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Chapter 1: Preliminary
Short Titleand Commencement

(1) These service rules may be called Service Riuidgs International
Management Institute.

(2) They shall be deemed to have come into force dnMhy, 2001.Any
subsequent amendments made to these Rules will iodbonérce with
effect from the date of their approval.

Application

(1) These Service Rules shall apply to every employéleeolnstitute.

(2) The personal pronoun ‘he’ used in these Ruldisbe deemed to imply
‘she’ as well, andiice versa, as appropriate in the specific prawisi

(3) Notwithstanding anything contained in clausg, (he Board/Director/
Director General may, by agreement with any emmoymake such
special provisions regarding his conditions of smrvas it considers
necessary and thereupon these Service Rules sbialapply to such
employee to the extent to which the special prowisiare inconsistent
therewith.

I nterpretation
(1) In these Service Rules, unless the contexireibe requires :

a) “Registrar” means the Registrar of the Institut¢hat Headquarters; or
Chief Administrative Officer (CAO) as the case nimey

b) “Appointing Authority”, in relation to any post ued the Institute,
means the authority competent to make appointments;

C) “Board” means the Board of Governors of the Ingitu

d) “Employee” means a person serving the Institutarig post specified
in the First Schedule including faculty & staff mieens.

e) “Institute” means the International Managementitass.
f) “Pay” means the basic pay admissible on the reledati®e and includes

special pay and personal pay, but shall not incardeallowances, fee
or honorarium;

0) “Sanctioning Authority” means:
" Director / Director GeneralManagementCommittee for all
faculty members,
" Director/Director General to be appointed by a Cottea

recommendation approved by Board.
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h) “Selection Committee” means
* In relation to staff members, a Committee congjstiof the
Registrar & CAO and one other Professor nominatedipector/
Director General.

i) “Management Committee” means the Management Coeergts
described in the Rules and Regulations of IMI.

(2) On all personnel matters, the Director/Director &ah may take
action and inform the Board, as necessary.
Chapter 2: Creation and Gradation of Posts
Grades and Categories of Posts

(1) Thepostsunder the Institute shall be of the grades andycaites specified
in the First Schedule.

(2) The Management Committee may direct:
0] The creation of any new grade or category of posts;
(i) The abolition of any grade or category of posts; or

(i)  The transfer of any category of posts from one gtadcanother.

And thereupon the First Schedule shall stand antemdeaccordance with
such direction.

Chapter 3: Recruitment
Appointing Authority
(1) Appointment to a post in the Institute shallnbade:
(i) Inthe case of a post for staff memberstieyRegistrar & CAO;
(i) In the case of a post faculty members by Eheector/Director
General,
(i) In the case of a post in other Grades, bg Director/Director
General with the approval @hairman.
(2) All faculty appointments will be reported teetBoard at its next meeting
M ethods of Recruitment
(1) Recruitment to a post in the Institute may leelen
0] By recruitment from outside.

(i) By recruitment from within.
(i) By considering candidates from outside as welfras fwithin.
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4.1

(2) The Sanctioning Authority shall in each caseedwrine/review and if
necessary, modify from time to time the method thycl a vacancy shall
be filled.

(3) All appointments shall be made solely on theidaf merit.

Sour ces of Recruitment

Appointment to any post for all the Grades may baden on the
recommendation of a Selection Committee:

(1) As a normal practice appointment of blood retashould be discouraged,
this is also to avoid conflict of interests in IMI.

(2) From amongst applicants registered for a penot exceeding one year
with the Registrar & CAO.

(3) From amongst candidates applying in respons@yaadvertisement.
(4) In certain cases, the Director/Director Generahis own or on the advice
of faculty may consider candidates who may not hapelied for a

vacancy.

(5) From amongst employees who are willing to besadered.

Qualifications

(1) The qualifications for appointment to any pebkall be such as may be
determined by the Sanctioning Authority.

(2) For faculty positions, guidelines specifiedAC TE shall normally apply.
Fitness

Appointment to any post by recruitmeinom outsideis subject to medical
fitness, selectedcandidates shall be required to produce at them owst a
certificate of health from a medical practitiongapeoved bythe Institute in

this behalf.

Chapter 4: Tenure
Probation

(1) Every person appointed to a posthe Institute after the commencement
of these Service Rules shall be on probation i guost for a period of 6
months to one year. Provided that the Appointinghétity may, in any
individual case, extend the period of probationogte with experience
from industry/educational institution can be appedwithout probation.

(2) Where a person appointed to a posthe Institute on probation is, during
his period of probation, found unsuitable for hofglithat post, or has not
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completed his period of probation satisfactorihye Appointing Authority
may :

() In the case of a person appointed by recruitnieorh outside
terminate services forthwith.

(ii) In the case of a person appoinfeaim within, reverthim back to
the post held by him immediately before such apipoémt.

Termination of Service

(1) The services of a temporary employee may benitated by the
Appointing Authority without assigningny reasons during the period of
probation following the first appointment at anyé without notice.

(2) The services of a confirmed employee may beniteated by the
Appointing Authority on giving notice of three months or on payment of
pay for such period as the notice falls short sé¢hmonths, or without
notice on payment of three months pay.

(3) An employee who is given notice of terminatimnservice under clause
(2) of this sectiommay be granted, during the period of notice, swarhed
leave as may be admissible to him, and where theslso admissible and
granted is more than three months, his servicel$ lshderminated on the
expiry of such leave.

Retirement
(1) An employee shall retire from the servicehd# tnstitute:

() On attaining the age of sixty-five years foctidty members and sixty
years for others.

(i)  On being declared medically unfit for servibg a Medical board to
be designated by the Institute in this behalf.

(iif) On the imposition of penalty of compulsorytirement.

Provided, however, that it will be open to thetituge to re-employwith
the approval of the Sanctioning Authoritan employee, subject to
physical fithess, on his superannuating for a geobone to three years at
a time if his services are needed by the Instituithe total period of re-
employment shall not exceed five years. If theices of an employee are
required by the Institute even beyond that peritien he may be
permitted to continue on contract basis on a cadstéd payment.

(2) The retirement shall take effect from the aftem of the last date of the
month in which an employee attains the age of superating instead of
the afternoon of the actual date of superannuating.ase the date of birth
of an employee falls on®of a month, he will be deemed to have retired
with effect from the afternoon of the last dataélefpreceding month.
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Resignation

(1) An employee may, by notice of three monthsvriting addressed to the
Appointing Authority, resign from the service ofethinstitute. During
probation period on first appointment, the requinetice period will be
one month.

(2) In case an employee resigns by giving a motit shorter period than
what is prescribed in clause (1) of this sectiom,whill have to deposit
salary for the period by which the notice falls had the requirement or
to be adjusted from terminal dues with the lettenf employee. Gross
salary may be considered for recovering shortfalhotice period post
adjustment of PL if any.

(3) The Appointing Authority may, if it deems pmpin any special
circumstances, relax the requirement relating tacageriod and permit
an employee to resign from the services of thdtinstby notice of less
than three months or one month, as the case mayitbeut having to
deposit the salary as prescribed in clause (2)&@bov

Chapter 5: Pay and Allowances
Scale of pay

The scales of pay for the pogstghe Institute shall be as specified in the First
Schedule.

Initial pay

An employee shall, on his appointment to a posh dime-scale of pay, draw
pay at the lowest stage of the time scale unlessApipointing Authority
decides that he shall draw pay at any higher stage.

An employee can also be appointed on a consolitatathship basis
depending on the nature of work and requirement.

I ncrement

(1) An increment shall not be drawn unless it iscs@aned in writing by
the Registrar & CAO for staff members and by Directorddtor
General for faculty.

(2) An increment shall not be sanctioned unless d¢beduct of the
employee has been good and his work has been asatisf as
recorded in the appraisal report.

3) The Director/Director General / Registrar & CA®©case of posts of
staff members the Managing Committee in case @i ggbstsmay in
recognition of the exceptional merit of an employsction such
additional incremeifs)to himas may beleemedit.



54 Allowances and Benefits

(1)

)

©)

(4)

Dearness Allowance

Employees will be entitled to the paymef Dearness Allowance at
rates decided by the Managing Committee from tiomgnme or DA as
announced by the Government.

House Rent Allowance

Employees will be paid House Rent Allowance at riée of 35 per
cent of basic pay. However, employees may opt flf-lsased
accommodation in the name of the Institute up meeaimum of 45 per
cent of basic pay, in which case the employee pail 10 per cent of
basic pay and the Institute will pay the rest scidje a maximum of 35
per cent. An employee may take a Flat to be pravigethe Institute
in the Campus, subject to availability, in whiclseahe employee will
not receive any House Rent Allowance but will pagtrto the Institute
at the rate of 10 per cent of basic pay.

Transport /Conveyance Allowance

Employees will be reimbursed expenses on trangpavhveyance as
specified in the Second Schedule. These limits beayevised by the
Management Committee from time to time and the BSe&c®chedule
will stand amended accordingly.

Retirement Benefits
0] Contributory Provident Fund

The benefit of Contributory Provident Fund will eetended to
the employees as per statutory provisions. Asrikgtute does
not have a trust all PF settlements are with PF i@ssioner.
However, IMI will sign required forms and issue uegd

letters to authorities to facilitate the process.

(i) Gratuity

A. Gratuity will be granted for good, efficient afaithful service
in the following circumstances:

(@) Discharge on abolition of post
(b) Permanent incapacity due to bodily or mental
infirmity
(c) Superannuation
(d) Resignation/retirement after 5 years qualifying

service, provided that

e Gratuity will not be payable to employees who
resign from service before completing five years of
service;
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» Gratuity of an employee whose services have been
terminated for any actof willful omission or
negligence causing any damage or loss to, or
destruction of, property belonging to thiastitute,
shall be forfeited to thextentof damage or loss so
caused,;

» Gratuity payable to an employee may be wholly or
partially forfeited;

a) If the services of such employee have been
terminated for riotous or disorderly conduct or
any other act of violence on part, or

b) If the services of such employee have been
terminated for any act which constitutes an
offence involving moral turpitudegrovidedthat
such offence is committed by him in the course
of his employment.

. Except in the case of death, gratuity will be
admissible only after five years qualifying
service.

The amount of gratuity will be equal to 0.6 month’s
emoluments for each completed year of service adrthereof

in excess of six months, subject to a maximum &k 1nes
the monthly emoluments athe limit specified in the Gratuity
Act, 1972 whichever is less.

In the case of death, the amount of gratuity wellds calculated
under B above or as worked out below, whichevenbee.

(a) During the first year of service, 2 months emolutaen

(b) After one year but before five years service, 6 then
emoluments.

(c) After completion of five years but before 20 yeafsservice,
12 months emoluments.

(d) For service of 20 years and more, half a month’'s emehim
for everycompleted half year of qualifying service, subjecta
maximum of 33 times thenonthlyemoluments, provided the
amount of death Gratuity shall in no case excted limit
specified in the Gratuity Act, 1972.

NOTE: Emoluments for the purpose of this schemd stean
last pay drawn (which term included basic pay, sbpguay,
dearness allowances, leave salary, subsistence agjrdrwages
in the case of non-salaried employees) drawn imateli
preceding the date of quitting service or the ddthis death.
There will be no ceiling on reckonable emoluments f
calculating the Gratuity.



5) Medical Expenses/ Medical Allowance

Encashment of Medical Eligibility

An employee can claim the unclaimed amount of thaedical
entitlement by year-end i.e. March every yagthout production of
any medical bills. This amount will be part of taxable income of the
employee and will be paid as one time Special Afioge after
deduction of tax at applicable rates.

Effective from April 2012, the medical eligibilitwill be paid every
month through pay-slip as medical allowance by dihg yearly
eligibility by 12 based on last salary drawn. Fettipg tax benefit, the
employee is required to submit medical bills upte. BR5,000/- (Rs.
20,000/- in the case of Senior. Citizens) by} March every year.

Medical Allowance/Reimbursement Policy from April 2012

Every employee is entitled for medical AllowanceafRieursement of
one month Basic+tGP+DA based on salary drawn onasieday of

preceding year. The Employee can claim reimbursémgainst bills

upto Rs. 15,000/- (Sr. Citizen Rs. 20,000/-) ankhrze if any will be

paid as Special Allowance through monthly pay-biydividing by 12.

No separate reimbursement claim need to be madmtdys. 15,000/-
or Rs. 20,000/- as the case may be. The reimburgeraa be claimed
by employee latest by 10th March and after thatwargfaimed amount
will be paid to employees after tax deduction alaiily March Salary.

[llustration:-

1) Employee X Eligible for Medical Benefit of RsEH

2) Less: Maximum reimbursement against bills R3006
3) Balance (1-2) Rs.40000/-
4) Monthly allowance in pay slip (40000/12)Rs.3338M)

In the month of March every year:

Total Bills that can be submitted Rs.15000

Bills submitted till Feb of the year Rs.10000

In the month of March you will get Rs. 5000 asafale
(Rs.3333+5000) = 8333/- taxable

(6) I ncentive Scheme for Faculty Members

The performance of the faculty is measured in teahsvork units
earned by them. There are wankits assigned for each of the activities
performed by the faculty. A faculty member is expécto perform a
minimum workload of 300 work units, which is equefat to six
coursed in each academic year Work units earned by the faculty
member over and above the minimum level of 300 lellpaid by the

! One course = 3 credits; 1 credit = 10 classroontacbhours
2 Defined by April 1 to March 31, that is summemterStterm, Tdterm, and & term. It will be
effective from the academic year April 1, 2011 targh 31, 2012.



Institute @Rs. 3,000 per work unit. The minimum work unitsnfro
direct teaching in our long term academic prograsiicg a faculty
member (IMI-D) is 150 work units.

As a part of this system, a faculty member is etqubto prepare a plan
of their activities in a given academic year. TliErector General
/Director |, keeping in mind the needs dfe individual and the
institution, will moderate this plan. The final plavill then be kept on
the personal record of the faculty concerned. Wtten individual
faculty will submit the plan for the next year, e/Blso files a self-
appraisal against the last year's plan and poinis tbe areas of
deviation and reasons thereof. This achievemersiugethe plan will be
then factored together and the Director Generadfdar will offer
feedback to the individual in terms of areas thatyrhave room for
improvement. The ultimate aims and objectives ihétp a faculty
member to grow as a professional and then thisinm may improve
the academic quality of the institute.

It is expected that the process will bring some ldance of
accountability and measurability in terms of outpaotl performance of
the faculty. The system of performance monitoring e reviewed
every year for further improvement. The intentisnto provide some
metrics for measurement of the output that is etis very intangible.

Linking Activitiesto Work Units:

The institutional activities that any faculty memhks expected to
perform, are converted into the work units to ilfeate measurement
and accounting. For this purpose, the folfmwequivalences were
finalised in a meeting attended by the DoecGeneral and
Deans on September 12, 2011 at 4 pm in the Dir&oeral’s office.

Table: Activities, Sub-activitiesand their equivalence

Activity Sub Activity Equivalent | Remarks

Work

Units
Long Term Academic Programmes:
PGDM / 3 creditcourse 50 30 hours direct teaching at
PGDHRM / work unit per hour plus 20
Executive PGDM work units for course
/ PGDM (PT) coordination and evaluation,

Maximum of 6 hours of the

FPM 3 creditcourse 15 total 30 hours can be

conductedby otherfaculty for
earning thefull amountof 50
work units.If morethan 6
hours of thetotal 30 hours
are conducted by other
faculty then 1 workunit per
hour plus 20 work unitsfor
course  coordination and
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evaluation for a 3 credi
will be earned. For course
with a credit load othethan
3 credits, proportionate
work units will be eaned.

Points may be shared the
course is delivered bygnore
than one lecirer

[

Additional sessions 1
such as guestlectures
in a course,
orientationprogram
sessions, ete.per hour
of sessiorconducted.
Evaluation of final 1
project reports
such as Executive
PGDM 6 creditproject
and PGDM (PTp
credit field study — per
report
MDP and Consultancy
ConductingDP | Per 90 minutes ¢ 1
sessions sessiorconducted
in Delhi;
Per 90 minutes session 1.t
conducted
Ouitstations
Coordination of MDPs
Less than OnWeek 7 For coordination of
programmes
One wee progiamme 10 longer than 4 weeks theork
Two weeks programi 15 units to be earngd V\_/illbe
calculated proportionality to
Three week 50 Zhatealined foa .
wee rogramme. mof
programme than one fpacgglty -
member int
Fourweeksprogramme 25 coordinates  a progrgmn){e
thenwork units  will
be earned
propotionately.
Research & Publications
Paper ir— Classified
journals Affiliation:  should mention
100 IMI_for the credit. Credit
Class -A availableonly on publication.
Class -B 50 In case of joint authorshif
Class -C 25 by more than one author,

proportionatewvork units to be
earned.
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Case Writing alonc 25 Affiliation: should mentior
with teaching note IMI for the credit. Should be
cleared bylinternational case
clearing house such 4
ACRC. In case of joint
authorship by more than
one author, proportionate
work units to beeerned.
Book
. ' 150
E;;eual{iﬂ;t(igl;t;;shed Affiliation: should mention
. IMI for the credit. In
publishers) case of joint
authorship by more than
« Research (published 100 one author, proportionate
by national/ South work units to beearned.
Asianpublishers)
« Edited by the IMI 50
faculty
member (inclusive
of all volumes;
published by
multinational
publishers)
« Edited by the IMI 50
faculty member
(inclusive of all
volumes; published
by National/South
Asian publishers)
Edited Volume (editor Affiliation: should mention
notfrom IMI) but IMI .
paper contributed by for the credit. In cgseof
IMI faculty joint authors, proportionate
credits only. In case ofjoint
, authorship by more thaone
’ PUbI.'ShPTd by 15 proportionate work units tbe
mult!natlonal earned.
publisher
- Published by 10 Maximum two chaptersin
National/SouthAsian anyeditedbook
publishers
Book chapters Affiliation: should mention
« Multinational 15 IMI for the credit. In case o
Publisher joint authorship by more
_ _ than one  author
* NationalPublisher/ 10 proportionatework units to be
SouthAsian earned.
publishers
Full  feature Articles
in Affiliation: should mention
National/International IMI for the credit. In
BusinesNews case of joint
Paper/Magazine authorship by more than
one author, proportionate
« International 10 work units to besarned.
5

« National / soutAsia
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Editor of a Journe Affiliation: should mentior
(non-IMI) IMI for the credit. In
case of joint
Class -A editorship bymore than one
Class- B 25 editor, propotionate  work
15 units to be e@aed
Guest Editor of Affiliation: should mentior
Journal (non-IMI) IMI for the credit. In
case of joint
Class -A editorship bymore than one
Class B 15 editor, propotionate  work
10 units to be eaed.
Organising Conferences
« International 75 The credit is availableonly
. when the conference
Conference: results ina published
Should be at least two- edited book(s). In case of
dayeventwith joint organization by more
minimum 25 research than one IMI organiser
papersfrom paid (pa;?ﬁg[jtlonate work units tbe
delegates out afhich '
at least15 papers from
foreignpaid delegates
« NationalConference: 40 The cedit is availableonly
There should be a two- when resHI]tes in con;erence
dayevent of total 100 published edited book(s).In
paiddelegates caseof joint organizationby
more than one IMI organizer,
proportionate work units tbe
earned.
« Round Table 10 The credit is availableonly

Conference:
There should be one-
day evenof at least 25
registeredlelegates

when the conference result
in a published
edited book/monograph. In
case of joint organization
by more than one IMI
organizer , proportionate
work units to be earned

U7

Fellow Programm

e/ Ph.D (IMI and other Universities)

Supervisior  of
completedand
successfully defended
FPM/PhDThesis— per
thesis

25

In case of joint supervisior
by more than one IMI

faculty sugrvisor,
proportionate work unitgo be
earned.
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Activity Heads

Dean(Acedemic 15C
Programs)
Dean (Research), 75

Dean( Placement)
and Dear{ MDP)

Chairperson- 50
Admissions;

Editor — GBR;
Chairperson Faculty
Selectionand
Development;
Chairperson
Accreditation &
Ranking;
HostelWarden

Consulting assignments undertaken by faculty wiit be counted in work
units. Net surplus from consulting will be sharesl @er rules of faculty
getting two thirds and IMI getting one third.

Sponsored research will be treated@assulting.

International teaching/training billed in foreigmreency will be treated as
consulting.

Domestic teaching/training awarded by an esderagency to an
individual faculty, not exceeding days in duration, will be treated as
consulting. If it exceeds 2 days in duration itlwi treated as MDBndwork
units will be calculatedccordingly.

Typical Work Unitsfor Faculty Members

The faculty members are expected to generate oofpd®0 work units in a
year. This norm is in line witthe practices followed by top business schools.
After 150 work units from teaching in long teratademicprogrammes,
faculty members are free to choose activities @firtithoices. Individual
faculty would havehe flexibility to design their own work plan dependion
their personal choices subject ittstitutional requirements assigned by the
Director General/Director. Each additional worktumeyond 300 will earan
incentive of Rs. 3,000/- (Rupees three thousany) @ar workunit.

Maximum work unit under incentive scheme is 700arify faculty member
exceeds 700 work units e particular academic year, the faculty concerned
may be allowed to carry forward work units earngdr@andabove 700 to the
nextyear.

A Faculty member will not be eligible for any awarihcentive if h/she fails
to meetthe minimum requirement of 300 work units including 10m
teaching in long term academic programmes. Thedr General/Director
may counsel the faculty member concerned. This beapbserved fonext
three years. The faculty member concerned may tisettito look for a job
elsewhere if there is rfartherimprovement in thenatter.

Research Thrust

All faculty members will be encouraged to developeaearch focus. They
14



(7)

will be provided financial support to preserdpprs in both national and
international conferences, as per prevailingfitute guidelines, so as to
have personal contact with other world class acéderResearch grants of
Rs. 100,000 will be provided to fund research proposals sekkdby the
researclcouncil.

Annual Work-Performance Computation and Accounting

The annual work plan that the faculty submits magdeforth indicate their
activity mix and the break ugf their workload. The following magpply:

1. Annual work plan to indicate how many work tsninder each
activity head.
2. Annual work review to compute the actual nembf work units
accomplished.
3. Excess of work units completed nimey
Encashed at the rates prescribed from tintere
Carried forward to next year and adjusted agahesimorkload
of thatyear
Carried forward to a special leave account (to be @
henceforth) at a rate that mhag prescribed from time to time.
The details of such a leave policy for faculty take some
time off from the regular activities to pursuepesial
academic activities will beormulated.
4. Shortfall in work units tbe
Carried forward to the next year and adjusted agalire
workload of that year Debited to a special &account (the
details of such a leave policy to be forredd
5. Research output is an important requiremantdiceer progression
of thefaculty.
6. Consistent and continued shortfall in work undsbe adversely
reported and factored in carg@pgression.

The above norms reflect some activities the easily measured while
other equally important activities may escape aegnition. These norms
will be modified from time to time to evolve inebetter set of norms that
captures faculty performance ma@ecurately.

I mplementation

An academic year wise self statement proformalnsént will be
developed.Therespective Deans may verify the details of asésicarried
out by the faculty concerned and thiwe documents may be submitted to
the Registrar/CFO’s office for further necessarnyoacat theirend.

This is effective from 15 September 2011 subjechémge from time
to time.

Leave Trave Reimbursement/ Allowance

Up to one month’s basic pay plus DA in a block wbtyears or two
months basic pay in a block of four years, may l@@ned by an
employee as reimbursement of travel expenses forsdif and
dependent family members, put together, subjecth& following
conditions:
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(@) The employee will avail at least one week’s PL froffice for
availing the leave travel benefit for himself. (Ayd may
include week-end holidays)

(b)  The employee will furnish the proof of journey a@rtificate to
the effect that the amount has actually been sp@dkaims to
be made in the prescribed form of leave travel figne

(© For self or for a member of the family, reimburseinef travel
expenses for a particular trip will be sought bg #mployee
from only one source.

(d)  Overseas travel is not allowed for LTA purpose. ALt
amendments from time to time is fully applicable.

(8 Reimbursement of Expenses on Telephones and Books and Journals

Faculty Members will also be entitled to re-imbumsat of expenses
on telephones, and books and journals which maggeh&rom time to

time. The present maximum amounts of reimburseroernhese items
are given in the Third Schedule.

All income tax rules from time to time are applieab

(9) Policy on Additional Educational Qualification by Staff Members

IMI strongly believes in career development of indual staff
members and encourages staff members to acquiratioadtl
gualification which will be beneficial to the instte and in their
respective work areas. This policy is made to &dime criteria for
such consideration. The Director and the Regisiélr make final
decision within the frame work defined as under.

a) IMI will reimburse the only the tuition fee for empd course for
additional educational qualification that is 50%ridg the course
and balance 50% only on submitting mark sheet andl f
certificate. If the course is spread over 2 to 3argethen
disbursement will be after completing every suamtémaximum
of 50%) and only upon producing original and copyiwal exam
mark sheet and certificate entire tuition fee Wwéldisbursed.

b) Staff members must make a written application feefor
commencement or enrolment to a course to Regisindr only
those courses which are beneficial to IMI from wgesspective
will be considered. (Example finance staff optimg HR course
will not be considered).

c) Not all Distance education or correspondence ceursdl be
considered under this policy. However, part-timerses will be
considered, provided it is approved by the managénmat it will
add value to IMI. Short term and certificate coarsall not be
considered both for the tuition fee reimbursemertt gecognition
award.

d) Extra increment concept for such successful catesda replaced
by a onetime reward of Rs. 5000/- along with IMr@reate
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(10) Annual Performance Appraisal System for Staff Members

IMI will be rewarding individuals who delivers bettto IMI. Towards

achieving this goal, Performance Measurement Systecludes the
following points starting from Goal Setting in tbheginning of the year
then mid-term review before finally appraising adividual and rating
based on certain parameters defined. This systsm identifies

developmental needs of an individual to improvehas skills for a

career progression as a whole. Means, it will idigttaining needs of
an individual to perform better in his/her functiohwill also be

requesting CFO to allocate training budget forfstaémbers for the
same in our annual budgeting process.

Though the initiative is from IMI management, it & collective
responsibility of every individual employee/ depaental heads to
complete the process by the following dates.

Annual increments are also based on performanagigpprating
Goal Setting: Expected to be completed by 10th afdfl every year.
Performance Appraisal and Rating by the 20th ofddavery year.
Rewards and Recognition based on Performances limaen
introduced.

Processto be followed: For Goal Setting

Step: 1

Departmental Heads are advised to draw 5 Key Redoce Areas
(KPAsS) for their department:

Circulate the same to Team members of the depattmen

Step: 2

Team Members must select 3 Key Performance IndiEgiPl) from
those KPAs

Make 2 more KPI's from areas other than their maitand normal
(initiatives in other verticals/ Projects/Institutial building etc)

Share the same with immediate supervisor's andhget consent and
signature

In case of individuals, who work in vertical likecAdemics, Research
& Publication, MDP & Consulting, Placements and @oate
Relations-

The Deans on their own may decide 3 KPA or deletf@esame to a
senior member in a team to draw KPA'.

Sign the form themselves and submit the same tesRals office
Filled up and duly signed form s are submitted égiBtrar’s office.
Signed copy may be kept by an individual for midvtereview and
annual appraisal process.

Step: 3

Department Heads- submits all the filled up andheify forms to
Registrar’s office.
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Process to be Followed: For Performance Appraisal

Step: 1

Departmental Heads will do a mid-term review in thenth of
October (for a period up to 30th September)

Discuss Performance of individuals and ask thenddotheir self
assessment

Advise improvement to an individual during mid-tereview process.

Step: 2

Departmental Heads to do annual assessment andsdtr the team
and ensure that distribution is done properly st there is no forced
ratings required.

Departmental Heads should also discuss variousbddigs of an
individual based on 6 areas like Entrepreneurregntation, Project
Management, Negotiation, Nurturing, Operational dfence,
Customer focus (including ownership)- Then identiigvelopmental
needs of an individuals and give them opporturiitpagh training for
various skills which are identified for growth.

Step: 3

Do the overall rating of an individual with paramet of Performance
Assessment/Rating Sheet for KPI- 1 to 3 which sbalsigned by the
employee/ Supervisor and submit the same to theeRev.

Then every individual will be rated on remaining R before
finalizing by the Registrar

Step: 4

Reviewer will go through every form rated to expldhe need for
moderation or normalization required. Reviewer roagsult a faculty
expert if needed.

Increments/ rewards/special allowances & promotiwiisbe decided
based on the ratings

Ratings below 3 will go through the process of tirbeund
Performance Improvement Plan.
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6.1

6.2

6.3

6.4

6.5

Chapter 6 : Conduct
Conduct

The Institute is committed to treating its employéarly and the employees
are expected to conduct themselves accordinglgryEmployee, at all times
shall:

(1) Maintain absolute integrity,

(2) Maintain devotion to duty, and

(3) Do nothing which is unbecoming of ag@mployee.

Misconduct
Given below is a list of acts or omissions, whiocmstitute misconduct :

Theft, fraud or dishonesty, taking/giving bribegrfishing false information on
any matter in connection with employment, willfuhsubordination or
disobedience, unauthorized absence, habitual lat@regular attendance,
negligence in duties, damage to IMI's property, ntkenness, riotous or
indecent behaviour, gambling within the IMI's prees, sleeping while on
duty, commission of any act which amounts to a icrahoffence or involving

moral turpitude, absence from appointed place di duthout sufficient

cause, acting in a manner prejudicial to the istead IMI, unauthorized

communication of any official document, habituatlébtedness, insolvency,
lending or borrowing money frorny person/firm having official dealing with
IMI, conviction by court of law, sexual harassmestt,.

The above list is only illustrative and not exhatest

Disciplinary Action

Disciplinary action can be initiated against anypéyee for misconduct,

following the prescribed procedures of enquiry. lger, punishment will be

awarded after taking into account the gravity osconduct and the previous
record of the employee.

Punishments

Punishments can be in the formasfe or more of the following

" Warning

. Suspension

. Stoppage of Increments
" Dismissal form service

Disciplinary Authority

Registrar & CAO shall be the disciplinary authority all employees other
than faculty members and Direct@irector Generalshall be the appellate
Authority. For Faculty Members, Direct®ifector Generalshall bethe
disciplinary authority and Board of Governoshall be the Appellate
Authority.
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Chapter 7: TA/DA

7.1  Entitlement for Travel on tour:
a. Travel within India
Category of employees Travel by Air/Rail Travel by Road
Faculty Members Economy Class by Air Taxi/AC Bus
| AC 2-tier sleeper by train
Other officers and RAs I AC 2-tier sleeper by trai -do-
Staff Members First Class/lIIAC 3-tier by Scooter/Bus
train / Economy AIR for
emergency with approval
Attendants Second Class Sleeper by Bus
train
Notes:

1. Professors may travel by AC first class in trairby hired car for two
or more people for short distance.

2. Travel should be undertaken by the shortesteramly except with
prior approval of the Director/Director General/Ragr & CAO.

3. If traveled by a lower class than the entitiectual fare paid will only
be reimbursed.

4, Those entitled to travel by Taxi may use thewnocar and
reimbursement by car or taxi will not exceed Rsp@k km. and Rs.4/-
per km for scooter journey.

(b) Travel Abroad

Economy class air fare by an IATA approved airliwél be paid by the

Institute for international travel.

Concessional fares should be availed of wherevestadole.

Taxi fare between place of stay and airport aweé-viersa or between airports

in transit, visa charges, airport tax, etc, willreembursed as per actual

For travel by train or taxi/bus, actual fare viaé reimbursed.

7.2  Daily Allowance
Entitlement for daily allowance and accommodattturing tours on official
duty will be as given in the Fourth Schedule.

7.3  Conditions

1. All tours should be sanctioned by Registrar & for staff members and
by Director/ Director General for faculty.
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8.1

8.2

8.3

8.4

8.5

8.6

2. Director/Director General will have the powears¢lax any of the limits to
above entitlements for reasons to be recorded itmgr

Chapter 8: General
Working Hours
Working hourdor the office staff will be 9.30 a.m. to 5.15 p.with 1.00 p.m.
to 2.00 p.m. as lunch break. Dependingllmmnature of duty and exigencies
of services, different timings may be speciffed any employe&om time to
time.

Holidays

Holidays to be observed lje Institute in a calendar year will be notified
beforethestart of theconcernectalendar year.

Attendance and late comings

(1) All staff members must report for duby and leave IMIlafter the time fixed

and notified for them. Staff memlsaereporting late or leaving early by more
than fifteen minutes but less than half an houl ferego one days’ CL/PL for
every three such occasioimsa month

(2) In addition to above, staff members may bevat#id short leave of not more

than one hour with prior permission, for comingelatr leaving early, twice a
month, in exigency. However, half-day leave wal deducted for late coming
or early leaving, which is more than one hour.

Leave

A staff member and faculty who desires to obtaavéeof absence shall apply
in prescribed formThe application should be submittedadvance, except in
special circumstances. Leave will be regularizeger the IMI leave rules
described in the Sixth Schedule.

Service Record Book

Matters relating to service such as employees Wge, Date of Birth,
Qualifications, etc. shall be entered iih@ Service Book okveryemployee.
Entriesmade in the Service Boekll be signed by the employee and attested
by the authorized officer of the Institute.

Record of Age

Every employee will indicathis date of birth and producecartified copy of
Matriculation/School leaving certificat®r record of Municipality or Local
Authority. If an employee is not able to produce swckertificate then he
may produce a certificate fromGovt. Medical Officersnot below the rank
of an Asstt. Surgeon and an affidavit attesteddbyClass Magistrate or Oath
Commissioner. The date bfrth once entered ithe service record will not
generally be changed. However, if details given dwy employee is not
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matching with verification details, it is subjea thange and disciplinary
action will be taken in such cases.

8.7  Special provision for existing employees

Every person holding a post the Institute at the commencement of these
Service Rules shall, on such commencement, be dkdmehave been
appointed under the provisions of these ServiceRktb the corresponding
post in the First Schedule and shall draw the payd by him immediately
before such commencement.

8.8  Residuary conditions of service

Any matter relating to such conditions of servi¢@aw employee for which no
provision has beemmade in these Service Rules shall be determinethéy
Management Committee.

8.9 Power to relax

Notwithstanding anything contained in these SerRcdes, theManagement
Committeemay, in the case of any employee, relax any ofpttowvisions of
these Service Rules to relieve him of any undueldiap arising from the
operation of such provisions, or in the interedief Institute.

8.10 Removal of doubts

Where a doubt arises as to whether any authoritiieofnstitute is superior to
any other authority or as to the interpretationapplication of any of the
provisions of these Service Rules, the decisiotheManagement Committee
thereon shall be final.
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First Schedule

GRADESAND CATEGORIES

S.NO. CATEGORY PAY BAND GRADE
PAY
Rs. Rs.
1. SAFAI KARAMCHARI a) 2500 — 7400 1,650
b) 2000 — 7400 1,000
c) 1500 — 7400 700
2. ATTENDANT/ELECTRICAN/PLUMBER/| a) 3000 — 20200 2,200/ 2,400
DRIVER/LIBRARY ASSISTANT ETC. b) 2800 — 20200 2 000
c) 2600 — 20200 1,700
3. SECRETARY/ SR. SECRETARY/ a) 4000 — 34800 4,200/ 4,600
ASSISTANT LIBRARIAN/SR. LIBRARY
ASSISTANT/ ACCOUNTS ASSISTANT | b) 3500 — 34800 3,000
ETC.
c) 3200 — 34800 2,500
4, ACCOUNTS OFFICER/SR. EXECUTIVE/ a) 12000 — 39100 7,600
MANAGER/SR.MANAGER /
LIBRARIAN/ SR LIBRARIAN/ AVP- b) 7000 — 39100 5,000
HRD ETC.
c) 5000 — 39100 4,800
5. HEAD OF ACCOUNTS /FINANCE a) 19000 — 41500 Q9
b) 13000 — 41500 7,650
6 PROFESSOR 37400 — 67000 10,500
7. ASSOCIATE PROFESSOR 37400 - 67000 9,500
8. ASSISTANT PROFESSOR 15600 — 39100 8,000
9. SR. LECTURER / LECTURER 15600 — 39100 6,000
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Second Schedule

REIMBURSEMENT OF EXPENSES ON TRANSPORT / CONVEYANCE

SNO. CATEGORY TRANSPORT /
CONVEYANCE *
1 SAFAI KARAMCHARI Rs. 604 per month

2 ATTENDANT/ELECTRICAN/PLUMBER/ | Rs. 604 per month
DRIVER/LIBRARY ASSISTANT ETC.

3 SECRETARY/ SR. SECRETARY/ Rs. 2416 per month
ASSISTANT LIBRARIAN/SR. LIBRARY
ASSISTANT/ ACCOUNTS ASSISTANT
ETC.

4 ACCOUNTS OFFICER/MANAGER/ Rs. 4832 per month
SR. MANAGER ETC.

5 HEAD OF ACCOUNTS /FINANCE Rs. 4832 per month

6 PROFESSOR Rs. 5,000 per month

7 | ASSOCIATE PROFESSOR Rs. 5,000 per month

8 | ASSISTANT PROFESSOR Rs. 5,000 per month

Rs. 5,000 per month

9 SR. LECTURER / LECTURER

For staff members, conveyance amount changes withvariations, for faculty
members, it is a constant figure paid as transptidwance.
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Third Schedule

REIMBURSEMENT OF EXPENSES ON TELEPHONES AND BOOKS AND
JOURNALS

Faculty Members will be entitled to reimbursemehterpenses on telephones and
books and journals subject to the following limits:

* Telephone Reimbursement : Rs.1,000 per month

* Books, Journals and Periodicals : Rs.1,000 per imont
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Fourth Schedule

ENTITLEMENT FOR DAILY ALLOWANCE AND ACCOMMODATION

Thisnew Domestic Travel Policy of IMI, supercedesearlier policy forming

th

part of servicerule. Thispolicy comesinto effect from 15 August 2007.

Bya?é?lng DA (in Own stay
S.No. Category of Employee & Lodging | Rs)per | & Tangeme
(Max/Limit) day nts Rs. per
(in Rs.) per day
day
1 FACULTY MEMBERS & GM
= Capital Cities 4000 500 1200
= Others 3000 400 1000
2 OTHER OFFICERS/RA's
= Capital Cities 3800 400 1100
= Others 2800 300 900
3 STAFF GRADE IV&V/ISTUDENTS
= Capital Cities 900 300 400
(O?é?r?aify Hotel) 600 200 300
4 | ATTENDANTS GRADE I TO Il
= Capital Cities 700 250 300
= Others 400 200 300

As boarding & lodging has combined limit, lodgiegn be in a hotel,
food bill can be of any othdRestaurant. However, combined expenses
with supporting should not exceed Boarding and luogldimits stated

above.

Conveyance both Airport to destination and loaahweyance at actual
with supporting wherever possible to be submittedtag with tour/travel

claims

DA Calculation will be from time the tour startéal the time tour ended.
Minimum 12 hrs is a must for DA eligibility.

<12hrs=DA=0

> 12 hrs = DA = 100% for the day.

When own arrangement is made for stay, no DA iabpke. However,
flat amount for own stay arrangement is payabl@ersabove chart. In
such cases NO SUPPORTING IS REQUIRED.
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e In case of sponsored program in which lunch amdmacnodation is taken
care by clients, 50% of DA is payable to cover @nand Miscellaneous
expenses. DA covers all food and miscellaneoupemses in normal
cases. Hotel Bill / Invoice are mandatorymaging documents in all
cases.

e All Travel bills have to be submitted and settlesth 15 days of
completion of travel.

DOMESTIC TRAVEL

Category of Employee Travel/ Air-rail Travel Road

AlIR-Ecoromy

! Faculty Members/GM Rail-1 & Il tier sleepe

TAXI/AC Bus

I Other Officers and RAs | Rail- A/IC 2 Tier sleeper | TAXI/AC Bus

1] Staff Rail- A/C 3 Tier sleeper| BUS/ SCOOTER

IV | Attendants Rail -Second class sleepeBUS

Student ncminatec for any

V | Program/Seminar/Conferary < !!! TIer or Apex

"Air fare closer to AC A/CBUS

ce ete. Il Tier
Note:

1. TRAVEL BY SHORTEST ROUTE. Exception at the ampl of the
Director.

2. As far as possible, all individuals should A&EX/ lowest fare basis for Air
tickets.

3. Only actual fare paid will be reimbursed inea$travel lower class than the
entitlement.

A/C First class in train allowed for Category |
Those who are entitled to travel by Car canthseg own car and take
reimbursement of Rs.8/- per km. In case of ScabieRs.4/- per km.

ok
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Fifth Schedule

FOREIGN TRAVEL POLICY

Following foreign travel policy comes into immedia¢ffect, which supercedes all
earlier practices and verbal policies.

A

1.

. Eligibility Criteria

Only permanent employees of IMI are eligibletrivel once in 2 years on IMI
account. Incase of joint paper by 2 or more authois is not
transferable/substitutable in nature even if orth@us not able to make it for any
reason and informed the institute in writing tottbfiect.

Travel is permissible only when the paper isepted in any institution/university
of repute or a conference which will add value &ouity/staff and IMI and
confirmed in writing.

Incase of M| sponsored cases eligibility criteria obncein 2 yearsis applicable.
Incase ofThird party sponsored (expenses borne by third party/client/customer)
the condition o yearsisnot applicable.

Incase of foreign travel which are on sharirggi® | nstitute will contribute

1/3rOI of total expensesif faculty funds the remaining from the share of their
consulting and training revenue.

The condition of 2 years does not apply foveta at the instance of clients where
such expenses are fully borne by the third party.

Approval Process & Documentsrequired

Prior approval of the Director is a must inslth cases.

Person who is undertaking such travel shatlyide necessary justifications for
such travel.

Prior approval of budgeted expenses is mangaiod not more thanl15% of
variation in actual is permissible in any case.

Re-scheduling to emergencies shall be at teeration of the Director in rare
cases.

C. Trave/ Boarding/L odging/Miscellaneous Expenses

1.

Travel arrangement and stay shall normally tvanged through IMI approved
vendors and No Direct Air-ticket both for individuand bulk booking shall be
allowed. If there are many participants for a paogy Travel agent should suggest
group booking rates by the shortest possible rfmutthe destination. Travel agent
to inform free tickets/group booking rates/pointresal clauses in advance.
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Air tickets for all international travel shoulte through shortest possible route
with lowest economy fare. No individuals can dirgetvel agents to book their
preferred air- lines or route.

For example a trip to Long Beach via Orlando cityhas to be New Delhi
New Jerssy (NY)-Orlando being shortest route and liae to be used
continental and not ND-Dubai- NY(Emrites) and léave local flight like Jet
Blue can be used by travel agent depending orrédwed status etc

Any boarding and lodging related shall be dlebacked up by invoices/bills for

such overseas stay and incase it is a negotiagdaitl a vendor, it has to be in

the form of an invoice of vendor who are in thaieliof business backed up by
supporting for stay in hotel

For example a travel agent/vendor who is only avet business can submit an
invoice for travel along with supporting of air\ed/ cruise travel and not far
boarding & lodging abroad. In other words, vendosing a bill on IMI for such
travel must be in the same line of business inalyidioliday & resort booking
business. (Example: vendor like Travel 4 less-&f lbiiling is done for boarding
& lodging for such trips, it has to be clearly badkup by hotel bills for stay as
supporting for such bills raised on IMI) Invoicepporting for Hotel stay is
mandatory to establish authenticity of the voudret transaction as well.

Daily Allowance of 100$ per day is basicallyidogo cover food & all
miscellaneous expenses an individual has to inaungd the travel and no other
miscellaneous expenses for food/snacks can beadiion the same.

However, if there is a porter expense at goodir(once during the travel) can be
considered on declaration. Incase of group prognahere dinner is hosted and
which is part of program budget (tips can be a letitigad of expenses and can be
claimed from IMI).This is not applicable for indduals for their presentation of
papers & conferences.

Normally, all claims for B&L must have properpporting like invoice/bill of the
same hotel. For lodging, IMI will bear the stay atdnost break-fast cost. Lunch
& Dinner to be covered by DA of 100$ paid to indivals.

If the payment for Travel, B&L and out of potlexpenses are borne by third
party, bills/invoices have to be submitted to suiind parties by the service
provider. In such cases these bills need not beniidal to IMI. In case of
sponsored program in which lunch and accommodasidaken care by clients,
50% of DA is payable to cover Dinner and Miscellaumne expenses. DA covers
all food and miscellaneous expenses inmal cases. Hotel Bill/ Invoices
are mandatory supporting documents in all cases.
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8. All local conveyance claimed shall have Taxids&axi slips filled in with rate
with signature where ever possible to be submisledg with the claim. Travel
expenses claim vouchers need to reflect.

9. The maximum limit for any foreign travel is R§5,000/- which cover all
expenses of Travel, Boarding, lodging, DA, ConveyarRegistration/Delegate

fee.

10. All travel expenses must be settled within agsdof completion of such travel in
a format which covers the following points (formatsll be available with
Accounts Office till such time they are kept inrartet in a downloadable format)

a) Travel cost, even if it is directly paid by INd the vendor. (Mention paid
by IMI Directly)

b) Boarding & Lodging cost even if it is directbaid by IMI to the vendor
(Mention paid by IMI directly)

c) DA & expenses claimed

d) Total Expenses for the trip

e) Advance taken for the trip

f) Amount payable or Receivable

g) All conversions to INR to be done and INR vatoebe arrived before

submission
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4.1

Sixth Schedule

LEAVE RULES
Short Titleand Commencement
These rules may be called the International Managénnstitute-Leave
Rules. They shall come into force front danuary, 2001Any subsequent
amendments made to these Rules will come into ¥atbeeffect from the date
of their approval.
Scope of Application
These Rules shall apply to all full-time employeéshe Institute except those
engaged on contract terms. Those engaged onipa/casual basis will also
not be governed by these Rules.

Note: - Employees engaged on contract or part/daseial basis will be
governed by the terms of their contract.

Definitions

In these Rules, unless there is anything repugnaht subject of context :

a) “Institute” means the International Managemastitute.
b) “Board” means the Board of Governors of thditate.
C) “Competent Authority” with reference to exercisieany power under

these Rules means the Officer or Authority to whsumh powers are
delegated either in general or in particular.

d) “Registered Medical Practitioner” means any pengegistered as such
under any law for the time being in force and idelsi any practitioner
in the fieldsof Allopathy, Homeopathy, Ayurvedar Unani System of
Medicine.

e) “Government Hospital” means any hospitestablished by any
authority under the control of Centre or State Goreent, Municipal
Authorities, autonomous body, public sector undeém or a hospital
recognized by thdnstituteas such.

f) “Pay” means the amount drawn monthly by an elygdoas basic pay
and will also include special pay, personal pay, soich other
emoluments specifically classified as paythg Institute

General Conditions

Leave cannot be claimed as a matter of right. Wherexigencies of service
so requiresleave of any kind may be refused or revoked gy dhthority
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4.2

4.3

4.4

4.5

4.6

4.7

5.1

5.2

5.3

5.4

5.5

5.6

competent to grant it, but it shall not be opetthtat authority to alter the kind
of leave due and applied for, except at the requietste employee.

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

An employee on leave shall not take up any otlegvise or accept any
employment.

An employee who is dismissed or removed from seraiad is reinstated on
appeal or revision shall be entitled to count feavle his service prior to
dismissal or removal as the case may be.

Periods of unauthorized absence will not couneiming leave.

In the case of a person re-employed after retiréniba provisions of these
Rules shall apply as if he had entered servicaherfirst time on the date of
his re-employment.

Prefixing and suffixing holidays to leave shalldlewed automatically except
in cases where for administrative reasons pernmsgo prefixing/suffixing
holidays to leave is specifically with-held. Inetltase of leave on Medical
Certificate, if the day on which an employee istiied medically fit for
rejoining duty happens to be a holiday, he shabmatically be allowed to
suffix such holidays to his leave and such day$ slbabe counted as leave.

Grant of and Return from Leave

Any application for leave or for extension of lealall be made in Form-I to
the authority competent to grant leave.

A leave account shall be maintained in Form-2efach employee.

No leave shall be granted to an employee until gonteregarding its
admissibility has been obtained from the authortgintaining the leave
account.

An application for leave on medical grounds shal dccompanied by a
medical certificate given by a Registered Medicehcltioner defining as
clearly as possible the nature and duration oflliness.

The authority competent to grant leave may, atligsretion, secure a second
medical opinion by requesting a Government Med@#icer not below the
rank of a Civil Surgeon or Staff Surgeona reputed medical expetd have
the applicant medically examined on the earliessjide date.

The authority competent to grant leave may, atdiscretion, waive the
requirement ofproduction of a medical certificate in case of ppleation for
leave for a period not exceeding three days atna.ti Such leave shall not,
however, be treated as leave on Medical Certificatd shall be debited
against leave other than leave on medical grounds.
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5.7

5.8

5.9

6.1

1)

(@)

3)

(4)

6.2

6.3

(1)

No employee who has been granted leave on MediedlifiCate will be
allowed to return to duty until he has producedetlital certificate of fitness
from a Registered Medical Practitioner.

All employees who intend to leave the station omdpegranted leave will
notify their leave address to the officer under mhitney areworking They
will also communicate immediately any change inradsd, which may occur
while on leave.

An employee who absents himself from duty withowtper leave orle does
not resume duty immediately after the expiry ofveeganctioned to him will
be viewed as absent without leave and hence nitkednto any pay or leave
salary, besides rendering himself liable to disegyly action.

Kinds of L eave Due and Admissible

Casual Leave

Casual leave is intended to cover casual alesehthe employee for personal
reasons. Casual leave will be allowed for 7 days calendar year. This will
be non-cumulative in nature and, if not availediafing the year, shall lapse.

Casual leave will be granted in units of hafar full day as may be applied
for, the lunch interval will be taken as the diwidiline.

Casual leave can not be combined with any otbave, and maximum
permissible limit at one point is 3 days excludprgfix and suffix holidays.

SaturdaysSundays and Holidays falling within the spell asual leave will

not be debited to the casual leave account. Céesanad can be combined with
Saturdays, Sundays and holidays.

Special Casual Leave

Special casual leave falbutside the normal leave and may be granted ta@ mee

special situatios but not for domestic or personal reasons as inctse of
casual leave. Special casual leave may be graritéldeadiscretion ofthe
Director/Director General, in the cases mentioneld:

(1) Employees who undergo sterilization operatioder the family welfare
scheme may be granted Special Casual Leave notdingesix days.

(2) To regularize absence on account of natatamities and civil/political
disturbances and infectious diseases. Each caséavitonsidered on
merits by the competent authority.

Privilege Leave

All employees governed by these Rules, excaptilfy members, will be
eligible for privilege leave of 30 days in a calangear.
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(@)

(3)

(4)

(5)

(6)

(7)
(8)

6.4

Every employee’s privilege leave account shedl credited with privilege
leave in advance itwo installments of 15 days each on the first day of
January and July of every calendar year, provided in the half year in
which an employee joins service of the Institute quits service due to
retirement or resignation etc., credit shall bealéd to his leave account at
the rate of 2% days for each completed calendathmainservice which he is
likely to render during the half year.

If an employee has availed of extra-ordinargvke and/or some portion of
absence has been treated as dies-non in a halftgearredit to be afforded to
his leave account at the commencement of the rakiybar shall be reduced
by 1/10" of the period of such leave and dies-iipf20" for faculty members)
subject to a maximum of 15 dafg5 days for faculty members)

The leave at the credit of an employee at theecof the previous half year
shall be carried forward to the next half year sabpf the condition that the
leave so carried forward plus the credit for théf fraar do not exceed the
maximum limit of 300 days.

The maximum amount of privilege leave, whichyrba granted at a time, will
be 120 days.

Intervening Saturdays, Sundays and holidayBnfalwithin the period of
privilegeleave will be counted as priviledgave.

PL can be combined with ML.

In case of overseas travel for paper presemaine cannot club any type of
leave for more than 5 days.

Medical L eave
All employeesvill be eligible for medical leave of 10 days ic@endar year.
Credit to medical leave accoumill be made in advance as under:

Q) On entering service, 5/6 days per month folmeammmpleted calendar
month from the date of joining to the immediatellldwing 01
January/01 July, roued upto the nearest full day;

(2) Thereatfter, 5 days on each 1st January andulysevery year; and

(3) Onthedate of retirement/resignation/removal from servdismissal/
death while in service, at the rate of 5/6 days penth for each
completed calendar month in the relevant half yeamding up to the
nearest full day.

Medical leave may be granted on medical certificatieject to the conditiens
that the authority competent to grant leave is satisfiedt ttieere is a
reasonable prospect tife employees returning to duty on its expiry. ML upto
3 days can be availed without medical certificate.
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6.5

1)

(@)

(3)
6.6

1)

(2)

6.7

(1)

(2)

Mater nity L eave

A female employee having less than two surgwvimildren may be granted
maternity leave by an authority competent to gteatve, for a period of 135
days from the date of its commencement subjectréalyction of medical
certificate. During such period she shall be peale salary equal to the pay
drawn immediately before proceeding on leave. Mutigreave beyond 90
days is subject to management approval. Materadyéd is permitted for only
2 children (Maximum).

Maternity leave may also be granted in aaftsmiscarriage including abortion,
subject to the conditions that:

(i) The leave does not exceed 45 days in the esginéce; and
(i) The application for leave is supported by adioal certificate.

Maternity leave shall not be debited againstléave account.
Extraordinary L eave

Extraordinary leave upto the limits given below nteygranted to an employee
in special circumstances:

(1) When no other leave is admissible; or
(i)  When other leave is admissible but the empéogipplies in writing for
the grant of extraordinary leave.

Extraordinary leave may be granted upto thievieng limits:

(i) Upto three months on any one occasion on giswther than illness.

(i) Upto six months on any one occasion on mddieatificate for diseases
other than TB, Leprosy and Cancer.

(i) Upto eighteen months on any occasion in ca$etreatment for TB,
Leprosy and Cancer.

(iv) Upto twenty four months on any one occasioor fa study in
Institute’sinterest.

Terminal Leave

An employee, who is retired by the Institutedaying him pay and allowances
in lieu of notice, may apply for leave within therfd for which such pay and
allowances were given, and where he is grantec|dhe leave salary shall be
allowed only for the period of leave excluding tipatriod for which pay and

allowances in lieu of notice have been allowed.

Where the service of an employee is termin&igchotice or by payment of
pay and allowances in lieu of notice or otherwis@accordance with the terms
and conditions of his appointment, he may be gthptiévilege leave to his

credit subject to a maximum of three hundred dasendahough such leave
extends beyond the date on which he ceases toda\iite.
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6.8

Provided that the leave so granted to sachemployee, other than an
employeewho wasre-employed after the date of retirement, doesemténd
beyond the date of retirement.

Compensatory L eave

1. As a matter of policy everyone is expected ¢tokwminimum 40 to 48hrs in
a week to ensure smooth functioning of essentraics of the institute.

2. Eligibility: staff members should have put imnimum 2 hours for a half a
day CO and above 4 hours for a full day CO.

3. Maximum CO: compensatory off to an employed gays a month to be
availed in maximum 3 months incase of Attendantd 8afai Karmacharis
and 2 months incase of other staff members.

4. Discretion: Management at it's discretion, depeg on the work load
factor and essential service requirements, may séa# members to take
compensatory off on certain dates for minimum staffuirement to run the

institution.

Summary of Leave with Guidelines

All leaves are calculated on Calendar year basis - January to December

Leave Type Eligibility GuidelLines

Casual Leave (CL) 7 days Can not be clubbed with any other leave- at adtrabt
beyond 3 days.

. Can be combined with only Medical Leave- intervenir

Previlage Leave (PL) 30 days holidays will be counted* only prefix & suffix alleed.
ML upto 3days can be availed without medical

Medical Leave (ML) 10days certificate, beyond 3 days doctor's certificatedsete be
produced.

Maternity Leave (ML) | 135days Discretion of the management above 90 days ane:tw

maximum during the service.

Compensatory Holidays
(CH)

For staff only

Can be clubbed with any leave except CL but int&ng
holidays will be counted.

Short Leave/Early going
(SL/EG) (by definition
SL/EG is in one hour)

2 days a month

2 days a month- beyond 2 days Clt debi

Late Coming (LC)

3 days a montlll 3 days a month- beéydays CL debit

Note:

Entitlement for compensatory off has to be exaatlyer|
days worked -either half a day or full day.
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7.

8.1
1)

(@)

3)

(4)

(5)
(6)

(7)

(8)
8.2

Leave Salary

An employee who proceeds on leave is entitled &vdesalary as detailed
below:

Kind of Leave Leave Salary

(1) Privilege Leave Leave salary equal to the pagwd
immediately before proceeding on leave.

(2) Medical Leave Leave salary equal to the amount
specified in (1) above

(3) Extraordinary Leave No leave salary

Encashment of Privilege L eave
Encashment during cour se of employment

An employee who has completed one year of semvi the Institute will have
the option to encash his privilege leave.

Minimum period of leave to be encashed at aetwill be 10 days, and
maximumperiod will be30 days or half the leave standing to the credihef
employee, whichever is less.

Only privilege leave will be encashable and anoy other kid of leave.

There should be at least 10 days leave at thditcof the person after
encashment.

Encashment of leave will be permissible onlgem a calendar year.

For the period of leave encashment, an amoqnotleto the total of the
following elements of emoluments to which the parseas entitled on the
date of application would be admissible:

()  Pay
(i) Dearness pay/Dearness allowance

The amount payable towards encashment of leaWenot be reckoned as
wages/salary fothe purpose of provident fund, bonus, house adltwance
reimbursementdf medical/leave travel expenses;.

Thebenefitwill not be admissible to a person under suspension

Encashment of un-utilised privilege leave on the date of retirement

Cash equivalent of privilege leave standing todfeslit of an employee at the
time of retirement not exceeding 300 days shalbdie to him as one time
payment. The cash payment will be equal to thedesalary as admissible for
privilege leave and dearness allowance admissible on that leaary at the
rates in force on the date of retirement. No ctynpensatory allowance
and/or house rent allowance shall be payable. Deisefit will also be
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8.3

8.4

10.

11.

applicable in case of persons whose services anginaed on account of
retrenchment/abolition of posts or who resign fregnvice and are not granted
terminal leave.

Encashment of leave in case of death of an employee

In case an employee died while in service, the eaglivalent of leave salary
that the deceased employee would have got had deeguted orprivilege
leave, that would have been due and admissiblentoblat for death, on the
date immediately following the death, and in angecaot exceeding leave
salary for 300 days, shall be paid to his familfDearness pay/dearness
allowance admissible on the leave salary shall la¢spaid to the family of the
deceased but no city compensatory allowance orehmarg allowance would
be paid.

The competent authority in case of sub rule 8.1lvabwill be the leave
sanctioning authority while that in case of sulesul8.2 and 8.3 above,
Director/Director General.

L eave Sanctioning Authority

Notwithstanding anything contained in these Rutég, Director General /
Vertical Deans shall be the competent authoritysanctioning leave to the
faculty members. Leave for others will be sanmwd except where
specifically provided otherwise, by their respeetiverticalsor Registrar &
CAO, except that casual leave not exceeding 3 ohatfse case of employees
in Grades | and Iwill be sanctioned bthe Officer under whom the employee
is working.

Advance of Leave Salary

An employee proceeding on leave for a pewnbdot less that thirty days may
be allowed by an authority competent to grant leaneadvancagainstleave
salary, upto a month’s pay and allowances, adniessit that leave, subject to
deductions on account of income tax, provident furalise rent, recovery of
advances , etc. The advance should be adjustied in the leave salary bill
in respect ofthe leave availed of. In case where the advance cammo
adjusted in full, the balance will be recoverednirthe salary or/and leave
salary.

Setting of L eave towar ds Notice Period

Where an employee resigfrem his post of his owrvolition, and is required
to give notice under the terms and conditions sf dppointment or deposit
pay and allowances for a specified period in lleer¢of, the employee may be
permitted, atthe discretion of the Director/Director General, to sét the
privilege leave admissible to him on the date of leavingisertowards the
notice period to the extent possible. But no otlipe of leave shall be set off
for shortfall of Notice Period.
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12.

13.

(1)

(2)

14.

Recall to duty before expiry of leave

In case an employee is recalled to duty beforeettry of his leave, such
recall to duty shall be treated as compulsory ircates. The employee shall
be entitled to be treated as on duty from the datevhich he starts from the
station where he is spending leave and to dravirgyeling allowance as
admissible under the T.A. rules for the journey @ndeave salary until he
joins duty, at the same rate at which he would have dravutitfor recall to
duty.

Repeal and Savings

On the commencement of these Rules, every mdgulation or order
(hereafter referred to athe old rule) in force immediately before such
commencement shall cease to operate.

Notwithstanding such cessation of operationytlaing done or any action
taken or any leave earned by or granted to or adcto the credit of an
employee under the old rule shall be deemed to haga done, taken, earned,
granted or accrued under the corresponding prowssid these Rules.

I nterpretation
In regard to doubts, if any, in the interpretatmmapplication of these Rules,

the decision of the Director/Director Generdlanagement Committae the
matter shall be final.
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