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RPS COLLEGE OF ENGINEERING & TECHNOLOGY
BALANA (Mahendergarh)

Servicc Rule"

l. Objeclivc

rh..b.. \. ,, ,hes. ru cs i ..r,., do*r n un ,D r!:,1:i 
::l"ll ::ll:ij:il:.li'i.::lli:"':,,l;

..1. i, "-," 
.1 '" ''ulLr R',' rl('

r. \pplic.rion .t Jurisdiclion 
rures srr.l

' r I h.sc LLes shall appl) ro cmPllrvees olalL carcgories Poslt and status lhcse ser!Lce

i..:::,i'ril;,1,,,,;i'; *rrrr rire irrl poric) ol dre rnsrituie'

'l lheiclrles5iLpcrscdeall prevLous ordtLs ruL* nLr!les cirLtrlars er'' rncludrnts^lhe HR policy

I .s rnr'h rlre rrrarrevelarcd t""ier"" I c '-'r "'" Di tmplo\merrr' Conducl Leave

P, ,.rn nf |nlie! clc'

( alegoD ol EmPlolees

i l\fr lca.h,ng SraiT

I enurc ot umPlolnrcni

!! n! iid Condir ons of l-rnplo)nrcnt

r I lhe ale ol rcrirerl)enr ironr ihe serlicc ollhe institute shall be 7l ve

\.-..,i.\!. ..b'r., .'\.r " t '1::i:':1":";l]:jj,i:",jJ.rll:h::.:::::::-:
-a,. 'u* 

Itt, r..f.cLl !dLnLhei'atpo tmefr

Li,i""."iii.;' -i'; 
"*rrlder 

in thrs seNice manual

I

5 I I h. conliruance in

by a nledical Pract
a visiring facLrh)

hioner. nonrinaled b) the in5tirule. Such emPloY

his 'her $hole rinre in rhe service and lor thc bencln of the instllute
i 6 ileishe $a!l de\ole

. up af) other enrpLo! mcnt or engage rn any fri!a1e business ofany other

her educaliona! inslirul ion/ school/collegei social organ

Nriuen P€rmission oI lhe Director. He/She rhall al\o nor male himscll or

he. person or organialion

tu r.rr.nai rurr\drrL(tr1 u rh' I I'r rur' '\ rr'

nccessxr) (o be Perfornied

i 5 ller) .mPlolee slr'll de\ore his her lLrLl 
'ne'rion 

nr satigrard Lhe inreresr ot rhe instilLnc

sc,vices beYond 7l }ea6 shall be subject 10 me

rce" \' r h l: 1'::':,:1?."ill:,:''l:i' li::'' l: ) :" :
qualttr!.tion antl '\nerr'fce 

I t llr( !'nprn\

crpa

I€Jrec

fir

^sr.,o,,
IANI

in rhe business 0fa$Y ol

R PS College ol Engg.

Balana Mohindergarn
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i:nsure thar proper discipline and decorum is maintaited in rhe

I.ach li inlcraclive nranner (nrore it discussion nlode). a! t:rr

Rclrain liom gi!iDg dioalion or copving liorn Lhe hook/ noles

tlse sli.les 'PPP lbr at least one ropic liom each tnil (mainlajn

.\!oid dre'v fs sketches on the board, use sLides /PPP

Pro!ide sood praclical examPles.

Pro!ide ;eb site relerences for fu.ther reading bv the students
'l tu,r' srLdelr: Io pre.e rl semir rr. or rele er.eo Ioorc'

leach l;$ topics belotd thesy abus

Iat. up rh. ;olc oi \lenrcB (malflaii record) and help srudenls 1o the l'est ollour
b,llir)

RP,S
Ba\a

& Tech
(HR I

En!,sl 4

Colle9e

na Moh

ol Engg

rndefgarh

5.1 The employmenl oftlre lnstitute has an implied undedaking thar he/she shall no1 divulge any

official' secretsr valued informallon gained hy lhem during the course ol lherr emplo)nrent

wilh !he Instilule 1o aiy olher individual or lnsliLulion while in sen ice ot the lnslrlule or e!en

arie, ieaving the tnsriture Divulging ofofficial secrels shall conslrue misconduc'indiscipline

and is a punishable otTence.

:.S i"i.f,. ,i 
"rr 

abide by and follow the rules & regulations of the Inslilute and the inslructions

...drJ fio.n .irle ,o irne h) rle ranasenenr

. , q.' \1e .rdll "('e'po,"olc lor ,ale-'eeprns dno'eru'r ir suoo mndirion -r; -o'der 
rl'e

r,,, n.n,:'. mt.:o,rcrtt.. n.^h. elc of rre r1.l .Lrc qnich rrd) be :sued ro l':fl1'e' lor hr" h€r

;-. -' ,;. ,. *. . , r, .,i onao, .1,rr<. r'e rlandrer.lel ra' rleribnr roreal /econorrl'e
eqripnrentrbooksrpropcny of the institure placed in custod) ol r!'ued to an cmplo){ lor

.,,.,,, ". ,.1.' rl:rr tlur l,'he'dLe'.'lne maragemenl 'e"e e"'lie iSf'ro Lake rr'h

1x..1 ,.r16i1.1- trel n"r decm o'oper rr the e\enl ol ar e'rplo)ee'' Li'ure ro a\\oLrr ror

the albresaid ilems ofpropertv to rhe satisfaclion oflhe manaSement'

: l0 Ihe nanagement will deenr !o take rhe address menlioned in enlplovmeni fom as posral

,.l.lrrss lbr aLI conmunications. Allthe cotrespondence and communication for\'arded !o thk

.ddrcss shall a,nounl lo proPer legal nolice.

5.ll Thc viotatlon ofany lcrrns.nd condilions ^lemplo)menl 
shall be lrable to rnstanr dismissal

t!!thout an) nolice or compensalion Sinilarly rhe falsificatior ot ntormarroi t
personal dira shall be liabl; to instanr dismissal whhoul an) notice or compensalion'

512 Ail enrploy€es shall abide bv the rules of the cenrral / Library / Compurer Centre

I)cpar1nlenc. elc. as issued bv lhe respective departments tiom lrme lo lrnre'

,\n appoinhcft / calling designarion or assignment shall nor implv pe'mdent posilion/

.]"'i,,ii.". rt. *"i* 
"risL 

peoite in a seoioni aepanment mav be called the head but ir shall

r r ;rpll .hdr le J e 1a' rl'e'gnr ro rhdr oos.riol dergrari'n srade olerc

7.I Iheeducalionisthebackboneofeverysociely'Thefacullvmember5havea!ervvilal rolero

n"\ ,,. .d.h on( i5 exDecred lo p e"enr lin"ellhersella' d rore noder' tach one ol lhe

i,.i'r,' .".r,., tnurr ,r,.,eto.e abi;e bj rhe condLrct rules' Some ofthe Dos and DON '1-s are

lisred in succeeding Parasraphs.

Reach thc lnstllutc a lew nrinutes befo.e the schedulcd time'

Reach the class rconr on lime. preferably a few minutes before the schedrled time as



7.1 DON Is
Don'1 l€t offthe class before time unless lhere isjustifiable reason

oor't ever be hareh or disrespectful to the nudenB or their parents'

D.!, r be d''re,oeclrur lo !orr 'rpe"ior' and colleagues'

;;;: ; ,;,;;,.;;, "ri".' r.,, '-"..;.e b irs ou,,re nane, in $nrrns

\erhall\ ro !our srrpeno6 immedrarel)'

,".:' J"4,[" " ""1 
*r oi rr.erl. r-a,a - di'horen) r erdr;on ro he propen]

ofthe lnslilutc ofa colleague

ij.,,i tl""i+ false int-or;arion wth respect to your ase qoalification sellice

"",,,"". "* ot.*.""rqerra']eroerpo)menl'd r 1go' dnc

;:', ;:, .;'"'; ;".' ;-"riai.i,t o Ite inrer"'r ot r1e r)r;rrre sooo o-der and

ir".i "-ta- qir.i,l n,uboo,rdrron dldor di'obed:e1' e' :ndirioJalr) or

."i;.: ';;;;;",';. 'r1 
rauru ooe'''+ed bv rhe au'rror'r) empo$ered ro do

oon r ,"tur" ro o"""pr uny nolice/circutar/lawful order and do sign on the ofilce

".py 
l" .r,"" .ir,""l"g ;ceived rhe same issLred bv the authorirv empowered r"

'r",:i ,"a,'t" in an) ad.of vindicalion which mav affect the organizational

The folowing shall constilute mlsconducl and shall attrad disciplinary acrion

aqainst thc defaulting emPloYee

Wi tiLl in-subordinarion/disobedience ol lawiul orderc issued bv fie aulhorn)

enloo$ercd Lo do so.

ii"ii,"rl r"'.." ',... regllar drreroance and $ lllL ab'ence ftom dur)

; ;,r; i;;;.i."";... rie,',e- ";rrort e\pr€s' per's'ion o'the Direcror

P'" i-", ono .d\ nE oee. rndr\ed ab'el
l..r;;;;.'i ", 

.';., s.... ,n oe-iorndnce or d'rr) ''-'Ld'ns mar'nserins

. '"'"'":i "g ^' s.* *";emic ddrn li''rd i\e resoor' bil D'

Dcma[c lo the propeny ol the insiilute

;;,,;;::.;.. ;.;:d."i) ildeccn, oer'a\.o, $',rrir'5c o'eni $ or rne ilrirLre

a,,'nn.inc "no smokrl! urlh'1Lhe preni'e' ol \' il"'r'rre
;; ::,';;;;.;;;;i i;"'" itre ", aerr. er ,oro,.e. "irrout r'e perni" on oithe

.omoercnr aulhorir\
i-"i;;''.;";'r;;,; 'n d., shi'\ croLlr' ro crir'nr ortence n\o''i1e mo'Iar

',Jlilii!1",,,**-t,*." 
"r 

Inslirule p'op€nv

tor olllcial ourDoses.
ln'tiear'rg'r,i.n, nrounoed"l:nEurldslu' a(li\rri('
De'jopinl unhtalrhl relarLonshLn wirh nudenc

violaling lhe lcich n8-taughl norms.

ol funds assigned 10 an emPloYee

7.5 Pn!ticiPAtion i De onstrations

No emDlovce of the lnstirute shall engage himselfl

demonsirarion, which involves incnement lo an offence'

5dr. d. olle ri'e prr. deo:n lhe5e rure'' no elfplo)ee' ol lhe lr(r'r re._1all a'cLPI o

',.,'l,.i"", *.,'.*i", "r' 
lerlami )o'a1)rersond'r'n{o'h(herbeldlr'od!Lep 'r)',',',i..in..onr*.,o^ 5trppr'en \lJdenLr subordinare)

r.6 Cil!

*3j,.g''fini'
c! En99:

Lr,delgaIn

& 
'lech

(HR,i

7.1DON'-ts



16.2.2 DON'Ts

16.3 I imc t:tilizntion

l6 1.1

Do nol evc. nriss Your class

Do nol nrake akernate atrangemenls for leaching schedule save il is

EMERCENT. sludenc lend lo lose respecr lorvou'

1)o nor el offlhe class belore time unless there is a justifiable reasof

Do nol dod-qe responding Io studenls queries. ii ror do riot know thc

ans\rer to a query, say so and a$end 10 il in lhe next class

Do not ever insult your students or their parents

Do nol r'cr drlel pr ro edrr .heof oofula:r) h) d$ardilC rhen h'in

gmdes. which lhiy do nor deserve or keep quite on rheir miscondud'

Do not lel )our !nrage be tarnished by your iffesPonsible talks and acls'

ln general, the lime oflhe facullv nrembe6 is exp'cted ro be utilized as

al!c!!Y HOD SL,i I-

i0"i, '101 )50%
&

16.1.2.1 The fo.esoing responsibiliries are

t6.1.2 I

l6I2.1

I6l.l.l

16.1.2.,1

Ierclljrl1].

bLoadl) defined in succecding

Teachinq:- Il incl!des classroom teaching, students

evaluatio_n. preparing lab manuals, lraining studenls in

nf frr,r.d rechr'q.re" .or ouc'in3 I "b' de elopirt
a.\,!,,nrer1l!. ensurinq srudcnts per forman(e. etc'

o"*r*n * a""*u"""y: h includes conducting basici

..pnlr(J r.'.dr.1. ,;J'dr,rr 'r' ocr'r' er L"i"d rn 'e'ear'n 
'r 

d 'r
oror.(r so k \rir la c'c.rrn -c\i(" pdpeA "''ar'lr' s

o"n .'nrrirc i i Ipot;u r 'ern rJr $orl''hop {- '
;.,r"n;k,.i .nd.Lr.i,l .,,i.1 r.n.). d<li\er.rs .o l,qrir lr''

'.", r1r b;l'' pdn:cipdL:r'g .r' rerrc'he' 'oJr'e d'qu'nls
highcr qualifi cation. etc.

Adminislrrtite :_ h lncludes nudenls nrentoring coordlnaling

ch,de.rs allai6. mairtaining sludenlS dlscipline nudertts'

.laccnrent. mainlaininn rccord ot students attendance/

lessionaL rnarks. exarrination fornrs erc'

It ir our inlenlion lo allow considerable flexibility to the

ra.LlL\ rembe,, rn choo(inS lheir sorr areds depeldints ol
Lneir "mb,L."n and prole-.ora dgenod Hoseve' he core

'".oo,o,i,lt;r.e" 
of \aIoJ' lur(rroldrie' de isred in

.,c*"a rg pn,ae.pr'. rhe) ma) al\o be as\'gne' aooirion'l

e,oom;t,r'ire. fiom r'me ro rrme lre core re:bon'ib l'ric' a'

, 'o rhe addilional re5pon,rbilil'e' "le be ac'o rol '\ed
.,i-,i'. t -a.m.,*rrr. A, r\e IJncr'ondric' +:'r oe'Ld''ed

r.r rr.ei oe'formance or. rcsil.- bd' ' A' rrrenpr uo'rld he

nrao. lc.ont,nlousl! I(.p rnem dpr'scJ or rhcrr 'r eilrl"

& lecn
(HR)
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?.7 Consumplion oflntoxicnting Drinks and Drugs.

7.1.1 An enrployee of the lnstitule shall srricllv abide bv the law relating lo

into\jcaring drinks and drugs in force'

7.7.1 Anemploy;eolrhe Instnuie shall folbeunderrheiruuenceofanvintoxicaling
drink or jrugs the coursc ol his/her dutv and shall mke due care that his/her

pcrlo,'ranceis not atTected in anvwav bv the inflLrence olsuch druss ofdrinks'

1.8.1 Worlting I lou rs

73t.t All rcachi.g facuLly nremberr are expected to be on dulv for at leasl'10 hrc' per lveek

s r, lar\ir!n'Ld,:'J',ab'c.l'.'.id1',1-rr)drorhes'dllenp'o)ee:'\allde\ore
. r, o ni' r. o'.r8 1,. *ee. a rle lnr ru'e he $o'r n! 10'r6 a e e'clL''re ol rur-h

break. time spenl in doing personal work etc. Although mosl devoled/ sinc€re leaching

laculty devote anything upro 60 hrs. per week at the Inslitute

? ti t.l Savc as olherwise provided in these rules. the otfice iimings mav be chang€d/ modified lo

r,,lt rt" tuncrionor' lmp".utives oflhe lnstirule. ]_he facullv and suffnlembels rhall rol

claim cornpensalion lor such additional hours ofwork pul up by them

Nul'' .r.rJ,'. loue\e. be n^red lhdr qoriili 'cheolle "all 
nol be pre'enrcd a

., '.,'",'.' ,., ,.'onlpler'ono"al"'5,gneore'poFrb"i')'All a"rgned 'esponsib lrr)

usr. however. be conrpleled bv the slipulaled lime.

-stl 'l_he lnslilule has prcvided as far as possible exclusile lree tansport for the convevance

ol lhe employees. However, ifthey miss il, lhey shall make their own arrangenrents to

!each thc insrirure o,r tinre. Exceptions listed below shallapply

l-are a.ri\aL up ro l0 min shall not iiltrad any penaky provided it does no! aflect the class

."r,"a,1.. lr," rl." or"..iual shall however be entered in the attendanc€ register'

l.are arilal beyond l0 minutes and up to l0 minutes on three occasions shall entail loss

"i".,i, o"'.",r"' .,.". Ineldcu.r)nember'hal'rn'rLhi'a'e nor'i5nthearcndcn'e

,.",.i.,-"i' .',1. 
"", , 

cll) ar rr,e ;dre. t\e -ecoto rrorn sdre 'h'l be u'ed ro '/lcul rre :

lirllorhcr cascs ollalc a,rival. % dav C/l- shall bededucted ln lhe evenl olC/L acco!nl

ha!lf9 c\hrusred. ,', day pA) shall be deducled'

rllll

lStl

tlrl1

ls.ta All Ih.r late an'ivals entailing 7. dav loss ofC/L shalL be got regularize

by gelring the leave approved Non regularizarion shall howevcr' I

7.8.16

7.8.3.

7.8.t. r

llabir!al lare coming shaLl attract disciplinary aclion

\:ol cnrent oul oJoffitt Premis.s

Enplotces- *ho are req uired to gd out ofofice on official dLr1v, sha

Dut) (OD) Sllp signed bY the comPel enr authorir) The OD sliP shall be

rhc li lt dcpanmenr beiin'c ofllc€. A cop, oflhe same shall be handed oler ar

iner acco.dingly. Employees leaving ihc

oll;ce o. personal acco!n s *irhoul approval/ granl ol leave shall be trealed as absenl

ary aclion includingthe oss ofPaY

od-*
Pr pal

$ irhour lea\e (,\$ L) and shall be liable ro disciplin

R PS Corleqe o{ Engg & Tech

Balanr t\4ohindeIgarh (HR)

rlre sare and an enlry shall



78.1

I.ll.1 r

Absefce $ithou l-eave (A\\ l-)

r\bsence !virhour ea!e. padicnlarlI during the curenc) ol lhe academlc session.
1irrla.1o!11 kr a cilnrc. lr is mosl !felhlcal and unhcard ol lt is NOl_ DONlr. Ihe
cirpLo)ccs oi_thc R.l'.S. lnsrirule slrall. rherelbre. NOT ABSENT without having lakcn
rhe Leale of absence. particularly durinS the cur€ncy ol lhe academic session. Howeler,
i. case of enrcrsency includins suddef sickness. rhe employee shall iffofln hlsiher
imnrediare reponinll authority/ Deparlmentnl Head and seek his/her permission for
absence. This shall be fo lowcd by a wriren request lor regularizifg the absence.

7 ll4 L ln case an enrplolce remains absent hom lhe lnslitule for more than 07 days wilholl any

inlorlnatlon,'safcllon of leave. he/she shall be considcred as a defaulrer ard il shall be

presLrnred dlar hehhe is not interesled in the job and that the conlinLred absence shall be

corsidered as abandonnrenr of services which shall ukimately call tbr his/her removal
fi'om the enrploye. s roll.

r.8.5. Worl(ing on SuDdals / Ilolida!s / After Otfit( Hours.

785.i AD enrplolc€ rna]. be ca lcd upon to $'(n'k h,erofd the srip!laled worklng hours
ro neet a spccitlcjob rcqLriremcnl A enrployees shall abide b) the denraDd oi
rh. lnnirrre. E!ading the respofsibilit) shall Isftamounr lo lndlscipline.

8l Lcavc is a pri!ilege and fol a righr. lr is.amed and does nor aulomatically become
adnrilsib e as soon as one ioins lhe serlice. No form of leave (excepr Cl-) is generally

considered adnrissible till af enrployee has complet€d a minimum of ONE year of
scNice No leave shall be availed till it has been sanctioned tbrmally or approval taken
\.rbrll\ lionr rhe ssnclioning aurhoriry.

tl llo$c\er. I keepinu $ilh various pracrices in vogue. following leave rules have been

lranred 'lhe leale adniisslbilil) in respect ofall the stafT members (excepl lhe casual

emplo).es) shaLl bc as u.der:

\[_ d AppLicable only Io teachlng

lhc lc.!c lear is rhe calendar ycar l'' J!ly to 30'i June

lrl -lhe 
leave ca.nor be alailed n advance. ercepl under special cl.cumstances

emergencl All leale rhus a!ailcd shall be fully regularized rhrough a 
'!ritten

On se!erance olrhe se^ices. if an individual has availed Cas!al Leave in exce

.nritlcnrenr. Ihe same shall bc rccolered al lhe lime ofseltlemenr ofrhe accounts

Ir rh!.\.fr !: .rn .LjLuduai rc\ignins lion lhe scNlces ollhc innitule. Cl- ma) be

a\ ailed nuri.s rhe ia J pcrlon.

nncrpal

Ila ance ol C/1. wllL be lapsed ar
Da

rhe end ol rhe ca endar
N .

l0 da

MANAGEMENT

2 davs

l2 da

*J;i,.c.'rrffihi:[[s'li
& Tech
(HR,'I



8.8 ( rsrsl l.e.te (( l-)

3.8 5.

891

8.') l

891

8 8 I Canral leavc is calered 1o nrecl emergent/unforeseen requirenrenl ol An

iJ"l],";lii;oo, *"r'*", are the onrv a.rthoritv to sanction reave over the

^" "-a"t* se.rir'edroO\l-Cl e\er) monrh or dnenoance in rhe;nslilJIe

ln Cl- week-ends Holidays are permi(ed (nor considered as Leave)

Ilolidays in-between CLs will be consider€d as Cl-'

L L cd be d\/iled lor e\er rne hd l da) ( I : cL)

'lhc lea!. shall bc adfriss hle lo an cnrplolce tor hisrh'r own ! ckncss lt shal

\()l hc ad nissib c lbr irtcnd ng lo sick ianrilv nr'nrtrclls'

l lre c.rplo)_.c can cilher avail l2 davs tuLl pav lcnle or l4 dars half pay leave

1\'lr\ nrr n i0 da)s) ril rort Pa).

I he.red ca cr\. slralL bc allo\rcd to bc ac'Lucd up to l0 dav! lt cai hoNeler

lfc nrediral lcd\( ' ,al or l) oc .r'arled n 'a*
t.i\o'.ar'reo 'c.e,e di.e.'c p o'ileo he ha' ro 'Lbn' r

,o.pirr izar.or or a uorr. l'osDi'c or Ho'p ldl ola reoJre

\o'tE

8.10 \!at(r itt t.ca\e

'Ihe matemit) leave to temalc enrplovees shall be granted as per rhe consideration and d€cision of

CL/\41 shall be gol sanclioned bv the competent authoritv on the prescribed

form. All leave aipllcarloils shall have lhe endorsement ofthe HR department

i ",',. 
j,. a,i. ", 

,cdre drailed oa) or lea e'1b"rd'ce' All aDpl cdrron'

-,1'-""r..,a .,i, I te ', U'rirrea .o rne HR deprnrelr be o e pro'eeding c

. .'e \o , .or,n inn.< n.) .edd'o a oer'or being narked db'er'r

lJ. I r

8 I l.l

E |.:

8.t.1

3 tl

\r, o\ Lca!e rla' oe qrar'eo ro le ra'ih) nrerbe'' bel'$ I r' "rl o' Piolc"^^ lhe

,, a. r-,'" 'r,orr',*d i" vd '.e ' o'cqr '' drelr oesree d'Plo rk th'D'

rf," eo*a nfv*"g".*t shall be the approving aulhority'

\" 1. 'lr.emocr ,har.becnrrr cd'o rni' lese a' d marrer olr;ghr' Ler\e 'halL be

- ,.;",.i '';'l;;.; ;"" ir..'*.,'"*. -e'earcr' drd orrer rc'ponqibr'irie' or rhe

;:r:#;, il;# ;,;rutiriv .;r oa.qiur" and appropriale personner to meer the

rcquircnrents oithe ln(itute

No tcacher shall be allowed srudy leave nrore than lwice lhroughout his/her service'

.,ii".l"i"''tr* 
'n-,i'" i*, ,r," ,gg"go'"a period or studv leave sharl not exceed two

l3 I l.i Slud! !eate 5hall irisslble lo leacherc only aher the! ha\e rendcred a mirirn!nr

as a lacult) menlber in the lnslitute

NA -5.'..tj'frti'fi l5itt'll
& Tech
(HR,)



ll. t.1

l0

8 " L, \, ,l,rrl'rc r;.1'r) rnemncr5 ma) dpp') ror Ine srlo) lea\e ol rm precribed fo'rn lh€

le.(r 'h,rl l,e qn.rroned on lhe Da'i5 ol 'eniorit) 'r lhe depalmenl' lhe depadmenlal

reaching/rcsearch/consuhancv load'

8.ll 7 A ma\imunr of l0% holding of lacuhv membeB in a depanmenr can be allowed lo

proceed on studY leave

8ll.l Academic leale nlav be gmnted to onl) the leaching facultv members including lhe

8 ll I lt may be granl.d for the following specific academic activities:

8 l'.: l Ar, acad<nr. dcr'\. ) $h'ch or'rq''dLrel' lo RPs croLp or ln'lrrLI'ons'

8 I i ' I A c.drnj d \dri, rdl .nrcrnrrron" ')r1.^. r.rr -ollirenc( 'en'rrdr w^rr(roP'

clc.
8. I2.a irocLrnrcntarv cvidence shall be acconrpanied with the request and presenration

ol .\t cot,rLFl' in l'ont ol l1e co'lege Pdlel ofl \perl'

8.ll Li-]:A/DA & regislration charges shal he borne b) the lnnitule ln ca* a rac'rLry

menber is pioceeding to atiend s)mpotirrnr/conlerence/$trkshoP' erc' in all

, '., 
**'. i"".'p*"' '1a l be oome h) rhe ino't idudl ho'r rn'rrtLrron'

8 '.i :.0 T\. ,"io rea.c can b( erarred Lp r. lso Irnle' duri19 an d'ddem'' )ei-
8.11.1.7 Ihe incunlbenr shall seek CL tor arlendins all paid acLi'rtres e ts' worrrns a-( an
" - 

extemal examiner for conducting practical examinarions member of an

insP.ction conrmiltee. etc'

S.13.1.8 ThJ Direclor iI consullarion with the Coverning Bodv mav sanclion lhis leave'

1ll r\" 'i'ruin:rr\ l(:'!t

'..i r,, rh..ofd ri.n! lo be specilled ir rhi rime olgrafling Lhe L'a!c Thc Dlrc'tor R'g nrar

., .i 1.r .rir.1i.nilg illhnr t\

S.li ( ,inr!.ntrtor\ t.i\e

S 5 tnnf.rirl.r\ crt\. rri0) h. -qr!'led r' rr 'xllolce "ll(d !p'1 r' $ort nrr

Srrdr\'iid,rirda)s

8 l5I1h. conrfcisamr) ealc slraL gc errl) be avallcd $ ihin the saNe rnonh Lt na)

ho$.\er. b. a ns.a lo be.\ a eil \!ilhin I cil'ndar nonlhs

E 5 i llr. co.rfcisard! l{\. s ior alo\!ed ro be accnLed bc)ond llrre' mo'1hs

rmplolees colered u.der P Ii Sch€m

cof rribulion Non_interesled enrplof ees

$ith a cop) to lhe  ccounts Seclion.

t0.l l

l0.l Cencral

L0.l I

.-/Ad as per salary slructLrre are entirl

slrall subnrit rhe form ll ol P.l:. 10 t

thcle r! es are aid dowf ro assin each enrplovee

aurhorizalion and llmi( ol expenditure while on otllcial lour

llthouqh all possibLe eilbns have bcen nrade to lav down the rales ofDA which

sould make an emplolee get reasonable cotnfort while at lhe oulsralion 'o
emph)ee is expected to Lrse outstations duty as lhe source of irconte'

nclp?l

R,P.S
Balana Mon

College
lndergarh
ol Engg & Tech

(HR.)

ANA

{). I,rolidenl Fund



l{r.2 Definition

t0.l.l

l0.t l

t0.l Autlrorization

l0.l lrr\cl 
^dvan.c

l0.r.l

t(1.1.1

tLr .1 l

\n\ ^,r.ral^r i^urne) on ofllcral aLll'orizarron (nd'l bedeerled r' ol rorr

I t,., e.clLde. di,l) ln (alell're r:r,e\ ro$1s aolo.n nE Hedd QJdn(r '

lo.r|c\ l'e\ord nrrn..ipal limrrsofrheHeadQrdner'(r'r'lbecon';dereda'01
i".,, "ir 

i..*", .ra) i' in!oltedandrhedJr) hd"beerdrl) aDpro\ed'

1l 1.ur Drosranrnrcs ard subscquent bills. shall be reconrmended t') the rcponingolllcer

""a "oo,:"""i 
ir,r," r,*ECToR I RECISTRAR arrv tour erceedifS one week shall be

apprc!cd br- the Chairman/ Direclor General.

l ravel advance nlal be drawn before the commencement oflhe.lournev' lt shalL

he calculared keeDins the entillcmenl. length oftour, etc in mind'

llnutiiiTed advance nronev shall be returned lo lhe instilute within 3 dals ol

Actual toul expense bllls shall be submitted posirivelv within one week of
conrDleiion of tour' A copv of tour repon may be submitled lo the HR

ir".,"","".. r..*e'r'".-por"e lrr'' Io do 'o' llsrirurc r1a) reco'er Ll'e

"l'.,,,". ,':. . rne ','n t or rhe .nrololce ir' Ile en'L'ng norrh' An) lar'iried

i',t*,,*1o,, a,'r"g 
""i 

programme/sutmission of fake bills mav lnvite sticr

disciplinary action agaifn lhe defaulter'

t{t.:

I0.5.l I he lirllo$ing rate ol Dr\ (lodcln!"rboarding) shall applY

ts Class

10.5.2 \tode of 
_lmvcl

A]-A]

i 
^r

' r50
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,1i0

150 r00
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B Clars

10i.1

l0 5 i

lr'a!cl b\ A r or I A('Riil shall Lre approlcd bv thc ch'lrnrai prior lo the

co.r n.n:c n.fr oilo!r11.\ ibr a fon enrirled Pe6of

lnr sti) li hotcl. adual b;Lls shaLl bc produc'd evcn illhe bill is less tha' lhe

10.5 8 L\p.ndl!urc itc!rred
pro!ided the safclioning audroritv ll

10.8 ClassilicatioDofCrad':s

(AWS).

10.8.2. \on 0rcculiles

oler and above the authoriTntion may be approved

nds illusliiied

I0.6 Miscellaneous ExPcnses

l0 6.1. Reasonable business related local/ STD Calls' Photocopv Telegram' stationery
" " ;i;:;;;;,;,r;;" be craimed separaterv asainst birrs rhis faciritv sharr be used

!er) judiciouslY.

!0 6.1 Travel Agenrs lbe for booking of ticket can be cloimed on aclual againn bills'
"" i*1,-'ar'""'l ",p""*' 

i" tri' regard shall require special sanciion of the

Directo/Regis(rar.

ro h i F.o.nrei in'trtreo loqo'o o' olficril guen' 'an oe cla'ned or

'"" ,,i;-..1.".il,i' c,io, "pp'o'ut 'rou': b(oDraincd ror (J'r' e\Dcn'e' berbr<

i"*,:,i,,* ,r,. *," *t pr'o;e or in person u'om rhe HoD/ l-tunce' Expenscs on

Hard Drifks shall nol be reimbursed'

10.tr I l,\rra bagsage pavnlent nlade. il an)' liY carrying olficiaL material shaLl bc

pemrissiblc as Per actual

Tra!.t by OEn Vehicle

lr dd !molo\ee l,d\'ru o$r \chicre tr'e' I ror l\e pdrpo'e' of lnc irn:lJle q'f prior

^.:,"':,;'';" .; ;;;ri "urr'o:r1 \e she na) craim a" oer rhe ro'ar con'\elar'e

.l',,'1,,^en,",,r e per \, omcre'rare' anpl(dble'

tl
I
tl
I

5 Director Ceneral / Direclor
r A.soclate Direclor. DY Dlrcctor

i Piotessor. Pt nciPal: 
":;;:," i',";J."r, A,n. Prorc+o- D)' Res;'r-a- uorrshop

\rDerrnlenoer($51. Regr)rrdr' Deal A''d(rnic'
J'T-';r";. i;.',;;". A:'r. Resr''|idr' qsJr' wor"'nop \uperinrend<nr

Ofllce Supcrinlc dent, Acc

Secrctaly. D). Librarian,
ounLanr. S)!ienr \dmrfl\traror. L' 'ecuri\ 

e

AsstL Lrbrarirn Asrtt Accounlant' 5r'

Asstts. Secretary. Slenographer' Counsellor' Assrl' Technician

b tnstrLrcror.,lsstr. Accounlant. Library Ass '

P0n

RPS
ga\

co[es9
ana Mon

I \lDe Chennai

All Stale C CochihA Class
l fi

I Otj

(ANT

Ln$x

l0 5 ll Classlrlcalion o1 ('ltles

10,-.



,\i Carelaker. Co.k. Driler. Peon. Gardener' Mali

l0.r) LocalConvey:i ce Polic)

10.9l

t09i

t.l. Notices/Circulars

1091. C \en below is thc t..al C'nv')'ncc Poll'v'
th! (lIade slrucrurc .i R.rLr I'ah ad Singh

11o ) nd.rgarlr.

which shall be aPPlicable as Per

College ol Engg. & Icch.

^ll 
uiEemDro\ec' of Rao Pa\lao 5'rgh(ollege'f Fr!g & leln ${o ra) be

""ir"a-,r"","'r*,r,"1, 
*n \chicre { I$o *heeler rou whee err for dn) $orl'

,"i"..a i","" in.r,rure cdr -.a m rhe eimoLhemen as perrhe lo'loq nsnonn'

The fbnnal approvalforlhe same shall be accorded bv lhe Direclor'

lypeolvehicle Enlitle rents Fuel Rates/KM

Car (AiC) Deluxe Director/ Principal Rsl0/.km

, ar (dr) n.a\e, o. l-ole5.o.. As'ocrale Pr'i' R( 7 I'm

ai\ orhe 4 $heeler Atsrslant Protissor

I wo wheelers Al1 other Rs :lr [m

ll

ll

.,J''r \.'' r )l',p \ '''r',i '
i, .'r ' 1".. r " r't'"'rdi\" lJ ('\ ce! $i

{ifdr.nnifal.d .cas..Tan}o eornrircolthcrb osing c'nd lions loo:

I I Oi .\PLr) or lhc fc.iof ol.frp o)irenr

I l.l lrdiscipire,di*bed;errccrnrisconducrrrnorallurpitudc'
I I l.l ltcsis..t on

i i. i . .",," i-,irrl,-r or Ihe rcms & condilions or LnrpLovrnenr as conraincd in

thcsc n,lc!'llR Po c).

rl,f rl.roLrr, ..r\. oa \ L"oc rlo$erer' no 'pec'fi' d(" code rra' beer la'o dc$n ror lrre

, :: ,ii;:; ;-.;:: \.,; 
' 

,, 
",""r".. "r, 

,r" r,., ,,i membea a,e c.pec,eo ro .ome ro rhe rn'rru e

,:. n",ri ".,..0 
l-.1r1. a ldl/) clor\e' are \O I e\pecred to be L'eo b) rne lacJ'D Te{ber"

\lL . i.rL.rs iisocd br'the olllce
,.r\r b!.f rcrd .fd..nrP! ed n_ith

s of lhe HOD/ Dlreclor/Dc/Chairman are expeoed tt)lrl

not read on accounl olabsence shall be read on relurn

I l. Academic ( alendar

...lalr ionnulaled al lhe beginning ofeach semester' X lavs

Lhe $aLninarion tchedule. lr shalL be the rerpons

selflheuelfwirh the calendar and abide bv the same

lech

RP,S
Ba\a

Col\ege

f\a Mon
HHI

Er,9? t

. r'J J.t'ir ,.'.' '|.ll I i 'rr I _ \oll' l\ I Rl | \R'

,,, ,,'.,. .' I '"lr be 'i( r.'p'n 'lr. J" l"r''f "l('" r' "t "'r('"'L 
('

..r\.rsarll \ rl, ill lh!lisltrcl"s s!u'dfionrl'r'rolime

,l \ 1,,.1 r!\ J \p a\.1or rl)c Nolicc Bolrds shall bc tr'ared as r'a'land acc'pled'



lo.

Non-Codpliancc of Rules / Regulation!

\on conrpliance ol ruleshegularions on account ofignorance ofrhe ordeB is inexctrsable- All the

lttcult) nrenrbers shall acquaint themselves with the orders ln vogue

K R \\ ot l'rtncipal Funcr,onarier

l6.L Ihe teaching stall connjrutes the backboneoian acadenlic institule' The sludents look up
' 

,;;''.. r.ia'nro'r e'eryr'ne. rilhr rror' red'ning ro emololrenr aro sen lo rne,

6.r'onrl oroole.N. lrre.J.ullln'emoer'lhu'needrodc\e'opardpporLw'rhlhenuderl\
i .,i'r* rr"r rhe) dre able I; moL'ld aro rnake Ihern ach'e!e g'o$rh and ad!a.tcemenr'

rr".ia... rre ,^,irl membel sld I idore', rhe raue5 perraining ro rle:r o$1gro$rh'

The faculty members shall, iherefore de!ore effods commensurale wrlh therr

'"'pr,iri,lrlir", -a ofcoLrrse their aspirations or r rcsp(red-r@cher' All rhal a reach.

earns in lif€ is the weahh of (Respeco ol the srrLdenrs and il lhal is nor earned' he/she

sh.l inrrospcct and decide ifhe/she shall conlinue lo be a teacher'

16.2 Dos & DON' l s

Alrholrsh generrl condud rules. Dos & DONT'S have been lisled in lhe preceding

-*--"- ,er '.r" olr"e Dos & Du\ f: dre repealed 'n lhe srrcceedrrc oardsrdpl" and

" i.;.;-,; 
r,dr lre redcners 5ra'l abio( b) rhe'c Eordcn rJlc' \orr-comDl'ance n d)

mean dlsobcdience of ordcrs.

l(r.2.1 Dos

.! Do go to !nur class on time. preteraby a ltlv !nlnutes betbre lhc

* D. go pr.pared to ]orr c rss.

':' llo lench rr i.tcraai!e rrodc

.i Joo..rd'(1olr .,Iot,' ir',c(''r 
"c 

oo"or

.l Do lsc sl .les/PPP lbr al least one lop c frorn each uilt

.:. Ilo qrole p,a.l..l e\amplesrapplicallon penaiilrg lo topics being

.] D. tralf sl!derls 10 preseit semlnars al rc-{!lar iflenals of rlrpics

r. ared lo syllab!! bc)ond I r' slllabrs

.l Do fto\id. $ebsjlc rcliretccs to the sludenls ttr thcnr ro !:ather

additloial kfo!vlcdgc

+ Do l.ach a li{ toPics bc)ond the s}llabus

.) llo be s).rpathclic lorards rhe sludents and adopr i helpirg atliI!dc

* Do delelop a friendLY re

role of menlor regula Y

.:. Do make your s1;derB realize at frequcnt interlals their

and rhe purPose for which lhev are here'

.] Do exercise conlroL on the class and maintain dlscipline'

t Do efqage yorrrself in updar ns )our owf knowledge

larlonship wirlr your sludenG and pe

ANI

E&? I

-[;,.T"fit;.


