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Vision

To be recognized as a Business School for Rural Development through Entrepreneurial
Education and Research.

Mission

1) To provide Conducive platform that encourages outcome based experiential
learning.

2) To provide environment that encourage Academia and Corporate connects.

3) To contribute in the economic and social development of background region.
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CHAPTER- I

Name : These rules, contained in this administrative manual, shall be called the
"Sau Leena Kishor Mamidwar Institute of Management Study and Research,
Kosara, chandrapur." (Governing the service ionditions or i.urrrirrg *anon_ teaching staff)

Annlication :

These rules shail apply to all the emproyees of sau Leena Kishor Mamidwa?Institute of Management Studies and Research, Kosara, chandrapur.
In respect of matters not specificalry provided for in these rules, theGoverning Body of the Institute shall be competent to issue suchdirections or orders as it may consider appropriate and such directionsor orders shail be treated as part and parcer of and shalr have the sameeffect as these rules.

c)
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CHAPTER- II

DtrFIl\ITIOI\S

1. "Institute" or "College" or "LKMISMSR" means the institute
known as "Sau Leena Kishor Mamidwar Institute of Management Studies
and Research, Kosara, Chandrapur,,.

2. "Governing Body" means the Governing Body of the Institute.
3. "Chairman" means the chairman of the Governing Body of theInstitute.
4. "Correspondent" means the Correspondent of the institute.
5. "Secretary" mears the Secretary of the Instifute.
6. "Principal" means the principal of the Institute.
l. "Employee" means an Employee of the Institute.
8. "Headquarters" means the Head euarters of the Institute, i.e., chandrapur.
9. "Authorities", "officers" and "professors" respectively mean the Authorities,

Officers and Professors of the Institute. e

10. "Appointing Authority" means the authority empowered to make appointment to a
post i.e., Secretary of the Institute.

11. "Appointment to a post on regular basis,, :

A person is said to be "appointed regularly" to a post when (in accordance with these
rules, or in accordance with the rules applicable at the time, as the case may be) he/she
discharges for the first time, the duties of the post commencing the probation,
instruction, or training prescribed thereof, after receiving an order from the Secretary.

12. "Appointment to a post on a temporary basis,, :

A person is said to be "appointed to a post on temporary basis" when he / she is
appointed as such in the order appointing him / her.

13. "CompetentAuthority,, means :

a) The chairman / Secretary in the case of the principal /Director.
b) Principal in the case of all other employees including Deans.

14. "Duty" : A person is said to be on o'Dut\," for the purpose of service benefits, when
a) He / She is performing the duties of the post to which he / she is appointed, or is

undergoing probation, instruction. or training prescribed for the port, p.orrided that
the performance of such duties is folrou-ed by confirmation.
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b) Heishe is absent from duties on authorized holidays, or on casual leave taken in

accordance with instructions regulating such leave issued by the Governing

Body, having been on duty immediately after suchabsence

OR

F{e / She being a teacher, is absent duringvacation.
OR

OR

He / She is absent from Head Quarters attending to work not connected with his /

her usual routine but assigned to him / her by competentauthority'

i5..,Lien" means the title of an empio-vee to hold substantively either immediately or on

Termination of a period or periods of absence, a regular post, including a tenure post to

which he / she has been appointedsubstantively'

16..,Officiate": An institution emplo,vee ofhciates in a post when he / she perform the

duties of a post on which another person holds lien. The appointing authority may' if it

thinks fit, appoint an employee to officiate in a vacant post on which no other employeB

holdslien.

17."Pay" means the amount drawn monthly b-v an employeeas:

a) The pay (other than special pay glanted in view of his / her personal qualifications)

which has been sanctioned fo, a post held by him / her substantively, or in an

officiating capacity, or, to which he / she is entitled by reason of his / her position

in a cadre,and

)c

Special pay and Personal PaY,and

Any other emoluments, which ma,v be specially classified as pay by the

GoverrringBodY.

Governing Body, or in the order ofappointment.

i9.,,Period of Probation" means the period of probation prescribed by the Governing

Body or specified in the order ofappointment'

\\'ho has2A. "Probationer'z meaxs an employee

probation.
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grarrted to an Institute ernPloYee

ersonal Pay" means an additional pay
respect of regular

r"tft reduction of
post other than

"P
loss of substantrve pay 1n

substantlve pay
a) T save him I her from

from any
due to revision of pay or

tenure post
measure; or

fr-

other than AS disciPlinary
considerations'

In excePtional circumstances on other personal

b)
grarrted consideration

emPloYeo,
ln

addition to the pay of an

"Special Pry,, means an))
of

a) The specially arduous nature of the duties'

b) A specific "U*iio" 
to the work responsibilities'

23...SubsistenceGranf,meansamonthlygrantmadetoanemployeeunderSuspenslon,
who is not in receipt of pay or leave salary'

24. "substantive Pay" means the pay other than special pay and personal pay drawn in a

B

post held in regular caPacitY'

25...TenurePosf,meansaregularpost,whichanindividualemployeemaynotholdfor
more than a limited Period'

26'..TimescaleofPay,,meanspay,which,subjec|toanyconditionsproscribedinthese
tules,risesbyaperiodicali"*"*""t'f'o*aminimumtoamaximum'

27...TeachingStaff,:Theteachingstaffshallcomprisethefollowingcatogories.
PrinciPal

Director
Professors

Associate Professors

Assistant Professors

AssociateLecturersl.leachingAssistants

AnY other category of

-Teaching Staff': All emplo,vees

to be notr-teaching

7
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28. "Non
staff shall be deemed

staff.
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CHAPTTR_

Appointmcnts:

a)GoverrringBodyshallhavethepowertodecidewhetheraparticularpostwillbe
fr1led by op"r, udr.rtisement, ot uy in itutiot" or by pto*oiio" from amongst the

, ;;;;:::"::'*ilJ:""::.,llli:g,teaching 
posts bv_open advertisemlnt shall be

constituted UV ,lr. Governing 
""U, 

,, ,.l rt . A,C,'E / Gou"tn*ent rules in vogue

and subject experts will be invited o"l t* affiliating university, i'e" the Gondwana

., YlJ.l,1l1';3lt[:?ifo, .,o,,-r.aching posts shall be constituted bv the Goveming

Body' -. ^^ ^A,,a*r<ement- it shall be advertised by the

, :iH:;:;[,n#l::.iJJ[],TJ'Jiilil[:;*:, 
ar / Head 'r'lle

department".'.*..*gtlrecandidatestobecalledforintervtew.
e) The serection committee intervie*, in. candidates called for interview and makes its

r:ecommendations to the Governing Body, the names of the selected candidates being

0 il:Tr:$rT:"J.",ff1i= selection committee shali be questioned on the ground

oftheabsenceofanymembero,.*"*b.,softheselectioncommittee.
g)Providedthattbranymeetingoftheselectioncommittee,iffoundnecessary,the

Principal/Secretaryshallgiveatleastu-*t"t'otice"ofthemeetingtothemembers 

of the

selectioncommittee'

h) Qualifr"utio,, ,.q.,ired for filling a post in the Institute shall be such, as may be

determined by the Governing g.iiir"* time to time, taking into consideration the

norms P""'ibtd bY the AICTE /U'G'C'

i)Secretary,t.,uitu.theappointinn.u.,.r,o,it'vforallthepostsinthelnstitute.

2. Scalcs of l'ay:
a)TeachingStaff:AICTEscalesofpal'asapplicablefromtimetotime.Wherever

the'e is no scale of pay for a particl'ilar teachi,-,u .ud,., suitable scaie of pay shall be

Prescribed bY the GoverningBodl''

b)AllotherPosts:Scales,u,p,.,.,.ibedbl.theGoverningBodyfromtimeJotime.
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4. Fixation of PaY:

Anemployeewhoisappointedtoapostshall,irnlessotherwisestated,beeligibleto
drawpayattheminirrrumoftheti*.,."r"ofpayofthatpost.Anemployee,whois
holdingapost*u.i*"scaleandno,o**.dtoahigherpost,shallbeentitledtodraw
pay in the time scare of pav of th";i;;'1n"'11t-:n:-':ffiil;:fi::,':fi:3.:T"T'#';
p,v i" the lower o::::T:.:i::?1lJT"-,Intn"1, 

", 
the rower post at the time of

he/she had reached the maxlmum. ut.*': 
l::^::::--l,,,tt 

". 
frxed in the same manner

such a promotion' his / her pay in the higher post will be fixed in the

giving a notionat i,,'","m",,t in tt,e lower post and o,,**a fixation at the next stage of

the scale in the higher Post'

5. Increments :

a) Arl services in apost on time scale of pay shall

scare provided the facurty meet the performance

form'

b)Leave,otherthanextra-ordinaryleavewithoutpayshallcountforincrementsinthe
time scale applicable to the o"u **"i ;;-t*.p;i*^holds' and on the post on which

he/sheholdslien,provided,however,thattheappointingauthorityshallhavethe
power to direct tttut "*t 

*ordinary leave shall be countld for increments' if it is

satisfiedthatsuchleavewastakenonaccountofillnessorforanyothercause
considered by the Governing Body as proper and reasonable'

c) Where the probation of an employtt i' t"ttnded' the authority which extended the

probation shall decide whether the second increment shall be allowed to be drawn'

orkeptinabeyanceuntiith..,nptoyeecomplet",t.periodofextendedprobation
and is ultimately confirmed by the appointing authority'

d) The Secreta*t utt u" the authorni '" 
salnction the increment for the Director'

PrinciPal and other staff'

Withholding of Increment :

When an increment of an employee is \\'ithheld as a disciplinary measure' the authority

ordering the withholding of the increment shall state the Period for which the increment

shall be withheld and whether it shall have the effect of Postporung the future

or without cumulative effect' Whenanincrementiswithheldfora

LKI,'I IfVISR
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completed"

,l.I\qdqctionofl,a},Ir}TimeScale:

when the pay of an employee is reduced by competent authority to a lower stage in the

time-scale, that authority shall specify in the order the period for which such reduction

shall be effective, and that the period shall be exclusive of any interval spent on leave'

8. A.dvance Increments:

TheGoverningBodyshallbetheauthoritycompeterrttosanctionadvanceincrements'
However, in respect of new appointees, the Secretary lPrincipal may offer higher'start

taking into consideration the pa,v structure of the existing employees and report to the

Gover.ning Body. Advance increments may be sanctioned to the existing employees as

an incentive in special deserving cases'

1 Kosara
l-Krt'?
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CHAPTER- IV

GEI{ERAL CONDITIONS OF SERVICE

1. Medical Fitness:

E,ery appointment shall be subject to the condition that the appointee is certified as

being i1 sound health and physically and mentally fit for service by a medical authority

nominated by the Governing Body. The Governing Body may, however, for sufficient

r:easons, relax the medical lequirements in any particular case or cases or dispense with

such medical examination in any case or cases, subject to such conditions, if aay, as

may be laid down by the GoverningBody.

..

2. Whole-fime llmployee:

a) Unless otherwise stated specifically in the terms of appointment, every employee is

a whole-time employee of the Institute and may be called upon to perform such

duties, as may be assigned to him / her by the Director / Principal / Secretary even

beyond the scheduled working hours and on holidays andSundays.

b) An employee of the Institute sha1l devote his / her whole time to the service of the

Institr-rte and execute such duties as may be assigned to him / her by the Director i
Principal / Secretary . He I She shall not engage directly or indirectly in any trade or

business or in private tuitions or any other work which may interfere with proper

discharge of his / her duties. But the prohibition herein shall not apply to academic

work and consultative practice etc. undertaken with the prior permission of the

Principal / Secretary, which may be given subject to such conditions as regards

acceptance of remuneration that ma,v be laid down by the GoverningBody.

3. Prohation:

a) A11 employees appointed to re.',rlar posts under the Institute shall be on probation for

a period of twoyears.

b) Ernployees appointed to higher post blr promotion shall also be on probation for a

period of oneyear.

c) The appointing authority shall have the power to extend the period of probation of

any employee of the Institute for such period as may be foundnecessary.

1
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When an employee completes his / her probation, or extended period of probation' the

appointing authority shall decide whether his / her probation is completed satisfactorily,

and if it is so decided, it may regularize him/ her in the post in which he / she has

completed the probation. If the appointing authority fails to decide within 6 months

from the date of completion of the prescribed period of probation, the employee will be

.deemed to have completed the probation satisfactorily'

5. Termination of Service:

a) Where it is proposed to terminate the services of a probationer during the period of

probation, for any specific fault, or an account of the unsuitability of the person for

the service, the probationer shall be appraised ofthe grounds of such proposal and

given an opportunity to show cause against it, before orders are passed by the

authority competent to terminate the employment on,,one month notice"'

b) If a member of the staff is not regularized after the period of probation and his / her

probation also is not formally extended, he / she may be appraised of the reason

thereof within 6 months and he / she shall be deemed to have continued on p

temporary basis and his / her services may be terminated by the appointing authority

by giving ,,one month notice".

c) The appointing authority shall have the power to terminate the services of any staff

member appointed on a consolidated salary without any notice

d) The Governing Body shall have the power to terminate the service of any member of

regular staff by giving him / her ,.three months' notice" if the membef's retention in

service is considered undesirable on medical grounds certified by a medial authority

nominated by the Governing Body and also on grounds of misconduct,

misappropriation, dereliction of duty, inefficiency, etc.

e) The Governing Body shall have the power to terminate the service of any member of

regular staff on grounds of retrenchment for reasons of economy by givin$ ,,three

months' notice" in writing to the person concerned'

0 Services of a probationer or a member of the regular staff can be terminated

forthwith by paying the notice period pay in cases'under rules (a), (b), (d) and (e)

above, instead of keeping him / her in service during the notice period.

6. Resipnation:

a) A member of the regular staff may resign from his / her post and terminate his / her

engagement with the Institute b1, giving to the appointing authority ,,3 months'

notice" or 3 months' pay in lieu thereof. The vacation enjoyed by such an employee

during the notice period will not be counted as part of theJnotice period. However,
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period also.

unless otherwise stated specifically in the terms of appointment, any employee on

probation may terminate his I her engagement with the Institute by giving to the

appointingauthoritY
will not be counted as Part of

enjoyed by such an employee during the notice Period

the notice period. However, the appointing

accept the notice for a lesser periodalso.

authority ffidy, for sufficient reasons,

7. Applications For Outside Annointment:

a) A member of staff who is on probation, shall not be permitted to apply for outside

iobs, he / she has to resign for applying for such ajob'

b) The maximum number of applications from a member of the regular staff to be

forwarded by the competent authority for appointment outside the Institute shall be

restricted to two Per calendaryear.

8. llctircment: +.

The age of retirement of all teaching staff shall be 60 years and in the case of other

staff it shall be 58 years.

9. Soniority:

The seniority of an employee in a post shall be determined by the date of

commencement of his / her plobation in that post. In case of two or more persons

selected for appointment at the same time to a category of post, the appointing

authority shall fix the seniority among them, having regard to the order in which

they have been placed by the selection committee, if any, which has inoluded them

in the panel.

LKfuI ttuf$R
Kosara13

C*t
d:'
+=

Jt
..{t
C=

$l}t
+r
?t't'
t!t'

+
l]t,
5

I
?
+
?
tr
P
P
F
\

s'

@'

4bti



CI{APTER- V

General
,,Sau Leena Kishor Mamidwar Institute of

a) Theserulesshallbecalledthe
Management Studies and Research' Kosara, Chandrapur, Leave Rules"

They shall
shall be deemed to have come into effect

be applied to all the employees of the Institute appointed on regular basis'

c) A leave account shall be maintained for each empl0yee in the appropriate form'

d) Leave is earned by .,duty" only. Duty, for the purpose of leave, includes :

i" AnY Period of absence on casual leave or special casual leave.

Any period of absence on Pub lic holidaYs whether in combination with casual

leave or when permitted to be Prefixed or suffixed to leave under these rules'

iii. AnY Period of absence during vacation either during a continuous Period sPent

on dutY or when permitted to be prefixed or suffixed to leave under these rules'

b) TheY

t$u

)e Leave cannot be claimed as a matter of right' Thesanctioningauthorityhasfull

discretion to refuse or revoke leave of any description when the exigencies of

service so demand

0 The sanctioning authority may recall an employee to duty before the expiry of his /

her leave.

g)UnauthorizedabsencefromdutymaybetreatedaSmisbehaviorinvolving
disciPlinarY action'

h) An employee on leave shall not take up any service or accept any employment

without the prior permission of the appointing authority'

i) Every application for medical leave or extra-ordinary leave' on medical grounds

shall be accompanied by a medical certificate given by a registered medical

practitione.. No employee wL, has been granted leave on medical grounds wili be

allowed to return to-duty without first producing a medical certificate offitness'

j) Leave on loss of pay and earned leave, cannot be availed for a period of less than

one day. Further, earned leave can be availed only after it is sanctioned by the

competent authority.

k) An employee, who leaves the Head Quarters or place of duty during vacation' is

liable to be recalled, if required'

The principal shalr be the cornpetent alrthority to grant leave to all employees
r)

except the Director. In the case of the Ptincipal, the Secretary or
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the Chairman of the Governing Council will be the authority competent to sanction

leave.

m) An employee cannot return to duty before the expiry of leave sanctioned to him /

her unless he / she is permitted by the competent authority to doso.

1. Casual Leave

a) Casual leave will be admissible to an employee of the Institute for a total

period of not exceeding 8 days for teaching staff and 10 days for non-

teaching staff in a calendar year. If any employee joins the Institute in the

middle of the calendar year, the quantum of casual leave admissible to him /

her will be on pro-rata basis. It may be granted for a period not exceeding 6

days at a time, including holidays. Any balance period of casual leave shall

lapse with the calendaryear.

In normal circumstances, casual leave requires advance sanction and the

employee has to make alternative arrangements for his / her work for the

leave period.

b) Casual leave should not be combined with any kind of regular leave*

discussed in the followingsections.

2. SpeciAl C,asuallreave

a) Special casual leave not counting against casual leave mentioned above, may

be granted to an employee for a period not exceeding 6 working days

commencing from the date of operation, when he / she undergoes

sterilization operation under the family planning scheme, once during the

service period, subject to the production of a medical certificate from the

doctor who performs the operation, to the effect that the operation has been

performed.

b) Whenanemployee"swifeundergoesanonperperaltubectomyoperationunder the

family planning scheme, the employee shall be granted special casual leave

not exceeding 7 days, c.. rnmencing fiom the date of operation, subject to the

production of medicil certificate from the doctor who performs the

operation, that the operation has been performed on hiswife.

c) Special casual leave cannot be combined with ordinary casual leave or with
any other leave, or withvacation.
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:.
a) The teaching staff members and such other staff members declared as

teaching staff members of the Institute, shall be eligible for 5 weeks of
vacation in a calendaryear,

b) Non{eaching staff members of the institute are eligible for vacation as per
the stipulated theguidelines.

c) Unless specifically permitted by the Principal, all faculty members shall
avail vacation on in spells of at least at 1Sdays.

d) Each teaching staff member will be credited with 7 days of earned leave for
every year of completedservice.

e) Every regularly appointed non-teaching staff member will be credited wjth 5
days of privilege leave for every year of completedservice.

0 An employee will, ho\,\,ever, cease to earn such leave when the privilege
leave due amounts to 1S0days.

g) Leave earned by each employee will be credited to his / her privilege leave
account only at the end of each completed year of service; i.e.; ti" l"uu.
earned in any particular year can be availed of only during subsequentyears.

h) Vacation may be taken in combination with or in continuance of privilegJ
leave and extra ordinary leave, provided the total duration of vacation and
leave shall not exceed 90days.

i) The grant of privilege leave at a time shall not exceed 90 days. This limit
may, however, be relaxed by the competent authority for specialreasons

4. Ilxtra-OrdinaryLeave

a' Extra - ordinary leave rnay be granted in special circumstance mentioned

When no other leave isavailable
whe, other leave being admissible, the employee applies in writing
for extraordinary

b' Such leave is not debite . against any leave account. No salary @ay &allowances and increments are admissible during suchleave.

c. Extra ordinary leave may be combined with any other leave except casual
leave and special casualleave

d. Extra-ordinary leave may begr.anted
i. on medical grounds o, trre basis of a medicalcertificate.
ii- when a teaching staff member wishes to go for higherstudies.

e. The authority empowered to grant leave may
periods of absence without learre, into
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5. A.ud**i. l"ur" & on Dutt l.ur*

Academic leave:

This is sanctioned not exceeding 5 days in a ye8r which could be carry

forwarded to the next year in case of non-utilization' This leave is primarily

meant for deputing the faculty for Seminars / Workshops / Paper

publications / presentations etc., at the discretion of the Principal' Such leave

cannot be treated as OD.

Further with regard to Ph.D. works either full time or part time, it's to clariff

once again that no AL and / or special leave can be granted on blanket basis'

Aspirants of these courses before proceeding need to apply to the

Managementgivingcompletedetailsoftheprogramtheyintendtodoand
appear before tfre iOC (Staff Development Committee); thereafter which

orrly, based on the recommondations, the Management may consider some

support as detailed in the annexure which may include Special Academic

Leave etc. a

gl-dg,lryleave:

a) on Duty leave, not exceeding 10 days in a calendar-year, may be granted to
' 

a teaching staff member of th. Institute for academic purpose, such as

external examiner ship for practical, spot valuation of answer scripts and

attending Board of Studies meetings of Gondwana University,Gachiroili'

Conferences, paper presentations etc',

b) When a teachini staff member is on vacation, he / she cannot avail academic

leave.

c) Academic leave cannot be combined with any other-kind of leave.

i) epplication for academic leave should aiways be accompanied by the
' ,"lerurt appointment order (as examiner) or the pertinent communication in

original

6. Maternitv Leave:

a) Maternity leave is admissible to married women employees appointed on

regular basis with at least one year of regular service in this institution and

,u, b" availed only once during the entire service period.

b) The leave is not admissible in the case of a woman employee who has two or

more survivit g children.

c) Materniti{ Ieave may be sanctioned up to 90 days on full pay

17
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7 Compensatory Cas$al Leave (.CCL):

a)Thisleaveisgrantedtonon.teachingstaffonlyattherateofonedayfor
every day when they perfor* -t'o1';'"?'*";^ii"; 

duties assigned to them by

the H.O.D. or principal, on u norijuy. ii i, ,rot.eranted to any remunerative

duties assigned, like university examination work etc'

b)Compensatorycasualleave(CCL)lapsesifitisnotavailedwithin6months' 
frorrrthe date on which itoriginates'

I.,eave Salary :

a) An employee on earned leave is entitled to leave salary equal to the pay

drawn in his / her post before the day the leavecommences'

b)Anemployeeonextra-ordinaryleaveisnotentitledtoanyleavesalary'

8. Medical l,eave:

Non-teachingstaffappointedonaregularbasisareeligibleformedicalleave
at the rate of 10 days for every completed year of regular service in this

institute. This wiil lapse if it is not used within one year from the date on

whichtheemploy..,b..o*eseligibleforthel0daysofmedicaileavQe
Applicationformedicalleaveshouldbeaccompaniedbycertificatefroma
registeredmedicalpractitioner.Attheendofthecourse'whilerejoining
ffi, u fitness certificate must be submitted'
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S. l{o

In case of rnajor surgery, head- injuries
compound or fractures where the teacher is not in a
position to walk or any other ,celiberating I death
threaten ing diseases like cancer, Renal failures etc,,
special sick leave can be granted by the discretion

1

2.

a
J

of the
Secret ary based upon a certificate from a recogn ized
hospital.

Leaye Type Description

Casual Leave 8 days in a calendar (Generally one day per month

Privilege Leave 7 days with prior permission

Academic Leave 5 days (i.e. for attending ph.D viva, pre-ph.D viva)

4 On Duty Leave

10 days maximum

Univers Gadchiroliity,
Examination
for( Gondwanaattending

S work, attending conferences, Papet
Presentation ). additionalAny based ondays the

fromrequlrement Gondwana IJni authoritiesversity can be
at discretion of

5 P.L. & A.L. May be carried forward to next year if any balance
leftover.

6. Medical Leave

19
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Non-'feaching Statf

.(

+

@'

S.l{o Leave Type ( f)escription

i

ii

iii
iv

Adrl in istrativeStaff
Techn icians

Atterrders &Drivers
Al I other sLrpportingstaff

1 Casual Leave 10 days in a calendar (Generally one day per month

2. Privilege Leave 5 days

/\
J Non Vacationleave 7 days (with prior permission)

4" P.L. B{. A.L, Ivlay be carried forward to next year if any balance
leftover"

5. Med ical Leave

In case of major surgery, head-inj ury, Spinal-CoYd

injuries compound or fiactures where the teacher is not
in a position to walk or any other deliberating I death

threatening diseases like Cancer, Renal failures etc.,

special sick leave can be granted by the discretion of the
Secretary based upon a certificate fiom a recognrzed

hosp ital.
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Summcr vacatitln

'fire Pattern of sumrner vacati0n entitlement is detailed below till further revision:

3. i\O

7

HoweveL, the entitlement is subiect to following stipulations;

a. principal have to prepare the vacation schedule for their staff as per norms ensuring that

|eastZ5o/ooftheirtotalstrengthismaintainedalwaysduringthesummervacation.This
should be in advance of approval of the undelsigned once that dates of summer

b. For the purpose of summer vacation entitlement' ln ca

permanent office staff, technicians and attender are eligibie' others noteligible

-teaching staff who do not avail the \racatioll are entitle for additional PL asfollows'

'e

$

Non
4days

) F'or the staff who are entitled for one \\'eek
a

5days
For the staff who are entitled for 1 0davs

) For the staff who are entitled for 2 weeks Sdays
C

\\'egks 1 1 days-J

*!.

( one year service at LKMIMSR,

Z one year 5 two Years' Service at

Full vacation except one

week as a Part of

maintaining skeletal statl

Skeletal staff

atServiceFives VEATSone year

Years atserviceTen yearsFive

Z Ten Years Z Fifteen years service at

LI(MIMSR, CHANDRAPIJR

> Fifteen Years Servise at LKMIMSR,

C

c1) F' or the staff who are entitled for

21
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Summer vacation
SE,RVICE DE,TAILS

CA'TEGIIORY
WEEK

TWO WEEK

)- two years service at LKMIMSR'
Chandrapur

FACTJLTY

No Vacation
5 one Year service at LI(MIMSR'

ONE WEE,K t-

z

10 DAYS

2 WE,EKS

a
J
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CHAI'TEII _ VI

Leave Rules F'or Emplo],ees Appointed On Contract. TeFtporary AId A4hoc Basis

1. Casual Leave:

a) Casual leave will be admissible to an employee of the Institute for a total
period not exceeding 15 days in a calendar year. If an employee joins the
Institute in the middle of the calendar year, the quantum of casual leave
admissible to him / her will be on pro-rata basis. It may be granted for a
period not exceeding 10 days at a time including holidays. Any balance
period ofcasual leave shall lapse at the end ofthe calendaryear.

b) Casual leave cannot be combined with any other kind of leave, or with
Yacation.

2. Vac?tion And Privilege L.eave:

a) Teaching staff and sucl-i other members of staff declared as the teaching
staff of the Institr-rte, shall be eligible for 5 weeks of vacation in a calendar
year, provided the length of their service in this Institute is at least 10
months before the commencement of the vacation. Otherwise, the duration
of vacation will be determined on a proportionatebasis. s

b) The non-teaching staff who are on adhoc, temporary, or contract basis, are
not eligible forvacation

c) Teaching and non-teaching staff that are appointed on temporary, adhoc, or
contract basis, are not eligible for privilegeleave.

3. Extra-Ordinar), Leavc:

a) Extra-ordinary leave may be granted to temporary, adhoc or contract
employees in the special circumstances mentionedbelow.

i. When no other leave isadmissible.

ii. When other leave being admissible, tire employee applies in writing for
extra- ordinaryleave.

b) Such leave is not debit'l against any leave account. No salary is admissible
during suchleave.

4. COMPENSATORY CASUAL LEAVE (CCL):
Non-teaching staff appointed on temporary, adhoc, or contract basis, are
eligible for compensatory casual leave at the rate of one day for everyday an
employee of this category rvorks on a holiday to canyout or complete the
work assigned to him / her by the H.O.D. or principal. *
Compensatory casual leave lapses if it is not availed within 6 months from
the date it originates

*
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CHAPTER-

VIItrMPLOYtrtr
Btr,NtrFITS

Ilmplovee, s Provident Fundscheme

Act"

Medical Insurance Polic]':

The management also provides medical insurance policy to the interested staff by

contributing 5 0% o.f the premium amount'

$:
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CHAPTER-vru

l. Ever.y employee shall, at all times, maintain integrity, be devotedto dulv and also be

honest and impartial in his I her official dealings' An employee shall' at all times' be

courteous in his / her dealings with the management, with other members of staff'

students and with members of thepublic'

Z. Unless otherwise stated specifically in the terms of appointment, every employee is a

whole-time employee of the Institute and may be called upon to perform such duties as

may be assigned to him / her by the competent authority beyond the scheduled working

hours and on holidays andSundays'

3. An employee shall be required to maintain the scheduled hours of work during which

he / she must be present at the place of his / her duty' No employee shall be absent from

duty without prior permission. Even during leave or vacation, with the prior permission

of the competent authority, whenever leaving the station, an employee should inform the

Principal in writing, thror,rgh the concerned Head of the Department' or the Principal

directly, if the employee happens to be Head of the Department, giving the contac$

cletails at which he i she will be available during the period of his / her absence from the

station.

4. No ernployee shall take part in politics, or be associated with any political party or

organization which takes part in political activity, nor shall subscribe, aid or assist in

any manner any political movement oractivity'

5. No employee shall make any statement, publish or write through any media which has

effect of an adverse criticism of any policy or action of thelnstitute'

6. No employee, except with the prior permission of the competent authority' engage'

directly, or indirectly in any trade or business or any private tuition' or undertake any

employment outside his officialassignments'

1 . An ernployee, against whom insolvency proceedings commenced in a court of law' shall

forthwith report full facts thereof tc 'irelnstitute'

8. An employee, against whom criminal proceedings are ipitiated in a court of law' shall

immediately inform the competent authority of the Institute regarding the details

thereof.

9. No employee shall, except with the prior sanction of the competent authority' have

recourse to any court of law or to the press / media for I against any official act of the

Institute.
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10.No employee, who has a living spouse, shall contract another marriage without first

obtaining the permission of the Governing Body, even if a subsequent marriage is

permissible under the personal and religious law for the time being applicable to him i

her. Violation of this rule will lead to removal from the service of theinstitution.

1 1. Whenever any employee wishes to put forth any claim or seeks redressal of any

grievance, he / she must forward his / her case through the proper channel to the

competent authority only and shall not send copies of any such applications as advance

copy to the higher authorities unless the competent authority has rejected the claim or

refused relief or the matter is delayed beyond a reasonabletime.

12. Every employee shall be governed by these rules and shall be liable for consequences in

the event of any breach of the rules by him /her'

l3.An employee who commits any offence or dereliction of duty, or does an act

detrimental to the interests of the Institute, is subject to an enquiry and punishment by

the competent authority. Any employee who is aggrieved with the decision of the

competent authority *uy upp.ut against such prurishment or decision, within 15 days of

the receipt of the orders of the decision, to the Governing Body and the decision of the

Governing Body thereon isfinal. 
B

14. No employee shall engage in strike ol incitement thereto or in similar activities such as

absence from work, oireglect of duties, or participate in hunger strike etc- Violation of

this rule will amount to misconduct and will attract deterrentpunishment.

15.Ail the employees shall handover their original certificates iike SSC, Intermediate,

Diploma, Graduation, Post-Graduation, Ph.D. etc, to the Principal at the time ofjoining

duty.

,i
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The guidelines Published in this document are for the Governance of

S atL e enal( i sho rMamidlv ar lnstitute of \"Ianagement Studies and Research' Kosara'

Chandraplrr

Tl're document is a ftision product based on

a.Trre university Grants commission, New Derhi, rndia guidelines for affiliated colleges'

l.l.ByelawsofSauleenaKishorMamidwarlnstituteofManagementStudiesandResearoh,t,,' "t<1rt"ar,-cr'andrapur' 
rr:r:^+-.l.nlleseS

c.GorrdwanaUniversity,Gadchirolirulesandregulationforaffiliatedcolleges

d. Previous documents /manuals of thecollege

e. Existing Best Practices in theinstitution"

Th\s Guirtelines l)ocumenlhas been prepared to ensure an effective functioning and

effrcient governance at alr levels to the satisfaction of stakeholders' This document provides

core pri*cipres of good governance. Tire imprementation of these governance guidelines

sha, read to effective uti,zation of manpower, infrastructure and facilities available in the

i.stitute a^d trrereby enhance the quality of education. The guidelines will iead to

transparency a^d accountabirity in the administration. The expected benefits due to

implementatiorrofgoodgovernancethroughtheguidelinespresentedinthedocumentmay

inch"rde

a

r To strengthen the existing goodpractices

oToimplementtransparencyatalllevelsofgovernanceandadministration

. To follow integrity in appointments at alllevels

. -lo strengthen the Industry-Instituteinteraction

* To establish fair and transparent processes in internalcontrol

. To comply with rurles anclregulatior-rs

"Toestablislrstrongarrdcapablefinancialprocessesandprocedur.esrelatingto
procurement' appropriate utilization of funds andaudit'

. To ir.rvorve a* the stake holders at various revels as deemed rrt with regard to guidelines

of statutorYbodies'

To tnaintain registry of interests of members of governingbody

ization of infrastructure' resources for hetteroutPut
@_'

Kosara

I To achieve oPtimum util
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To establish processes in riskmanagement.

To meet the requirements ofaccreditations

To enhance the quality of teaching-learningprocess

To set up centers of excellence in research & development and enhancement of quality

of research and consultancy.

To set up and strengthen student support programs, training for enhancing quality in

placements and highereducation.

To place irnproved systems for feedback, self-appraisal of faculty andstaff.

To create bench marking with other institutes ofrepute.

To accomplish appraisal of Head of thelnstitution.

The document provides information on organization of the institute along with its
organization structure, functions, and responsibilities of all four statutory bodies namely

Board of Governors ( BoG ), Academic Council, BOS and Finance Committee as per the

UGC guidelines for affiliated colleges. In addition, it outlines the responsibilities of various

functionaries irr the acadernics arrd administratiorr including non-saturator committees

fonned fbr the smooth arid effective functioning of the college.

The Principal/Director is the academic and administrative head of the institute and works
for the growth of the institute. He will implement the policies approved by the Board of
Governors, the highest decision making body of the college. He shall achieve coordination
among various statutory committees and non-statutory bodies including Academic Council.
accord extension or changes to various functionaries in the administration, with the
approval of AcademicCouncil.

He is the ex-officio member of B. .;d of Governors, Chairman of Academic Council,
Chairman of Finance committee and also Chief Controller of the Examinations. He
motritors admissions, examinations and evaluation for smooth functioning of thesystem.

I{e is authorized to nominate Coordinators, members and other administrative functionaries
in various committees. He is responsible for according extension or changes to various
functionaries in the administration r,vith the approval of Academic Council.
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CHAPTE,R - I

I. Irunctions oll'rincipal:

. To conduct the meetings of the Board of Governors as per the stipulatedguidelines

. To hold Academic Council meetings as per thenorms.

. To coordinate and motivate the faculty, administrative authorities and the supporting

staff, so that they their respective roles moreeffectively.

r Shall work forthe common goal of providing effective technical education and guiding

to enable the students to carve out prornising career and lifelonglearning.

. He is the spokesperson of the institution and shall take part in regional, national and

international conventions in serving the cause of development of technical education in

particular.

. l-le, along with all the staff working under him, is singularly and collectively responsibfe

to the Board of Governors, Academic council, University, State Government,

AICTE/UGC, students and parerrts for the smooth and effective functioning of the

college.

l-he duties of the Principal may be suitably categorized as

A. AcademicAdruinistrution_:

D On academic matters the Principal is generally guided by the rules and regulation

as well as the norms laid down by Gondwana University,Gadchiroli, AICTE,

UGC, State Government and the Governing Body of thecollege.

iD Will be assisted by various ,.1eads of the departments, Director (Admn.), Director

(R&D), Controller of Exarninations of the college, senior faculty members and

various comrnittees mentioned in thernanual.

iiD In matters related to decision implementation, Principal will he assisted by the

Governing Body and Acaderric Council of thecollege.

iv) In matters related to acadernic nork, he will be assisted by the Dtrector (A),

Chairman, Board of Studies and Heads of theDepartments.
. 
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\ r At-I iptegrated t inre tab le ol tire entire iirstitution shail be prepared and submitted to

the prir-rcipal. ln this en,lear or. coordinator of time-tables, first year coordinators

along rvith the various heads of the depaftments extend Support to thePrincipal'

vi) Shall closely monitor the class rvork as per the time tables and the almanac with

assistance of class rvork coordinators and other facultyin charges'

vi| Shall closely observe various academic activities like conduct of technical fests'

coltferetlces, Sem inars, worl(shopsetc'

viiD Shall hold nreetings of Heads of departments to review the plogress of academic

work and suggest effective measLlres to achieve desired academicoutcome'

Lx) If necessary, shall instruct the class work coordinators and Heads of the

departments to conduct remedial classes academically to support the slow

learners

x) ln matters related to internal examinations, semester end examinations (both

theory and laboratory), result analysis, detained candidates, Principal will be

assisted by Controller of examinations and additional controllers of thecollege' B

xD In matters related to student attendance, drop outs, condonation, Principal shall be

assistecl by Director (A) / concernedHOD'

xii) The principal shall plan for training need analysis (TNA) of the staff and devise

traipipg programmers such as refresher courses, OrientatiOn coufses, faCulty

improvement programmers, quality enhancement programmersetc'

prirrcipal shall also ensure quality assurance, assisted by Director"IQAc'

Shall monitor, evaluate research, development and consultancy activities' Assisted

by Director, R&D. Shall advise the faculty members to get sponsored research

proj ects from various fundin gagencies'

w) The Principal shall promote industry-institute interaction for better employability

ol thestudents.

X\0shalllookafteroverallwelfareofstaffandstudents.

xviD For effective fr-rnctionipg of the college he shall build close rapport between staff'

students andmanagement'

x"viiD Shall ensure perfect order and discipline among all the staff concemed and ensure

sel'ene academic environlnent in thecatnpus'

xiiD

xiv)
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)-.. Sir.-.il niaiirt:l.l :'::.-.":. :.:;-.: :n j epFrropriate contacts and interaction n,ith

go\ernrrlerlt. -\1CTE. LG. Lrirersitr. State Council of technical education,

Depanment of Technicai Educationauthorities.

rs) Shall involve faculty members at different levels for various institutional

acrivities.

i]. GcncralAdministration

Orr seneral administrative matters Principal shall be assisted by Director (Admn),

Controller of Examinations, Coordinator tQAC, Heads of Departments, functional headsetc

(i) Shall make proposal for appointment to all posts of all cadres including contract, paft-

time, adhoc, and daily wageemployees

(ii) Shall n-rake regularization of services, declaration of probation, and release of
incrernents.

(iii) Arrange performance appraisal of faculty and supportingstaff.

(iv) Shall have power to sanction any kind of leave up to the level of Heads of
departrnents, excepthimself. $

(v)Empowered to initiate disciplinary proceedings ( with proper guidelines such as

constittttiotr of enquiry committee etc) and impose punishments of minor and major

character such as rvarning, censure, fine, withholding increments, promotion and

recovery frorn pay whole or part of pecuniary loss to thecollege.

(vi) All such cases requiring arrangements such a suspension, removal, dismissal from

the services shall be referred to the Governing Body by theprincipal.

(vii) Campus maintenance cell shall work under the instructions ofPrincipal

c) Irinancial Administration

a) Principal is assisted by the Finance committee in financialadministration.

b) SLrb.iect to the budget allocations for a specific arda of expenditure, principal is
empowered to incur expenditure u,ithin the stipulated limits and adhering to the
related procedure as laid down by the Governing Body from time totime.

c) Empowered to incur recurring contingent expenditure as per the norms prescribed by
the GoverningBody

--,.:ffi'#'g*ffi,'*
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d) All contracts for and on behalf of the college (except himself and the college) when
authorized by a resolution of the Governing Body, passed in writing and expressed to
be made in the name of the coilege shail be executed by theprincipar.

e) The Principal or the officer delegated with such powers shall counter sign all kinds of
scholarship bills in respect of students of thecollege.

0 Shall have power to sanction the purchase of stationery, library books, periodicals,
consumables for laboratories, u'orl<shops etc subject to the limit of powers delegated
irr respective areas and subject to the prescribed procedures, budget provisions under
the respective heads ofbudget.

g) Shall countersign T.Abilis

Ut
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I. Role and llesponsibilities of the HoD (Functions offroD):

adrn in istrative activities

i.Allocate the sLrbjects to the facuttS, members well in advance before commencement of
thesemester/year.

ii' Collect lesson plans from teaching staff before the commencement of class work and

ensure that the information provided is in accordance with theformat.

iii' Make sure that the time tables are prepared as per the guidelines given by the principal
ar"rd inform the faculty members and students at least one day before the commencement

of the classwork.

iv' Sendstaffattendanceregisteraftermakingnecessaryentriestotheprincipalofficeby

9.00 A.M every day. p

v' lnteract with students (Section wise) of their branch once in a fortnight, identify the
problems and find solutions in consultation with theprincipal.

vi' Verify the stLlclent attendance registers rlaintained by the staff members once a week and

sub,rit to the pri,cipal for verification once in afortnight.

vii' lnstruct the faculty members to set the question papers as per instructions from the
principal and to maintain the confidentiality and also to evaluate the scripts promptly to
meet the dead line given by the principal. The evaluated answer sheets along with award
sheet filled by the concerned faculty member have to be submitted to the exam section as

per the schedule given. Soft / hard copy of the Mid Exams, / Assignments / tests also to
be submitted to the exarn branch as perschedule.

viii' observe the dress code among students and instruct the respective class teachers to
implement the dress cocle among thestudents

ix' Convene clepartmental staff meeting once in a week on the day allotted and record the
minutes of themeeting.

x' Collect the stLrdent feedbacl< about the faculty members subject wise (for all the subjects
taLrght to the ,tud..it. of their branch) and communicate the feedback to the concerned
faculty rnembers in the standard format as directed by principal wjth a copy tothe

32
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Aparl from the role of a Professor. HoD has to have to monitor the following
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