LAW COURSES:
a)

The Principal shall verify the promotional eligibility of the students
for admission to next class/year of the course. In this regard principal
has to enclose the certificate stating that, the student has fulfilled
the promotional eligibility criteria for the course.

The admissions for subsequent years shall be made as per Admission
Time Table enclosing all previous semester marks cards.

 ——
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Ramaiah College of Law, Bengaluru 3

c) The Statement of admission in proforma-1 & 2 shall be submitted to
the K.S.L.U. on the dates mentioned in Academic Calendar

d) The consolidated admission statements in A4 size papers shall be
bound into a single booklet along with the covering letter (with
details of fee paid) & shall be addressed to the Registrar, Karnataka

State Law University, Hubballi, and be submitted at the time of
original document verification.

e) Incomplete applications shall be liable to be rejected.

ADMISSION PROCEDURE

a) Admission to the course shall be made strictly on the basis of merit.
While making admission to the course reservation policy of the
Government of Karnataka governing admissions to higher
educational institutions issued from time to time shall be observed.

b) 2 seats under supernumerary quota shall be reserved for the Jammu
and Kashmir students within the sanctioned intake until the last
date of admission as per the orders of Govt. of India.

C) 5% of seats shall be reserved for the Kashmiri Migrants until the last
date of admission as per the orders of Govt. of India, Dept. of HRD,
New-Delhi. The persons claiming the status of Kashmiri Migrants
should produce the identity card issued by the Jurisdictional Deputy
Commissioner and District Magistrate of the Government of
Karnataka to this effect.

d) Reservation for Hyderabad — Karnataka students under Art 371(J) as
per rules shall be adhered to 8% of the seats shall be reserved for

them.

e) 3% of seats shall be reserved for physically challenged students as
perrules applicable.

INTAKE

(@)  The intake for studies in Law, under the jurisdiction of Karnataka
State Law University, shall be 120.

(b)  The University shall reserve the right to prescribe the number of
divisions in each Law College or Department of Studies in Law.

(c)  As sanctioned by the University maximum of 120 students divided
into two sections of 60 students each are admitted.
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VERIFICATION DONE BY THE COLLEGE AUTHORITY -

a)

b)

c)

d)

The eligibility of the students as per BCl rules & KSLU admission
regulations before admitting the students to the courses.

The students shall be asked to produce the Migration and Transfer
Certificates within one month from date of admission.

In case of applicants from Foreign Universities/Boards, the
applicant should have obtained the valid passport, visa, Residential
permit, and "Students Study Permission/NOC" from Foreign
Embassies of both the nations. They should also obtain a certificate
that the degree is obtained from a recognized Board/ University
from the concerned embassy in India.

In case of applicants from Foreign Universities/Boards, the
applicant shall be asked to produce the "Equivalence Certificate”
issued by the Association of Indian Universities (AlU), New Delhi if
necessary.

At the time of documents verification by University for admission
approval, the college should submit the originals of above
documents & 'Eligibility Certificate’ (wherever applicable).

The Principal of the college shall verify the original documents and
attest the copies thereof.

The Principal of colleges should certify that the admissions (for all
classes) of course/s are made as per the admission rules of
Karnataka State Law University, Hubballi and Government of
Karnataka.

In case a student is an employee either in State/Central/Private
organization, he shall submit a study permission letter from
concerned employer stating that the working hours do not conflict
with college timings and the Principal should certify that the
candidate is capable of attending 75% of classes

THE COLLEGE AUTHORITIES SHALL ENSURE SUBMISSION OF THE

NECESSARY DOCUMENTS BY THE APPLICANT TO THE COLLEGE, AS
BELOW.

a)

The Eligibility Certificate issued by the University, in case of Non-
Karnataka and Foreign students (Five Years Integrated B.A., LL.B
Course), at the time of admission.

4__‘
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b) 10" Std. marks card & P.U.C. /12"Std. / H.S.C. or any equivalent
examination marks cards in case of Five Years Integrated B.A., LL.B
Course admission, at the time of admission

C) The Transfer & Migration Certificates shall be submitted by student
to the college at the time of admission or within one month from the
date of admission to the college.

d) In case of SC/ST/Cat-1/0BC student, Caste & Income certificate
shall be submitted by student to the college at the time of
admission.

CURRICULA

a. Candidates admitted to the Five Years Integrated B. A., LL. B. course
shall have to attend 10 Semester courses spread over 5 years.

b. In each Semester, the students shall have to study the courses
prescribed by the University in these Regulations.

c. The course descriptions shall be, as set out from time to time, in the
Schedule.

MEDIUM OF INSTRUCTION

The medium of instruction in the Five Years Integrated B.A., LL.B
Course shall be English. However, the examinees shall have the

option to answer the question papers in the examination either in
English or in Kannada.

ATTENDANCE

a. No student shall be permitted to appear for the end-of-semester
examination in a given course unless he/she has, to the satisfaction
of the course teacher, fulfilled the course requirements and has put
in not less than 70% attendance in the course concerned.

b. Provided that a student who has attended not less than 65% of classes
in each of the subjects prescribed may be permitted to keep the
term for reasons to be recorded in writing and to the satisfaction of
the Principal of the College.

PROHIBITION AGAINST LATERAL ENTRY AND EXIT

There shall be no lateral entry on the plea of graduation in any subject or
exit by way of awarding a degree splitting the integrated double degree
course, at any intermediary stage of integrated double degree course.
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PROMOTION

(@) A student who passes in minimum two subjects from either one
semester of the academic year or from two semesters of the academic
year, shall be eligible for promotion to next class.

(b) Students are required to successfully complete the entire course within
ten years from admission to the course.
AWARD OF THE DEGREE

Astudent shall be eligible for the award of the B. A., LL. B. (Bachelor of Arts
and Laws) Degree certificate after he/she has successfully completed all
the prescribed courses in all the semesters and his or her character and
conduct are found to be satisfactory during the course.

AWARD OF CLASSES

The award of classes shall be as under:

) 70%and more First Class with Distinction
) 60% and above but less than 70% First Class

) 50% and above but less than 60% Second Class

) 40% and above but less than 50% Pass Class

a

o n o

CONTENTS OF THE COURSE

The subjects of study prescribed for the semester scheme shall be as
under:
Courses Prescribed For the Five Years Integrated B.A., LL.B Course In Law.

| Semester:
Course-| English
Course-l| Major - I: Political Science
Course-lll Elements of Research
Course-1V Minor-1-1: Sociology
Il Semester:
Course - | Kannada/Special English (Kannada is compulsory
for all those who have studied Kannada as a
subject at the SSLC level)
Course - 1| Major-2: Political Science
Course - |l Minor |1-1: Economics

|
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Vil Semester:

Course -|
Course -l

Course -llI
Course -1V

7
[Il Semester:
Course -I Major - 3 : Political Science
Course -l Major - 4 : Political Science
Course-lll Minor |-2 : Sociology
Course -1V Minor I1-2 : Economics
IV Semester:
Course -| Major -5 : Political Science
Course -l Major -6 : Political Science
Course-lll Minor -1-3 : Sociology
Course -1V Minor 11-3 : Economics
V Semester:
Course -1 Constitutional Law
Course -l Contract - |
Course-lll Law of Torts
Course -1V Family Law - | : Hindu Law
Course-V Criminal Law -1 : Indian Penal Code
VI Semester:
Course- | Contract-1i
Course -l Company Law
Course - Il Property Law
Course- IV Administrative Law
Course-V Family Law - Il : Mohammedan Law & Indian
Succession Act
VIl Semester:
Course -| Jurisprudence
Course- Il Labour Law
Course - I Law of Taxation
Course -1V Criminal Law - Il : Cr.P.C., JJ Act & Probation of
Offenders Act
Course -V Clinical Course-l: Professional Ethics and

Professional Accounting System

Public International Law

Optional-l : Human Rights Law and Practice /
Insurance Law

Optional-Il : Banking Law / Right to Information
Clinical Course-II : Alternative Dispute Resolution
Systems
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IX Semester:
Course -| Civil Procedure Code and Limitation Act
Course -l Optional-lll : Intellectual Property Rights-| /
Penology & Victimology
Course -lll Optional-IV : Interpretation of Statutes &
Principles of Legislation / Competition Law
Course -V Clinical Course-lll: Drafting, Pleading and
Conveyance
X Semester:
Course -| Law of Evidence
Course -ll Environmental Law
Course -1l Optional - V : Intellectual Property Rights-Il /
White Collar Crimes
Course -1V Optional - VI : Land Law / Law relating to
International Trade Economics
Course -V Clinical Course-IV : Moot Court exercise and
Internship
SYLLABUS

The Syllabus shall be prescribed by the University from time to time.

SCHEME OF EXAMINATION

There shall be a semester examination at the end of six months. The
Examination in each Paper shall be for a maximum of one hundred marks
and shall be for three hours.

TEACHING HOURS

Each paper shall be taught for 6 + 2 hours in a week devoting 6 hours for
theory and 2 hours for seminar/tutorial.
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M.S.RAMAIAH COLLEGE OF LaWw

Date: 01/08/2015
RULES RELATING TO DRESS CODE

"1t is hereby informed to all students that they have to strictly adhere to the coll

| : college
dress code at all times during the college hours from 9.00 AM to 4.00 PM
_ Students are hereby instructed to follow the following dress code compulsorily:

. Monday — Khadi uniform

_ Tuesday to Saturday — White shirt and Black trousers

. Formals must be worn during vacation, when they come to college for purpose
other than attending classes. T-shirts and jeans are strictly prohibited inside the
college premises.

. The boys must come to college clean-shaven and in decent formal hair style.

. Girls are strictly forbidden to shorten/change the uniform provided by the college

and they should come with hair tied up.

. Students are strictly forbidden to color their hair.

. Students should come to college with neat and formal appearance.

o] Lo A
PRINCIPAL
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M. S. RAMAIAH COLLEGE OF LAW

Date: 01/08/2015
RULES RELATING TO ATTENDANCE,
?/ ‘A student must have 70% aggregate attendance at the time of filling the exam;j t]
nation form,

;VEExamination form of any student having less than 70% aggregate attendance will nof 1
: Ul not
Jforwarded and he/she will have year-back. ©

» Student will not be allowed to appear for examination in the subject in which his / her
\ cétendance is less than 70%.

» No exemption can be claimed except in accordance with the following rules.

» Students should have minimum 50% of attendance in each and every subject in the whole
semester for condonation of his / her shortage of attendance on medical grounds. In the
absence of 50% of attendance in a particular subject, medical certificate with respect to

that subject will not be reckoned for calculation of attendance.
» If a student falls sick then he / she has to produce medical certificate within 7 days of

reporting to the college. Under no circumstance medical certificate will be accepted after 2

week.

» In the event of a student abstaining from attending the classes, prior intimation should b
given to the Principal. If prior intimation could not be given, then he has to intimate th
M Principal within 3 days of his / her such absence without fail.
> Students participating in various moot court, debate competitions, seminars, pap
Presentations etc are not permitted to claim exemption from attendance except for the' éa
of participation including the days of journey. They have to prepare for the competitio
0ly after clags hougs.
dents shouyq attend the classes from the first day of reopening of the college. For

C()min .
gno medicg| certificate will be accepted-
PRINCI]
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