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Officers of the University: Following shall be the officers of the University;

(i) Chancellor

(ii)  Pro-Chancellor

(iii)  Vice-Chancellor

(iv) Deans

(v)  Registrar

(vi)  Finance Officer

(vii) ~ Controller of Examinations

(vii) Head of Department

(ix) Such other officers as may be prescribed in the Rules of the
institution deemed to be university.

Employee means any person employed by the University on Regular Cadre
(including those on probation), Deputation employees, Fixed Tenure

employees, and those appointed after Superannuation or Temporary
Contractual Cadre. :

Family comprises spouse, dependent unmarried children, unmarried
siblings and dependent parents of the employee. The dependents list may

Salary means all the components of the pay and allowances_admissible to .
an employee (compensation package) on a particular date,

Pay means Basic pay and DA but excludes all other allowances & other
benefits.

Day for the purpose of calculating daily allowances, means the period of 24
hours from the time of departure from the University, in respect of any
particular tour.

Work Hours The work hours will be laid down from time to time. For the
purpose of General Administration, the timings to be followed in the
University shall be as follows:

Mon - Friday - 0900 hours - 1700 hours
(9 AM) (5 PM)
Saturday - 0900 hours - 1300 hours
(9 AM) (1 PM)
2
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For the purpose of leaye Saturday shal] be counted as a fy]] day/unit,

However, to Cope with the educational and professional work requirements
before and beyond the normal working hours, the University may stipulate
different timings for one OT more employees or for any Specific department
of the University. Any such differentia] timings wil] be decided with
approval of the Vijce Chancellor ang will be notified to the eémployees
concerned.

Attendance: All employees of the University shal] mark their attendance
O ‘a daily basis in the officia] attendance recording system of the

Legal Jurisdiction: Notwithstanding anything that is being defined in the
Service rule book as given in the subsequent chapters, as may be modified

the rules governing the Service or otherwise, howsoever arising, the
decision of the University thereon shall be final ang binding. The legal
disputes if any shall be settleq within the Jurisdictions of Solan, Himachag]
Pradesh,
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For the purpose of leave Saturday shall be counted as a full day/unit.

However, to cope with the educational and professional work requirements
before and beyond the normal working hours, the University may stipulate
different timings for one or more employees or for any specific department
of the University. Any such differential timings will be decided with
approval of the Vice Chancellor and will be notified to the employees
concerned.

Attendance: All employees of the University shall mark their attendance
on a daily basis in the official attendance recording system of the
University. Employees shall not absent themselves from their work without
the permission of the University. All employees are expected to maintain
punctuality in attendance. Habitual late attendance will render her/him
liable to disciplinary action. The University shall define the attendance
procedure and penalties thereof in case of default as applicable from time
to time.

ID Card: The ID card is the property of the University and shall be used
only for official purposes for confirming the identity of the employee within
- the University campus or for getting access to any unrestricted area of the
University. It may also be used as identification at any outside organization
for matters related to the University. Employees are required to always
carry the ID card in person and produce it before any authorized official or
security staff of the University as and when required. Any loss of the ID
card shall be reported to the University immediately and request made for
issue of duplicate ID card. The employee is required to surrender the ID
card on expiry of validity period mentioned thereon or on cessation of
service from the University.

Legal Jurisdiction: Notwithstanding anything that is being defined in the
service rule book as given in the subsequent chapters, as may be modified
from time to time, any dispute on interpretation of any part of this letter or
the rules governing the service or otherwise, howsoever arising, the
‘decision of the University thereon shall be final and binding. The legal
disputes if any shall be settled within the jurisdictions of Solan, Himachal
Pradesh.
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2.1

2.2

2.3

2.4

PERSONNEL

Chapter-2 TEACHING & NON-TEACHING STAFF

General Policy:

The personnel policies of JUIT are governed by its mission of building a
world class Centre of Excellence with the best of talents from any where in
the world. JUIT is an equal opportunity, merit based Institution, which
does not discriminate on caste, creed, religion, nationality, color, and sex.
Merit and performance is the sole criterion in selection and recognition of
employees at all levels. JUIT is committed to provide a stimulating work
environment, a competitive compensation package and excellent
opportunities for career advancement. JUIT emphasizes on the continuing
development of its personnel and offers various training and development
programs designed to improve their scholastic attainments, work
performance and over all career development.

JUIT is committed to the reservation and related policies as per the Govt.
announce from time to time for the private un-aided Deemed Universities.

Need Identification, Job Description and Job Qualifications:

A vacancy may arise on account of creation of a new position due to
increase in student strength or creation of new faculty/programme,
employee turnover, and increased workload in existing positions or
expanded activities. The qualifications required for the position needs to be
defined. The qualifications prescribed shall reflect the actual job
requirements and generally follow the qualifications set by Governing
Council. An objective criterion that includes education, experience,
essential skills, competency level shall be defined and used in the entire
selection process. Based on the scope of the position and depth of
responsibilities, a decision on the level or classification of the position shall
be made.

Staffing options and strategy:

A vacancy may be filled up through regular employment or temporary
employment, depending on factors including the job position and profile,
availability of suitable candidates, and budgetary constraints. Internal
transfers and/or promotions are other options that need to be examined.

Appointments:

All appointments in the University shall be made in the following
categories/cadres:-

(i) Regular (On monthly rates)

(i)  Fixed Tenure (Consolidated or monthly rates)

(ili)  Special appointments like Deputation /Visiting or part time faculty.

(iv)  Some functions/Jobs may be outsourced to the approved man power
Agencies and terms & conditions of such man powers shall be

controlled by such an Agency providing the manpower. Institution
shall have no liability of any kind towards such manpower.




2.5 Appointment in Regular Cadre: 2.7.2 Visiting/ Part Time Faculty:

Appointments in Regular cadre shall be of two types i.e. Teaching Staff and Q_ﬁ & i) Overview: Within the scope of academic programs, visiting facult
Non Teaching Staff. 1 d as foll : v y
on leaching stall. 1 may be categorized as follows:
" =
2.5.1 Teaching Staff These include Vice Chancellor, Director(s), Dean(s), 3, 5 (a) Visiting Faculty assigned full responsibility for teaching a course
Professor(s), Associate Professor(s), Assistant Professor(s), Senior Grade, G i < during a semester/trimester
Grade-II & Grade-I. The designations assigned to the teaching staff may be el a (b) Visiting Faculty invited for teaching a few sessions for a course
revi‘sed in line -w1th thfa pay commissions or Government policies as may be 1 :’ (c) Visiting Faculty invited for a public lecture/seminar/ presentation etc
decided from time to time by the Management. & — 1 o R Ui G
; : ; : ; ¢ (ii) Faculty wi ull Responsibility for Course: Visiting faculty will be
209:2 Non'T.eachplg CLER ottt 1ncluc_16 Reglstrar, Dyior Asmstan_t Resleiars), = - utilized under this category only if a suitable full-time faculty is not
Administrative Officers/Staff, Financial Officer/Staff, Medical officers/ c 5 available. The Director(s)/ Dean (Academic) would be responsible for
Institutional  Engineers, Lab Technicians/Assistants, Librarian/Dy. \ Gat ¢ : ; : P
; 4 ; . tting the requirement given by the department and identifying a
Librguan Lbrarys Sl .z[c q gr I?n . il citegk? 4 Off peJI['isonS:E ?rhose = o] suitable visiting faculty from the list or panel that may be available or
nomenclature may be decided by the Competent Authority from time to time. c 3 drawn as per requirement. Based on their recommendations the Vice
2.5.3 Non Teaching Staff (Specializing in Trades): These may include g Chancellor may approve the nomination of the visiting faculty. A
Telephone Operators, Drivers, Annapurna Staff, any other staff not Cod standard contract would be used for making the appointment of such
p p / pp
otherwise defined. c 5 visiting faculty. Similarly standard payment schedule/rules would also
2.5.4 All Appointments shall initially be made for a probation period of one year. el . bf_: pr epared and updated from time to time. ]
On completion of probation period the employee shall automatically be W« Visiting fgculty would generally be generally be required to perfo.rm all
deemed to be absorbed in the regular cadre unless otherwise decided by € o such duties as a regular faculty, for the purpose of academics to
the management. | include Teaching, Invigilation during the examinations, Evaluation ’
e e and such related activities. The visiting faculty shall be enrolled under |
2.6 Fixed Tenure Emplovees 6. 3 specific terms and confiitions that may be defined by the management. [
) ; Baes h I The working hours will commensurate to the contact hours in the l
2.601 ’tI‘hey are smplcgf'es, who “'Hllthb? inzfloye? on a ’fenuie asis, on the (= 2 slads arid allled aeadsmic dutios.
erms and conditions given in their letters of appointment. [ b gt s ; gl
e ppointment may be made with the same visiting faculty
2.6.2 Appointment on Superannuation: Eminent persons in the spemahze‘d ¢ 1 9 during the next semester/trimester at the discretion of the
fields both academic and_pon—teaphing may be appointed, after their (- ':l < management. :
Superannuation, for a specified period which may be extenc'le.d at the ‘sole el (i) ViBitiag Faculty  In¢iteditoe cbhiloting &g il s
discretion of the Management, on the terms and conditions decided 9 o ] Yo e it
mutually. Further, Emeritus appointment may be made at the discretion of (S ) _‘s:::sri_zz's Iihceaisgvlit;tsi osr? ; Vfor;: dg %ou\sﬁccg Cllrz(;r? c:lllsolrlr;i%)naciitjlg E)rr ni:;
o Rt A, (S 'J letter of ; invitation WoulI?ip be senif to the identified visigting faculty
2.6.3 Temporary employment: Wherever a job positioq cannot be filled by ‘ ™ Standard payment/ honorarium schedule/ rules would also be
employment by the very nature and schedule of the job, the lsame mayhbﬁ e | e prepared and updated from time to time.
filled by candidates other than regular cadre. Temporary employment sha € ; Py S e : ; .
be for a specified period and would stand terminated at the end of the | S (iv) i‘:::ilt‘::ilgnF ;f;;tlvaen;‘}rg:(ife?rb;utb}:;c \};‘;tucrl::/n ieeﬁ?a;:s:;cénsﬁii
speeified period. Tempor.ary employment ol c.andldate Lilayibe renewed,. &l € s recommendations of the Director(s)/Deans/HODs. Formal invitation
the discretion of the University, subject to satisfactory performance during < | Jani e TR e b ety i
the tenure of initial temporary employment and further subject to such 19 SHA §b.11‘ssueH YL aI}u o gf i ma’ﬁ be edega < Slih
staffing need. No temporary employment shall carry or lead to any rights (S 3 rfspgnsé iity. OtHOTEFIC‘;lT Or such laculty will be made as per the
for regular employment and the same shall be ensured by including | ° stancarg payment.schedule.
suitable provisions in the appointment letters. ¢ ‘ w (v) The payment / honorarium schedule: for all types of visiting faculty 1
(- 3 shall be as per standard payment / honorarium schedule as approved i
2.7 Special Appointment: c J Sepall'ately by the Managemept and rev1e\.Jved from time to time. The
i - existing schedule of payment is as Appendix-A. ;
2.7.1 Appointment on Deputation: C"_f - {
A person in the specialized field may be appointed on deputation either CJ - 2.8 Selection and Appointment: ‘
through selection/ search committee for a specified period, at _the CJ & |
dlsciretilo n of the Competent Author1ty on the terms and conditions decided ‘i et 2.8.1 Selection Procedure: All selections will be made as per procedure laid down ‘ |
mutdally. j ) in the Regulations of the University. | ¥
el 1
2 el.” 6 i
L
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2.8.3

2:8.4

2:8:9

Recruitment notification and applications: Depending on the strategy

and scale of recruitment, the target group etc, the medium and scope of
search efforts shall be decided. The job position shall be notified in one or
more available options. Advertising in National dailies, local dailies,
magazines/ journals, University web site/intranet, other websites/
recruitment portals, and recruitment through career fairs, campus
recruitment, search firms (counselors) etc are options that need to be
considered in deciding the recruitment strategy. The advertisements must
clearly spell out the Job Description, Designations, Eligibility Criteria and
Compensation package. Reservation policy for various categories as defined
in Government orders from time to time must be included along with
modified criteria for enrolments in such cases. The Advertisement must be
distributed in National Dailies to cover the entire national region. To the
extent possible, candidates shall be encouraged to post their application/
resume by due date. The applications received shall be screened initially by
nominated short listing committees to verify the applicant's eligibility vis-a-
vis the selection criteria. The shortlisted candidates shall be called for the
interview.

Interview, reference checks and selection: Generally, interviews for any
position will be conducted by a selection committee, constituted as per
Regulations of the University. The interviews shall be administered in a
standard and objective way with equivalent treatment of all candidates and
uniform interview content. The members of the interview panel shall
objectively evaluate a candidate's suitability for the position, desirably
grading the candidate on well defined parameters as decided for the
particular interview. Appropriate reference checks from at least two
sources, one of which may be a previous employer wherever applicable,
shall be made before the final absorption. All appointments shall be subject
to approval by the Chairman Governing Council/ Chancellor. All
appointments shall thereafter be reported in succeeding meeting of the
Governing Council.

All regular appointments for the faculty / non teaching positions shall be
made initially on probation and on the terms and conditions provided in
the appointment letters. The probation period shall be removed on its
completion based on the recommendations and profile report from
Director(s)/ Deans/ HODs & approval of the Vice Chancellor or it shall
automatically be deemed to be removed in case nothing adverse is reported
against the employee.

All selected staff shall be issued an appointment advice on a standard
format as given in Appendix ‘B & C’ for faculty and staff respectively. The
appointment letters will be issued after a employee joins the University.
Specimen appointment letter for different categories of employees are
annexed at Appendices ‘B-1 to B-5’ as detailed below.

(i) Appt/B-1 Appointment letter for Regular Teaching Staff.
(i) Appt/B-2 Appointment Letter for Contractual Faculty. The extension
letter for contractual employee is given as Appendix B-2(i)

(i) Appt/B-3 Appointment Letter for Visiting Faculty. Suitable

modifications may be made in terms & conditions depending upon the ‘

nature of tenure/task.

Appt/B-4 Appointment Letter for Non-Teaching Staff
7
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2.8.6 Joining formalities and orientation: At the time of joining, the candidate

2.9

2.10

shall submit a joining report and other forms in the standard format of the
University, along with all academic & experience credentials. Service
certificates from previous employers and relieving letter from the immediate
previous employer shall be obtained from the candidate at the time of joining.
All new appointees should preferably be provided a suitable induction or
orientation program to familiarize them with the University, its policies and
procedures, and to provide work related information and support. The
induction shall be carried out under respective HoD’s. The recommended
forms that an employee may fill at the time of joining are as per joining kit
attached.

The seniority of Regular/Fixed Tenure employees in same category/
designation will be fixed as per following priority

(i) From the date of joining. In case of joining on the same day, the
person selected with higher basic pay will be senior. In case of same
date of joining and basic pay the date of birth shall be applied to

break the tie.
(i)  From the date of promotion in a particular category/designation.
(i) In case of promotion of existing faculty and joining of new faculty in
the same scale and on the same day, the date of joining the
University will be reckon for seniority.
(ivy Temporary Cadre employee, when relieved shall have no claim for
employment at any other Unit of the Jaypee Education System as

matter of right.

() However, in special consideration and deference to the sponsoring
group of companies all the employees appointed & working in other
Units of the Jaypee Education System and later who get
transferred/posted to the University, and later on appointed or
absorbed in the University will be given the benefit of seniority, by
counting their past service rendered in other units of Jaypee
Education System for all purposes.

Inter University Transfers within Jaypee Education System

Institutions:

2.10.1 An employee in regular cadre of the University can be transferred to any

2.10.2

other University/ Constituent Centre run by the Jaypee Education
System and vice-versa. Their seniority will be maintained. In such cases
old Universitys will forward his/her service particulars and the
performance to the new University as per the format at Appendix-D.
Further the employee shall be required to report arrival at the new
location as per the details given in Appendix-D1

In such case of transfer following care shall be taken:-

(i) The closed personal file including appraisal forms of the employee
will be sent to the new University for purpose of reference in the
event his/her fresh appointment.

(ii) A new personal file will be started, at the University.
8
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2.12.6 Special / Supplementary Promotion Board may be held in the month of
January / February in case required. In such a case the mid year
appraisal may be obtained for all candidates to be considered for such
promotions. The process shall remain the same as listed above. The
promotions shall be made effective w.e.f. 01 January. |

2.11 Personal Files:

Personal file of all regular as well as Temporary Contractual employees
shall be maintained properly by the Registrar Office of the University. All
documents, which are required to be filed in the personal files, are listed
at Appendix ‘E’. The information and records in the personal file are
confidential and shall not be accessed by non-authorized person. The files
will be kept in safely by the Registrar. On transfer of a regular employee,
the files will be closed and forwarded to the new University along with
statement of account and leave record. The format for dependents to be
declared by the employee at the time of recruitment is attached at
Appendix ‘F’ and should be put in the personal file.

o rmed

»

»

2.13 Increments:

2.13.1 Increments will be given to all regular as well as temporary cadre
employees, including probationers, from 01 April of each year. However,
first increment on the following 01 April, shall be allowed provided the i
employee has joined the University on or before 30t September of the !
previous year i.e. only when employee has completed at least six months :
service, including probation period.

OVOVLYVOL

2.13.2 For Contractual employees, the increment will start from 01 April of the

follgwing year after completing minimum one year of service with the
@ University.

U

\»2.12 Performance Appraisal and Recognition:

2.12.1 The University shall put in place an objective performance management
system to evaluate the performance of its faculty and other staff on an

® 2.13.3 Employees promoted after 01 October of the proceeding year shall not be g

ongollng l,)a31s.fThe goal of t‘he.e\;iluatli)n syséem will pbe'l'tg d58e88 thg entitled to the annual increment. However, the VC may allow
employee’s performance vis-a-vis the roles and responsibilities assigne @ dispensation on case to case basis.
to her/him and consider incentives for good performers and initiate ; \
corrective steps in cases of unsatisfactory performance. @ 2.13.4 Re-ﬁxalflon off salary/grade may be considered in deserving cases at the
time of satisfactory completion of probation period in case of regul
. - 3 ) gular
The employee evaluation shall generally be carried out on an annual v employees for which the cases shall be forwarded to the Conpetont

basis or when an employee is due for confirmation on completion of a
probationary period or such other occasion as deemed necessary by the

University.

2.12.2 Formats for performance appraisal of Non Teaching staff are given at
Appendix-G (Form-I for NT 1-2 and Form-II for NT 3-8). The performance
appraisal will be initiated by the concerned HOD / immediate superior
officer and reviewed / finalized by the VC.

authority with full justification for approval.

2218:6 !n the case of employees who have reached maximum stage of basic pay
in th_elr grade, the Vice Chancellor will issue approval to continue
w0 granting him/her increment in the existing scale.

2.14 Promotions/ Special Increment(s):

j An Individual who demonstrates exceptional and dedicated performance
v but stagnated in the basic pay may be considered for special increment(s)
or lump sum payments, as approved, by the Promotion Committee,

2.12.3 Performance appraisal form for Faculty is given at Appendix-H. The reports
will be initiated by the HODs / Directors. The review shall be as follows:
(i) Dean (Academic) in case initiated by HOD of the department. The
final review shall be endorsed by the Vice Chancellor.
(i)  Vice Chancellor in case initiated by the Director.

(iii) Chancellor may review any of the cases as may be desired.

2.15 Promotion(s):

201501 Employeejs in Regular cadre shall be considered for promotion if fulfilling the
norms lgld for promotion as per schedule given below. All such promotions
> shall be in the same cadre in which employees have been appointed.

2.12.4 Performance appraisal is the main basis for promotion, extension of
contracts and incentive in the form of the special increments, lump sum
payments and it is therefore essential that the reports initiated and

NODNDNDOOEONODOOCCEENNDNNDONONDDOODDNDND
<

reviewed are objective and substantiated with facts. Performance ‘ S 2.15.2 The general time schedule for finalizing the recommendations and orders

appraisal must indicate an unbiased assessment of individual’s qualities L for promotions/incentives shall be as under:-

and capabilities and must highlight demonstrated performance and i Y (1) Meeting of the Promotion/Screening Committee by End of August.
achievement notice during the period of appraisal. 1 O (i) ~ Recommendations of the Committee forwarded to the competent

The recognition may be considered in various ways including promotion, Ci: - authority for approval latest by Mid of September.

enhancement in the compensation, and certificate of merit. The poor C; m\ (iii)  Orders of the Competent Authority for promotions or Incentive or
performers shall be advised to correct their performance and where\{er o Special Increments to be communicated by 25t September. B
necessary disciplinary measures including discharge from the service [ - (iv) Promotions to be effective w.e.f. 01 September of the same year

may be considered depending on the level of non-performance. C; ‘ after approval of the competent authority. :

¢

2.12.5 The period of appraisal shall be 01 July to 30 June (Academic Year) and
the reports shall be initiated/ reviewed latest by 31 July. Thereafter, they
must reach the Registry for records latest by 5 August.

9
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2.15.3 The Promotion Committee(s)

201549

2.15.5

2.16

el a

|54
1 -
|

of the University shall comprise the

following:- | »
(1) Faculty

Vice Chancellor - Chairman

Director of the School/Campus

Dean (Academics & Research)

Head of respective Departments (if Professor) .

At least one external member (expert in respective fields)
Any other Invitee, as decided by the management

COO, JES, as special invitee.

v

(i) Non Teaching Employees

Vice Chancellor - Chairman

Director of the School/Campus

Registrar

Head of respective departments

Any other Invitee, as decided by the management
COO, JES, as special invitee.

Norms for Selection and Promotion of Faculty: The Norms to be
followed by the Selection & Promotion committee(s) are generally based
on the guidelines laid down by AICTE/UGC. Tl'llese Norms have been
considered and approved by the Governing Council. Norms to be followed
are attached as Appendix 1. For promotion to the grade of Associate
Professor and Professor the faculty members shall be put through the

open selection process.

Y

Career Growth (NT Staff): There is provision of Career growth fgr
dedicated and hard workers demonstrating exceptional p_erforman.ce in
order to avoid stagnation. Such employees, who stagnate in a particular
scale, may be allowed special increments based on appr'msal rsaports and
recommendation of the promotion committee and conditions laid down. A

career growth chart is placed at Appendix J’.

-

Allowing next increments shall not make one eligible to _higher post in case
the scale crosses the next grade scale. The promotion will be considered by
the promotion committee once in a year, as per listed schedule.

Pay fixation on Promotion:

Pay shall be fixed by giving one increment in the ex@sting grade émc} then
fixing the pay at the same amount or nearest higher amount in the -
promoted grade, subject to condition that the total emoluments in the | @

S —

nNoOoeooneenoeCeeennonononone6onnnnNN
ey

; i |
promoted scale are not less than one being drawn in the existing grade. I\CI_ ~
Additional increments, if necessary for this purpose may be allowed in the C. -
promoted grade. Alternatively norms laid down by the management from Ci 5
time to time, may be followed. i -
The letter to be issued on promotion is at Appendix-K Ci >

e
1

11 ‘J\u
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el o

2.18

2:18=]

raining and Development Incentives / Financial Assistance:

University shall put in place a well conceived training and
elopment/incentive program for its personnel at all levels with a view
to improving performance in jobs and preparing for career development.

Continued development of its personnel is critical to the success of any
educational and research institution. This support will be extended by
encouraging personnel to participate in seminars, workshops,
conferences, or enroll in degree programs or short duration certificate
courses. The assistance may be provided by way of partial or full
reimbursement of the costs of the events/programs. The reimbursement !"
may be allowed either upon satisfactory completion of the training
program/course or as and when the expenses are incurred. Whenever a
job related training is considered, the HOD shall examine as to what
extent a proposed training program is directly related to performance
requirements of the employee's current assignment. Whenever a career
development training program is considered, it shall be ensured that the
training under consideration is related to an identified and planned
training objective for career development of the employee.

Generally, the HODs shall forward a recommendation to the Vice
Chancellor via Dean for any training program. Wherever the services of
the employee concerned are not be available for certain period on account
of her/his attending a training program, the HOD shall indicate the
alternative arrangements proposed. The Vice Chancellor before approving
shall satisfy himself of the following:

(i) The training is beneficial to employee and the University.

(ii) It is cost effective. il
(i) Budget supports such sanction.

(iv)  No. of times, such benefit has been availed by the employee.

(v)  This should be within the conditions laid down by the Management.

In case of external training event the employee shall submit to the
University a certificate of completion or the course/degree certificate |
issued by the training/educational institution. |
Incentive Schemes: \
The incentive policies may be decided by the management and reviewed
from time to time.

Financial Assistance Scheme For Participation In Conferences /
Seminars/ Workshops Etc.

Financial assistance may be provided for funding the participation in
International / National Conferences to include 50-75 % of the travel cost

along with Registration charges once in 2 years for International Events

and twice per year for the National events. For availing the financial

benefits for participation in an International Conference the employee

should have put-in minimum of one year of service after joining.
Applications for the Financial Assistance will be reviewed by a Committee
consisting of Dean (A&R) along with HOD of the concerned department 1
and one more HOD (minimum Professor level) of the allied department. |
The recommendations of the committee shall be viewed and approved by

the Vice Chancellor / Chancellor as may be decided.

12



2.18.2

2:18.3

2.19
2194

2:19:2

2:19:3

2.20
2:20:1

2.20.2

Faculty Development Program

The training programs may also be offered internally by the University at
its facilities or offered externally at the designated location of the
training/educational institution. The University shall put in place and
implement an annual training plan for its employees.

General Rules

In certain cases, especially where the financial commitment for providing
training to an employee is high, the University shall take an ur;dertaking
from the employee to serve the University for a minimum period Fiurmg
the post-training/course period, or else to refund to the Univers1ty the
cost incurred by it. The sanction letter will be forwarded to the Registrar
and Finance for records.

Discipline, Discharge, and Grievance Mechanism:

All employees of the University are required to conduct thel‘nsellves w.ith
discipline, décor and dignity both in the work place and outside including
at organizations with which the University and the employee concerned
has a professional relationship. All employees shall familiarize themselves
with the rules and regulations of the University with respect to code of
conduct and discipline and abide by the same.

Employees found to be violating the rules of conduct and disciplinfa sl}all
be subject to disciplinary action including suspension and termination
from the service of the University. A misconduct may include absenting
from duty without permission, taking up outside employment or private
practice without required permission from the University, Vio}atlon of the
obligation to maintain secrecy, misconduct in the University campus,
criminal misconduct or such other misconduct as per the rules and
regulations of the University or the law of the land.

Grievance mechanism: The University shall provide a fair and
reasonable opportunity to employees who have any grievance with regard
to any aspects of their employment with the University. An employee who
has a grievance shall present the same in person or in writing to thelV1ce
Chancellor. Wherever necessary, the Vice Chancellor will Univers1ty a
grievance hearing committee; members of which will be appointed by him.

Based on the report of the grievance hearing committee, the Vice
Chancellor may dispose of the grievance case of the employee or refer it to
the Chancellor or Chairman Governing Council. The decision of the Vice
Chancellor or authorities to whom case is referred in this regard will be
final. Cases of such grievances dealt with shall be reported to the
Governing Council for information.

Code of Ethics and obligation to maintain secrecy:

All employees must devote their full time to the University and not engage in
any remunerative work unless specifically sanctioned by the Vice Chancellor.

All employees shall practice high standards of ethics in their employrpent
with the University and in their discharge of their professional services.
There shall not be any conflict of interest directly or indirectly and
involving financial implications or otherwise, with regard to any of their
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2:20.3

2.20.4

2.21
2;21.1

2212

2:21.3

2.21.4

2.22
2:29.1

conduct vis-a-vis the roles and responsibilities expected out of their
employment with the University.

Soliciting or accepting or agreeing to accept any gift or benefit from any
source by virtue of their holding employment in the University and/or
holding certain position, except in cases permitted by the University,
shall be deemed as unethical. Dealing on behalf of the University with a
firm or business entity where the employee has a business interest
and/or capital stake is considered an unethical practice.

Obligation to maintain secrecy: All employees are obligated to maintain
secrecy of information that they acquire as part of their employment with
the University. No employee shall while in service or after her/her
retirement, resignation or discharge, except in accordance with any
general or special order of the superior officers or in performance in good
faith of the duties assigned to her/him communicate directly or indirectly
any official document or information to any employee or any other outside
person or organization to whom she/he is not authorized to communicate
such document or information. No employee shall, except with the prior
written permission from the Registrar, give evidence in connection with
any inquiry conducted by any person, committee or authority. However
this provision shall not apply to : (a) evidence given at an inquiry before
an authority appointed by the Government, by Parliament or by a State
legislature or University, or (b) evidence given at any judicial inquiry , or
(c) evidence given at any departmental inquiry ordered by the University
or any authority subordinate to her/him.

Superannuation:

The employees in Regular cadre, except faculty shall retire from service on
attaining the age of 60 years. The age of retirement of faculty is 65 years.
The management, however, may at its sole discretion allow extension of
services for a specified period on usual terms of appointment.

The date of retirement of employee shall be the last date of the month in
which the employee attains the age of superannuation.

Format of letter to be issued to an employee proceeding on
superannuation is attached at Appendix-‘L’

The Office of Registrar will compile the list of employees, attaining the age
of superannuation twice in a year i.e. by 31March and 30th September for
employees retiring in following half & 1st of the next  year respectively,
and obtain sanction of the Management for extension, if any. Following
action will be taken, thereafter:

(i Issue retirement order by 15t May /15t November for following half
of the year/or first half of the next year respectively.

(i) Issue orders for extension of services, if approved by 15t May/15%
November for following half of the year or first half of new year respectively.

Resignation:

A faculty members shall not ordinarily resign in the mid of the
semester/trimester to avoid disruption of his/ her academic
engagements. He/ She may be asked to complete the course
requirements before being relieved.

14
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2.22.2 The terms and conditions controlling the resignations shall generally be
as follows:

(@) During the period of probation or extended period of probation, an
employee may resign or his/her services can be termma‘;ed by the
University without assigning any reason by giving a notice or pay
(Basic Pay & D.A.) equivalent to the one month, in lieu thereof.

(b) After absorption in the regular cadre, the employee may resign or

his/her services can be terminated without assigning any reason

with following :

(i) With a notice not less than three months or

(ii) With a minimum notice for a peri(?d t'ill the end of semeste_r/ ;
trimester in which resignation/ termination shall become effective
(i.e. the semester/trimester in which the last date of three months
notice from the date of resignation/ termination falls)

(iii)The duration between para (i) & (ii) above shall be taken
whichever is more.

(iv)Alternatively, the employee or University will be required to pay
the amount equivalent to the Pay (Basic Pay & D.A.) of 3 months.

2.22.3 The Competent Authority may approve the resignation wi-th 1mrr}ed1ate
effect or from any date prior to the last c!gt§ of the notice pe}"lod on
completion of academic/assigned responsibilities as may be decided 'by
the management and without any liability of th<'3 Institution for .the‘notlce
pay in case no further assignment can be provided by the Institution for

the entire notice period.
2.22.4 If the employee leaves the service of the University without notice, he/she

will be liable to pay to the University amount equivalent to tlr'w Pay in lieu
of the notice period. Steps may be initiated, as decided by the

Management to effect recovery of due when employee abandons the

service without taking clearance.

2.22.5 During the service if the employee abs.ent your_self from the Flutv;s for g
period of more than 30 days without information to the Umversﬂy an
without obtaining the required sanction from the competent apthonty for
absence, then his/her services shall automatically stand terminated from
the date of first absence and without any further notice.

2.22.6 No employee shall normally be entitled to withgiraw'his/ her resignation
once he/she has tendered the same. The re81gn:':1t10n tendered by an
employee shall be deemed to have been automauf:ally accept‘ed by qt.he
Vice Chancellor with effect from the date on which the notice penqd
expires unless otherwise communicated by the designate_d Alllthorlty in
writing. Depending on the circumstances of the case,.1t will be §ole
discretion on the part of the Competent Authority, to waive off or at;i]ust
the notice period against the leave due to the credit of an employee, if the
employee requests for the same.

2.22.7 Format for letter accepting resignation is attached at Appendix ‘M’.

2.22.8 The letter of experience and No objection to be issued is at Appendix N
attached
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2.23 Termination of Service and Discharge:

2.23.1 Except, as may be specifically provided in the appointment, the
Management may at any time discharge an employee from service or
terminate his/her service, without assigning any reason by giving notice

or by payment of pay in lieu of such notice as provided in his/her
appointment letter.

2.23.2 In case of Contractual employees, their services will stand automatically
terminated on the expiry of period specified in the appointment order or

extension thereof if granted by the management,

2.23.3 In case an employee abandons or fails to rejoin the University within a period

of 30 days without proper sanction on termination of his long leave like EOL,
sabbatical, leave when not due etc. his / her services shall automatically stand
terminated retrospectively from the date of commencement of such leave. Such
an action is over and above the requirement of fulfilling the bond conditions
that may have been signed by the employee before proceeding on such leave.

2.24 Leave /Vacation during Notice period

The employee shall be entitled to avail maximum of 15 days leave due to
his /credit during the entire notice period with a provision to avail
maximum of five days at any one time. The employee shall not be allowed
any vacations during the period of notice.’

2.25 Clearance Certificate At The Time of Superannuation,

Resignation,
Termination, Discharge etc.:

An employee at the time of leaving the services of the University for any
reason shall have to obtain a clearance certificate testifying that no
property belonging to the University is with him /her. The final settlement
of dues will be made only when clearance certificate is obtained. Any
amount which University has to realize from the employee shall be
deducted from his/her dues at the time of settlement.

2.26 Service Certificate:

A service Certificate to ex-employees may be given, if required. Format for
service certificate is attached at Appendix ‘O’.

2.27 Death:

In case of death of an employee, Registrar Office will intimate the next of
kin regarding the death, by the fastest means. It shall be ensured that all
dues to the deceased are paid to his/ her nominees/ legal heirs as per
law in the shortest possible time after all administrative and legal
requirements are met. In the event of death an employee due to an
accident while on duty, compensation under Workmen Compensation
Act/ Group Accident Policy, as applicable, shall be arranged after
completing all formalities.

2.28 Outside Employment and Positions/Consultancy:

While the University may not discourage the employees from taking up
non-elective positions of honor or trust, he/she shall keep his/her
16




primary responsibility —towards accomplishment of duties and
responsibilities to the University on top of the priority. Whenever an
outside employment of a part-time nature or honorary position is offered
to an employee, the same shall be taken up with the Chancellor for
approval. Wherever such prior permission of the University could not be
taken, the employee shall inform the University of such
employment/position at the earliest opportunity. Wherever such part-
time employment or honorary position is likely to result in conflict of
interest with the her/his employment with the University, the employee
concerned shall be advised to relinquish such employment/position with
immediate effect. The decision of the University in such cases will be final
and the employee will be bound to comply with the same. Further, no
employee shall indulge in commercial activity or undertake paid work
while being on the rolls of JUIT unless specific sanction for same has
been obtained from the management. Honorarium based assignments
like delivering of lecture / seminars etc. may be undertaken by employee
with prior approval of the Vice Chancellor. However, no duty leave shall
be permitted in such cases.
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Chapter-3 PAY & ALLOWANCES

General:

The University has designed a compensation structure consistent with its
policy to attract and retain the best talent in all areas of its activities.
Salary levels in similarly positioned academic institutions, general salary
trends in the market, salary levels that reflect the duties and
responsibilities of the position, quantum and quality of work performed by
the employee, financial ability of the University etc are factors that go into
the formulation of the compensation policy and structure. While
formulating the compensation structure, the prevailing compensation
structure at IITs has been taken as a basis and wherever necessary
suitable improvements are made to make it more competitive and

attractive.

The compensation package for employees shall normally include:

(a) Components

(1) Basic pay

(i)  Dearness allowance

(i) House rent allowance

(ivy Conveyance allowance

(v)  Leave Travel allowance

(vi) Medical reimbursement

(vii) Special allowance €.g. CCA or as decided mutually

(viii) Contributory PF

(ix) Gratuity

(x) Other allowance, like Books & Periodicals, Soft furnishing and any
other allowance as may be allowed at certain specified levels.

(b) Consolidated Pay & Allowances which generally equate to above
components may be provided to the fixed tenure / contractual employees.

The Compensation Package / Pay scales applicable as on January 01,
2013 are attached as follows

(1) Faculty Appendix ‘P’
(i)  Non Teaching Staff Appendix ‘Q’
ALLOWANCES:

3.4.1 Dearness Allowance:

This is applicable to employees of all grades, Contract Employees or
Employee paid consolidated pay packages as specified in the terms of
appointment. The allowance will be paid with monthly salary. The
Governing Council shall be the approving authority for the rate of DA
from time to time in the form of percentage of Basic Pay.

18




3.4.2

3.4.3

3.5
3.5.1

House Rent Allowance:

House Rent Allowance is applicable to all employees except those who are
provided family/bachelor accommodation by the University in the
campus. The HRA shall be paid at the rate laid down in terms &
conditions. In case wife and husband both are employed in the University
and allotted the Campus accommodation; the HRA will be admissible to
only one person who is getting the lower pay. However, HRA shall be
individually be admissible in case of couple stays under own

arrangements.

When the accommodation provided by the University is vacated by the
employee, he/she will start getting H.R.A at the specified rate. Similarly
when an employee occupies accommodation provided by the University,
he/she will not get H.R.A from the date on which he/she occupies the

accommodation.

Conveyance Allowance:

Conveyance Allowance shall be admissible to select grade of employees as
per the scale, at the specified rates along with monthly pay.

Reimbursable Allowances: these will include:

Leave Travel Assistance (LTA):

(i) LTA will be equivalent to one month’s basic pay every year for self
and family.

(i) The grade/pay as at the time of proceeding on leave shall be
considered for the purpose of payment of L.T.A.

(i) Payment of LTA shall be controlled as follows:

(a) Period covering upto the end of first financial year. T herlETA
shall be paid on the pro-rata basis upto the end of the year in
the month of March.

(b) The LTA shall be claimable thereafter every financial year as
per the entitlement. The LTA shall be reimbursed only between
Oct to Mar of the financial year though the journey may have
been performed earlier during the year. However, clause at as
(ii) above shall apply for calculating the LTA.

(ivy Leave Travel Assistance shall be admissible to the employees who
proceed on leave to any other place in India.

(v) Employees and family members can travel on different dates, but
the LTA shall be claimed together only once during a year.

(vi Employee may travel by any mode of travel, but claim shall be
restricted to one month’s basic. While traveling by air, the tickets
must be produced along with the claim.

(vii) In case wife & husband both are employed in the University, both
can avail the facility but on different dates.

The claim shall be put up duly countersigned by leave sanctioning

(viii)
authority. The following certificates will be endorsed:-
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3.5.2

3.5.3

3.5.4

3.5.5

3.6

3.7

“I' certify that I have actually spent the claimed amount on
travel by self on  leave and family for the Financial Year

»

------------------

Books & Periodicals

This allowance is applicable to select grades at the rate laid down in the
pay scales and may be revised from time to time.

Medical

Thig allowance is applicable to all employees and subject to one month’s
basic pay. The details have been covered separately.

Provident Fund

The allowance shall be admissible as per the details specified in the
separate chapter.

Transport Facility or reimbursement in lieu thereof:

Employees when called for duty on off days / holidays shall be provided
institutional transport or reimbursed both way transportation charges.
Further if they overstay beyond their duty time on working days, they
may be provided institutional vehicle or be reimbursed one way
conveyance charges. The rates shall be as specified by the Vice
Chancellor or a Committee nominated by him from time to time.

Special Allowances:

(The management may approve any allowance for unspecified head as a
special allowance. These may include allowances like academic grade pay
warden’s allowance etc. :

Note:

(i) The above rules are applicable in general. However, the
management may vary the scales or allow special allowances based
on case to case basis in the terms of engagement.

(i)  Any other spegial allowance e.g. Telephone, Mobile reimbursement
may.b.e sanctioned by the management, based on the terms &
conditions mutually agreed upon.

Review of Pay Scales:

The pay scales will be reviewed at the periodicity to be decided by the
Management.

20




4.1
4211

4.1.2

4.2

4.3

Chapter-4. TRAVELING RULES

Eligibility:

These rules shall cover for journeys performed for the Institutional work in
India. Traveling allowance is granted to an employee to reimburse to him
the expenditure incurred on account of movement directly related to the
Institutional work such as tour, official duty, transfer to another
University, temporary transfer, deputation for training, attending official
meeting of Government/ Semi Government and other organizati(?ns dully
approved by the University. Local journeys and other official business not
covered above but approved by the competent authority of the University
may also be covered for the purpose of traveling allowance.

Movement for conferences / seminars / symposia / any other ir}vited event
whether remunerative or non- remunerative shall not be eligible for the
traveling allowance but may be considered under incentive / financial

assistance scheme.

Classifications of Members/Experts/Employees with reference to
entitlement of TA/DA:

Category  Designation of Staff

A-I Outside members of Board of Management and Statutory
bodies, Selection Committee Members, Chancellor, Vice
Chancellor, Directors, Deans and Professors/NT-1A and NT-1

staff

A-II Associate Professor / Assistant Professor and NT Staff up to
NT-2

A-III All other faculty members not covered in A-1, A-2 and NT-3
staff

B All other University staff/technical cadre up to NT-7

¢ All other University staff/technical cadre up to NT-8

Note: The category of contractual employees shall be covered in the
equated grades as per the pay scale.

Traveling Allowance Entitlement:

4.3.1 Journey by Rail

(i) The employees shall travel by the shortest route. Entitlement or
mode of travel for various categories of staff shall be under:
Category of Staff Entitlement
A-l AC First class/Executive class.
A-TI & A-III II AC 2 Tier /AC chair car.

B AC 3 tier /AC chair car
(& 2nd Sleeper

(i) Those entitled to travel by AC 3 tier sleeper/ AC Chair car may
travel by AC 2 Tier sleeper, where any of the train (s) connecting the
origin and destination station connected by the Direct Shortest
route do not provide these classes of accommodation.
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4.3.2

(i)

(iv)
v)

(vi)

If an employee travels by a higher class than the entitled one, the
fair by the entitled class will be given. However, if the Journey by
higher class is approved by the Authority sanctioning the move in
exigencies and Institutional interest the entitlement shall be of
higher class. If an employee travels by a lower class than the
entitled one, fare actually paid will be permissible.

The employee shall travel by the shortest route.

Reservation charges shall be admissible. Cancellation charges shall
be reimbursed if the journey is cancelled due to the reasons
attributable to the work of the University or any other reason
beyond the employee's control.

In all the above cases the actual fare paid or the entitlement,
whichever is less will only be admissible.

Journey by Road

(i)

(i)

(i)

(iv)

(v)

Journey by Road shall be admissible in case, if places not
connected by Rail or where journey by road is beneficial to the
University (road mileage shall be allowed only from the Railway
Station on the main line nearest to the destination or upto the
railway station on main line from the originating station). The
entitled railway fare shall be given from the originating station till
the destination railway station on the main line. An employee may
travel by any alternate means as per the choice and convenience
but the claim shall be restricted / passed as per the entitlement
defined in this para.

Category of Staff Entitlement

A-1 AC Taxi or below

A-II & A-III Taxi or below

B&C Public Bus/ Fare Taxi /Autorikshaw /
two wheelers / unless other means -
specifically approved by the controlling
authority.

For such travels subject to restrictions at (i) above, reimbursed
mileage allowance admissible, except within NCR Region will be as
under:

(@) Journey by own car/AC taxi (Al)
(b) Journey by own car/taxi (A2 &A3)
(c) Journey by Autorikshaw (Others)

Rs.16/- per km.
Rs.14/- per km.
Rs. 8/- per km.

Employees when required to use higher mode of transport due to
non-availability may be allowed to do so by the move sanctioning
authority.

Employees attending official meeting /traveling to offices located at
different places in NCR shall be reimbursed actual fares of entitled
taxis/ auto rickshaw or allowed to road mileage for use of own car
as per road mileage rates laid down whichever is less.

The road mileage rates shall be decided by a Committee constituted
by the Vice Chancellor and reviewed periodically as required.

22




4.3.3 Journey by Air

4.3.4

4.4

(i)

(1)

Officers in category A-1 (except Vice Chancellor) - may travel by air
in economy class. The Vice Chancellor / Outside members of the
Governing Council or statutory body equivalent to the status of
Vice Chancellor shall be entitled to travel by the Business class.
The higher class of travel may be approved by the approving
authority.

Officers in category A-Il may travel by air (economy class), in case
cheaper than the entitled rail fare. Otherwise relevant rail fare shall

be reimbursed.

Use of Staff Car while on tour

()

(i)

Staff Car can be used on tour with the prior approval of the Vice
Chancellor.

The family of the employee can accompany the official in the staff
car with prior approval of the competent authority.

Daily Allowance (DA):

()

(i)

(iv)

Eligibility: All employees on official duties shall be eligible for Daily
allowance if outstation journeys are undertaken for the purposes as
given in section 4.1.These shall however, not be applicable for
employees proceeding on conferences /seminars etc which are
fully / partially funded by the University

Entitlement for Food and Incidentals (DA)

A-l Rs.1000/-per day (24 hours)
A-II & A-III Rs.800/-per day (24 hours)
B&C Rs.400/- per day (24 hours)

Where the free boarding and lodging facility is provided by the
University or by sister concerns, employees will not be entitled to
DA, even if they choose not to avail free boarding and lodging
facility offered by the University.

The above rates will be operative based on the duration outside
headquarters as given below:

Upto 6 hours Nil

50% of the rates as
specified above
100% of the rates as
specified above

More than 6 hours upto 12 hours

More than 12 hours upto 24 hours

Every additional 24
hours or part
thereof shall be
governed as above

The above rates shall be applicable only when the tour is to a place
beyond 30 kms. (One way) from the place of posting (except within
the NCR). For duty to a place less than 30 kms, (One way), the Vic'e
Chancellor may stipulate rates and operative parameters, if
necessary.

Beyond 24 Hours

23

>

W

(i

200
S

]

7y

a4

-
U/

-
nv

ﬁﬁﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂf‘ﬂﬂﬂﬂﬂﬂﬂﬂﬂ@’)
)

ok
\Q\“
i
(S -
-

4.5

4.6

4.7

(v)

(vi)

(vii)

(viii)

DA shall not be admissible for duties within municipal limits of cities
where an employee is posted provided the duty is less than 6 hours.
Period of tour shall commence when an employee leaves his/her

place of posting and it ends when he/she returns to the same place
from where he/she commences his/her journey.

No reimbursement shall be permitted on account of Tobacco and
Alcoholic drinks.

Laundry and other such charges are included in Food and
Incidental and shall not be paid separately.

Entitlement-Stay:

(i)

Grade Other cities Metropolitan cities
A-1 Rs. 3000/ - Rs. 5000/ -

A-11 & III Rs. 2000/ - Rs. 3000/ -

B Rs.1000/- Rs.1500/-per day
& Rs.300/- Rs.750/-per day

(a) Reimbursement as per actual limited to above shall be made
on production of hotel bill/receipts.

(b) Expenses on phone calls for official purpose only shall be
reimbursed.

Vice Chancellor may approve higher rates than the specified limits
on case to case basis.

The stay entitlement for the external members of the Governing
Council / Selection Committees / Special Invitees shall be fixed
by the sanctioning authority on case to case basis.

Travel on Superannuation:

An employee on Superannuation who has served for a minimum of 10
years before superannuation shall be entitled to reimbursement in
advance as follows:

()
(ii)

(iii)

(iv)

Movement of self: From present place of posting to hometown (place

of residence) by entitled mode of travel.

Movement of family: If family is staying with the employee at the
present place of posting either in University accommodation or own
arrangement. From present place of posting to home town (place of
residence) or to any other selected place of residence where the
employee wishes to settle but not exceeding the distance to home
town by the same mode of travel as applicable for employee.

Conveyance of baggage shall be entitled equivalent to one months basic
pay. Prior permission to move baggage and claim the reimbursement
shall be obtained from the Vice Chancellor before movement.

No Food and Incidental allowance (DA) shall be admissible for
travel from place of posting to hometown (place of residence).

Travel on Transfer:

(1)

Movement of self: From place of posting to the new place of posting

by the entitled mode of travel as on duty of the University.
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(1)

(i)

(iv)

Movement of family

(@) If family is staying with the employee at the present place of
posting either in University's accommodation or own
arrangement and family will stay with employee at new place of
posting either in University's accommodation or own
arrangement

(b) From present place of posting to the new place of posting by
the same mode of travel as applicable for employee.

(c) If family is staying with the employee at present place of posting
either in University's accommodation or own arrangement but
family will not stay with employee at new place of posting either
in University's accommodation or own arrangement.

(d) From present place of posting to the hometown (place of
residence) by the same mode of travel as applicable for employee.

(e) If family is not staying with the employee at present place of
posting but will stay with employee at new place of posting
either in University's accommodation or own arrangement.

() From hometown (place of residence) to the new place of posting
by the same mode of travel as applicable for employee.

Conveyance of baggage

Expenses on conveyance of baggage shall be admissible only in case
of movement of family and not in case of movement of Employee, on
production of bill/ receipt but limited to one month's basic whichever
less. Permission to move baggage and claim the reimbursement shall
be obtained from the Vice Chancellor prior to move.

DA shall be entitled as on duty for self only

4.8 TA Advance:

4.9

(i)
(i)

(i)

(iv)
(v)

The advance is admissible in all cases where TA is admissible.
Advance may be drawn to cover expenditure of:
(a) Rail/road in normal admissible class,
(b) Daily allowance approved by the competent authority,
(c) Contingent charges for conveyance.
Advance upto 75% of the above may normally be allowed.
The advance will be recovered by adjustment to TA bill after
completion of the Journey.

No sccond advance for the same journey shall be admissible.

The above shall normally be adjusted within 15 days after
completion of the tour.

Conveyance Charges for Temporary Movement to place other than

place of posting:

These charges shall be admissible to all employees when called to attend
the office temporarily or for a short duration at a place other than the place
of posting. Normally institutional vehicle / pooled vehicle shall be used for
the purpose. In case same is not available then the transportation charges
shall be admissible as per the entitlement and scale given in the paras
above. No DA shall be admissible. For the purpose of calculation the
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distance between the current place of duty / place of residence and
temporary place of duty shall be taken into account whichever is less.
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Chapter-5 LEAVE RULES ’Qf. > training, leave with medical certificate or when the leave is to be
K'an m spent outside India. The next leave in excess of 30 days may not be
5.1 Definitions H ; sanctioned unless the period between the two sanctions is not less
; 1S ; : -
“Holiday” means a holiday declared as such by notification of the ¢ h than 180 days.
University. | m (vii) Leave to employees on fixed tenure appointment will be governed by
«Leave Year” means the academic year of the University. o ” a the terms laid down in the respective appointment letters.
“Vacation Employee” means that employee who is entitled to the summer - Ii . (viii) E}Lll ﬁs EL o:rllyt v;ill b(;: Tlanc‘Fioned in units of half day. All other Leave
and winter vacations i.e. teaching staff. VC/ Director shall not be counted 2 Tl shall be counted as tull unit.
as vacation employees. I W (ix)  Any type of leave shall not be sanctioned for remunerative work. In case

“Non-Vacation Employee” means the employee who is not entitled for of remunerative work the provisions outlined in chapter-II shall apply.

W
summer and winter vacations. 4 (x) For the purpose of computation of pe_riod of actual service for
f v calculation of entitlement of leave, all periods of leave like LWP, EoL

5.2 Types of Leaves:

The following kinds of leaves are admissible:

(i) Earned Leave/Vacations

(ii) Casual Leave

(iii) Duty Leave

(iv) Leave when not Due

(v) Extra-ordinary Leave (EoL) :

(vi  Sabbatical or Study Leave (with pay/reduced scale of pay)
(vii Maternity Leave

(viii) Compensatory Off

| 9 etc. shall not count toward the actual service.

5.4 Earned Leave/Vacations on Full Salary:

5.4.1 Earned Leave for Non-Vacation Employee For Non-Vacation Employees,
= ) earned leave will be admissible @ 1 day per 12 days of period spent on

duty - subject to a maximum of 30 days in a year. The employee may
w9 accumulate the leave.

©.4.2 Earned Leave for Vacation Employee Only such employees shall be
@ entitled to be called as Vacation Employees as the Governing Council may

¢CenNOOOCOOCOOOOOO O
)

decide from time to time. The teaching faculty, normally form part of i
w vacation employees. I
5.3 General rules governing the leave: — N w0 (i) T}IIC University shall nogfy the duratiqn of Ve}cation Leaves during ‘ .
i Leave is earned by duty only and cannot be claimed as a m _ | winter and summer break or during mid semester breaks. 1
Y right. When the exigencies of Instlt}ltlonal sgrv_lcethso aetgglll:;; w Normally total number of Vacation Leave days in an Academic Year |
discretion to refuse or revoke leave is reserved in the a D shall not exceed 60.
empowered to gra;nt 1t: T e e ® (ii) i\ Vacation Emplogefa shall}l{)e gntit'ledyto th(;I number ;)f Vac?tioE |
ii Leave, unless otherwise mentioned, wil . : eaves announced in an Academic Year. However, for a fres
& Chancellor or by such other appropriate authority to whom the wy Vacation Employee, the number of Vacation Leave entitlement shall ,
Governing Council may delegate the necessary powers. (S > be on pro-rata basis, on the number of days of service i.e. 1:6 days ‘ :
; . . . . |
(iii) No person on leave shall be permitted to accept a salaried e . of service, including Sunday/ holidays. (l
appointment or undertake professional work or engage in trad.e OL Fidg (iii) A member of teaching faculty shall invariably be required to avail '
business during his/her leave period except with the prior ertterﬁ e the vacation unless so required by the Institutional work. It is |
sanction of the Competent authority. Hoquer, gmployees on EO ¢! S essential for the Head of Department to obtain an advance sanction I
without pay may accept the appointment with prior approval of the [ from the Vice Chancellor to detain an employee during the I
Vice Chancellor. [ ) vacations. Therefore, unless officially detained and approval of the I
(iv) Leave and Vacation (in case of Vacation Employee) which is earned c l Vice Chancellor is taken, the vacation employee shall deem to be on !
i %

vacation, when declared.

by an University employee lapses automatically on his retirgmept or i '
quitting the service in any manner, including removal or d1smlssi1. QJ' = (iv) ~ Vacation Employee can be detained during vacation period part or I
However, in case an employee on superannuation is retained by the € full) and assigned administrative or academic duties by the Vice M
University as a contractual employee then the balance lea\(e SO 6.1‘. - Chancellor during the period of detention, ;I
. : i i e there 1s no >, > ; : eyl
accrued during the service may be gonihied tin-Tee g (v)  Vacation Employees who are detained for the Institutional work 1
breakiiniservice. : (53 ) only and with prior approval of the Vice Chancellor during |
(v  An employee may be allowed leave just before retirement for the e, vacations shall get the benefit of Earned Leave @ 1 for 2 days of
period not exceeding 30 days. 4 ‘ \w detention subject to maximum of 30 in a year.
(vij Earned leave in excess of 30 days subject to ma?cimuyn of 60 dgys 8] W
may be sanctioned in exceptional circumstances like higher studies, Ci -
27 ' 28
€5
!E > ——




5.5

5.6

5.7

Rules Governing the Earned Leave/Vacation:

(i)

(i)

Salary to be drawn during earned leave will be the same as the
employee was drawing immediately before proceeding on such leave
provided the leave is due at that point of time.

Unused Earned Leave shall be accumulated upto a maximum of 90
days Earned Leave, for the purpose of encashment.

Casual Leave:

(i)
(i)

(i)

Casual Leave is intended to meet special and emergent
circumstance and since it is treated as duty it will be on full salary.

The amount of Casual Leave that may be granted to an employee
shall not exceed 10 days in any Academic Year.

In case of employees appointed for a period of less than one
academic year, Casual Leave may be granted on a pro-rata basis
i.e. one day for every 36 days of actual service.

Casual Leave shall not be en cashed.

Normally Causal Leave shall not be sanctioned beyond 6 days at
any time. However, sanctioning authority may waive off this clause
under exceptional circumstances.

Casual Leave shall not be combined with any other kind of leave or
vacation, except Duty Leave. It may be combined with Sundays /

Holidays falling within the period of Casual Leave shall not be
counted as Casual Leave.

All employees may be granted Duty Leave, up to a limit of 10 days
(Ten) in an Academic Year.

Duty Leave may be taken for one or more of the following purpose:
(a) To deliver academic lectures of repute.

(b) To attend meeting of Committees, Boards, Faculties and other
academic bodies of a University or of a Statutory Board/ UGC/

AICTE etc. directly related to institutional work.
() To attend academic Conferences, Symposia or congress
recognized by the University.

(d) To attend meeting of Selection Committees and otl}er
Committees constituted by the Government, or other bodies
recognized by the University;

Duty Leave shall not be admissible

(a) To attend courts as jurors, assessors and witnesses.

(b) For remunerative work.

(c) Any work which is personal and not directly related to the
University.

Any duty / contingency not covered above may be sanctioned as a
duty at the discretion of the Vice Chancellor.

(iv)
(v)
(vi)
Holidays.
(vii)
Duty Leave:
(1)
(ii)
(iii)
(iv)
(v)

Duty Leave will be sanctioned by the Vice Chancellor.
29
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5.8

5.9

Leave when not Due (LWP):

LWP may be granted to an employee for a period not exceeding maximum
of 30 days at a time under following circumstances:

(a)
(b)

(©

(d)

The employee does not have any leave due to him/her.

Total number of LWP in the entire service career does not exceed
120 days before 7 years of service, 240 days before 15 years of
service and 360 days in the total career.

LWP normally shall be granted after the sanctioning authority has
verified that the employee cannot rejoin the duty due to reasons
beyond the control of the employee.

Employee shall not undertake any remuneration work during the LWP.

Extra-Ordinary Leave (EOL) without pay:

Extraordinary leave without pay beyond 30 days, hereinafter called EoL,
may be granted to an Institutional employee under following circumstances:

(i)
(i)

(iii)

When no other leave is admissible.

When the nature of exigency is proved beyond doubt that the leave
is absolutely essential.

Extraordinary leave shall be governed by following conditions:

(a) It may be combined with any other leave except casual leave
provided the total period of continuous absence from the
duty (including period of vacation when such a vacation is
taken in conjunction with leave) shall not exceed one year. ,
However, in exceptional cases, the EoL may be extended to a
maximum of two years with the approval of Vice Chancellor.

(b)  EoL shall always be leave without pay and allowances.

(c) EoL shall be granted maximum of two times in the entire
service career of the employee. For the first time the EOL may
be considered after the employee has put-in minimum of 5
years service with the University except in case of post
maternity requirement. In case of post maternity requirement
the maximum duration of EOL shall be 180 days or end of
the following semester in which the maternity leave finishes.
The EOL for the second time shall only be considered after
completion of 7 years from the last date of previous EOL.

(d)  During the currency of EoL, an employee may resign from the
University service by giving three months notice to be
received by the Vice Chancellor at least three months before
the expiry of the leave. If no such notice is given and the
employee does not join back the University for a period of 30
days, then his/her services will stand automatically
terminated from the date he/she proceeded on EoL.

(e) During the currency of the EOL, the employee shall forfeit all
benefits i.e. seniority for purpose of promotion. Further, the
employee shall loose the following annual increments in case
the EOL is beyond 180 days.

H The employee shall only be held on supernumerary strength
of the University.
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f’(" N
QgD (h)  The leave shall not be combined with any other type of leave.
5.10 Sabbatical or Study Leave (with pay / reduced scale of pay): (& 1 7 ()  The faculty granted such SL shall be eligible to the benefit of
(i) Sabbatical or study leave hereinafter called Special Leave (SL) shall - I A annual increment.. But same shall be given only on return
be applicable only for vacation employees. It shall be sanctioned for \ ] from such leave without any arrears.
following purposes: - (-~ G) The SL shall count as a service for the purpose of gratuity
(a)  To undertake study or research or other academic pursuit e ’ = prgvided the employee rejoin the University on expiry of the
solely for the object of increasing the proficiency and s said SL.
usefulness to the higher education system. G (k)  If employee availing the SL shall furnish a bond that he/she
(b)  To pursue special line of study or research directly related to (N shall serve the University for a continuous period of atleas‘; 3
the work of the employee in the university or to make a s years from the date of his/her returning to duty after expiry
special study of the various aspects of University organization o of the SL failing which he/she shall be required to return the
and methods of education. Caed entire amount of pay granted to the employee since the
: PR 3o commencement of SL besides any financial assistance (like
(i) ~ The SL shall be governed by following conditions: i G travel or registration expenses etc) that may have been
(a) The SL shall be granted. afterl the empl(?yee have minimum of = granted along with the SL.
5 years continuous service with the University. , I 1) The employee availing the SL shall be required to submit to
(b)  Period of the SL shall normally for one year. However, in w2 the Vice Chancellor 6 monthly report of progress in his/her
exceptional cases, the SL may be extended to a maximum of c - studies from his/her supervisor or head of University. If the
2 years with the approval of the competent authority. w report is not received within specified time the payment of SL
() A teacher on SL shall not take-up during the period of SL any C .o pay may be deferred till receipt of such clause.
regular appointment under another organization in India or . (m) On completion of SL the employee shall render a certificate
abroad. He/she may however be allowed to accept a hd from the organization where he/she availed the SL showing
fellowship or a research _scholarship or adho.c teaching ¢ the presence of the employee with that organization.
aSSigr.lm?nt i ‘honorarlum unde_r loformation tc(l) Sg T (n) During the currency of SL, an employee may resign from the
saictioniefatithotiyawho dnay sanclionsthe b Lon tediics i University service by giving three months notice to be
pay and allowances as given in succeeding paras. ; | received by the Vice Chancellor at least three months
(d) The number of employees to be granted SL at any ppmt of ol before the expiry of the SL. However, the conditions
time shall not exceed 5% of teachel_‘s strength  in thp ' o regarding repayment as per terms of bond at (k) above shall
department and should not restrict the academic @l apply first. If no such notice is given and the employee does
requirement of the department. gl not join back the University for a period of 30 days, then
(e)  The SL shall be granted not more than two times during the v his/her services will stand automatically terminated from
entire period of service. Further, the second SL shall not be € “~ the date he/she proceeded on SL.
granted before completion of 7 years from the last date of the ¢ 4
previous SL. i j W e i 5.11 Maternity/Paternity Leave:
e employee who is du
B R ED e e S e
turn to duty after expiry of the SL. ‘ 2 after putting in minimum one year service in t.he University. Supﬂarly the
to.ze 2 : ; . : £ C . male employee may be granted 10 days paternity leave after minimum one
(8)  The SL shall be granted without or with pay with max1m111)11’n o P year of service in the University. The paternity leave will be sanctioned
basic and DA only. No other allowances shgll 2e admlss}ll. S - after the delivery of child. The maternity leave shall ordinarily be
case of the SL. The amount of scholarshlp LRk A = sanctioned 45 days before and after 45 days after confinement. However,
other financial assistance to be received by the employee from s

- this may be varied at the discretion of Vice Chancellor subject to the

the organi.zation whete he/-she el Spe thedSL shal € medical fitness certificate provided by the concerned women employee that
be taken into af:coun.t while determining the reduce1 pﬁy 01/1 , | .. e e s ali s e e
Which g, L. 1o_being prantec, -The forelgn scholars'flgch = < female employee can avail maternity leave maximum twice in the service or
fellowship .would ROl ey IR N or_|1- yD j; buf’:t S for upto two living children. The maternity leave will be granted based on
fellowsmp is_above the_speoilied e (Basm.l : ]h' h i > medical certificate and employee must provide fitness certificate on
tikin% 1él1to. thte ascoturlit theI COCSatS(;f (I)IIYIII:E:I {2; i’eﬂ?cir\::s{l;; ghih < - rejoining. The Maternity Leave can be combined with vacations, EL or EOL.
the study 1s to be taken. In
exceeds 31ihe pay (Basic + DA) the pay would then not be (S -
allowed. Thus in case of Indian fellowship only the difference -
between the fellowship and pay shall be allowed subject to “’l )
maximum of the pay. (S -
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5.12 Compensatory Off

5.13

5.14

There shall be time when faculty or staff may be called for the Institutional
work on a Sunday or Holiday (other than vacation days). In such cases
compensatory off day shall be permitted with following conditions:

(i)
(11)

(i)

The employee shall be provided with the transport allowance as
applicable.

The employee may opt for grant of EL in lieu on one on one basis
or,

The employee may opt for a compensatory off on any other working
day. The institutional work should not be jeopardized while availing
of compensatory off. The compensatory off may be allowed by the
approval of VC.

Leave Encashment:

(i)
(11)
(i)

(iv)

v)

Accumulated earned leave may be encashed when the employee
leaves the service.

Leave encashment is permissible, provided employee has served the
University for a minimum of 5 years and for the regular employees.

In case of continuous employment with the University after the laid
down age of superannuation, the leave encashment benefit shall be
carried forward for the balance service as fixed tenure employee.

Encashment will be corresponding to the average of last 10 months
salary before the employee is relieved.

The accumulated earned leave may be encashed maximum upto 90 days.

Leave Procedure:

(i)

(vi)

An employee who desires to obtain leave of absence shall apply
giving specific reasons thereof to the Controlling Officer, and also
the address while on leave. The application for leave shall be in the
form prescribed.

Application form duly filled will be got endorsed from the office of the
Registrar, indicating leave due on the proposed date of proceeding on
leave, before submitting the same to the Sanctioning Authority.

Application of leave for less than four days duration shall be
submitted to the Competent Authority at least 24 hours in advance.

Application of leave for more than four days duration shall be
submitted to the Competent Authority at least 7 days in advance.

Except in emergency, no employee shall proceed on leave unless
he/she has obtained the sanction of leave.

Leave is not a matter of right and can be refused by the Competent
Authority without assigning any reason.

In the event of an employee desiring extension of his/her leave
originally granted, he/she shall submit an application or letter or
telegram to the University well before the expiry of the period of leave
originally granted to him/her. The Competent Authority on receipt of
his/her application/letter/telegram shall inform the employee, whether
the extension of leave applied for has been sanctioned or rejected.

The certificate of posting by the Post Office shall be deemed to be
sufficient proof of a reply having been sent to the employee in this regard.
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5.15

5.16

5.17

5.18

5.19

(ix) No leave with salary will be sanctioned for any period of conviction
in police lock-up or in police remand or detention under any law or

Govt. ordinance or notification.

Absence without Leave :

An employee who remains absent from duty for a consecutive period of 30
days (inclusive of weekly Holiday, National and Festival Holidays) without
permission of the Competent Authority, shall be deemed to have
abandoned the employment and his/her service shall stand automatically
terminated at the expiry of the period of said 30 days without any notice.

Leave Sanctioning Authorities:

The Vice Chancellor shall lay down leave sanctioning authorities for
University employees. However, extension of leave or EoL or LWP shall in all
cases be sanctioned by the Vice Chancellor or Chancellor as the case may be.

Leave Programme:

It is desirable to work out a leave programme for all key personnel for a
year so as to ensure that there is no disruption in the work and adequate
manning is ensured during working session. It shall be endeavored
specially by faculty & technical staff that leave is finished during non
working season except for unavoidable reasons when leave during working
season may be sanctioned, only after approval of the Vice Chancellor.

A faculty or any other staff before forwarding his/her leave application
shall submit the alternate arrangement for academic activities alongwith
the leave application. The alternate arrangement, so made shall be
countersigned by the alternate faculty/stalff.

Maintenance of Leave Records:

Office of the Registrar shall maintain leave record of all the employees. If
an employee fails to join duty after expiry of the leave period and
application for extension is not received or the extension requested has
not been sanctioned by the University as the case may be, the following
action shall be taken:-

(i) Send an email / hard copy to informing the employee to rejoin by
specific date failing which his/her services shall be terminated. Or

(i)  Terminate his/her services after 30 days of overstay as a loss of lien.
Or

(i) If an individual reports to the University after overstay within a
reasonable period of one month, his/her case regarding continuation
in service or termination of service shall be decided on merit.

Holidays:
(i) The University shall remain closed on all Sundays.

(i)  The University shall decide its list of holidays based on the national
holidays, festival holidays and restricted holidays. The 1ist. of
holidays for the academic year will be announced by the University.
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6'1

6.2

6.3

6.4

Chapter-6 MEDICAL

General:

The University shall endeavor to put in place all necessary precautions
and systems to safeguard safety and health of all its personal.

Medical expenses for the purpose of reimbursement shall mean
comprehensive medical cover, involving out-patient and specialized
treatment, inclusive of all necessary pathological, radiological and other
methods of diagnosis besides Consultation and treatment by the
authorized medical attendant;

Reimbursement of Medical Expenses:

(i) The medical expenses incurred by employee on his/her and his/her
family’s including dependents treatment will be reimbursed limited
to one month Basic pay in a financial year. The following expenses
can be reimbursed: -

(a) Medicine prescribed by the authorized medical attendant but
shall exclude preparations, which are primarily tonic, food,
toiletries or disinfectants.

(b) Charges, on account of treatment in hospital, whether
Government or Private, Medical Institutions or Nursing
Homes both specialist or ordinary and including maternity
charges.

(i) Expenses on medical insurance if taken by employee for himself/
herself and/or the family, shall also be treated as medical expenses
reimbursable as per sub para (a) above.

Claims / Disbursement:

(i) The accounts section shall disbursed the medical expenses
reimbursement equated to one months basic in EMI for the whole
year.

(i) Employee seeking exemption of Income Tax as applicable under the
rules of medical reimbursement shall be required to submit the
medical bills to the accounts office which intern shall take the same
in consideration while computing the TDS.

(iiij In case wife and husband both are employed in the University, the
medical expenses shall be reimbursed to both the employees.

Accident:

(i) In case, an employee meets an accident while on duty only then
his/her medical expenses and period of absence will be regulated
as mentioned below.

(i)  All accident cases shall be referred to hospital covered under med
claim policy of the University/Government hospital except under
very special circumstances the case may be sent to a private
hospital with prior sanction of the Vice Chancellor.
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6.5

6.6

(i)  All medical expenses other than covered under med claim policy
incurred in connection with treatment shall be borne by the
University.

(ivy The period of absence on medical grounds upto a maximum period
of 45 days resulting from the major accident making the employee
:mmobile shall be treated as special leave with full salary.
Thereafter the period shall be treated as leave without pay.

Med claim Card:

All the employees of JUIT-Waknaghat are currently covered under
Mediclaim policy (to the extent supported by Jaiprakash Associates
Limited as a part of extended benefit to the employees of all
units/extended units under the aegis of JAL or JSS) and are provided
Mediclaim card for self and dependents (wife & two children). The salient
features for mediclaim policy (varying depending upon contract) are
received and circulated from time to time. Registrar’s office will be the
coordinating agency for obtaining the med claim policy cards. Employees
should thereafter liaise with the coordinator / TPA at the hospital to avail
the facility of medical insurance. The mediclaim policy coverage may
cease in case so decided by the management of JAL.

Use of Institutional Medical Officers Facilities:

The employees may consult the Institutional medical officers in case of
sickness, free of charge. The medical officer, shall provide medicines for
one day. Balance medicines can be bought by the employee.
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7.1

7.2

Chapter-7 ADVANCES
For Traveling on Duty:
(1) An employee proceeding on official tour may be granted advance up
to 75% of the anticipated expenses to meet traveling and other

expenses.

(i)  An employee shall be required to submit the TA bill on completion
of journey within 7 days from completion of journey, failing which
advances will be recovered form the next month’s salary.

For Exceptional Circumstances:

(i) Advances to the employees may be granted under exceptional
circumstances and extent as specified below:-

Sl. | Type Purpose Amount Remarks |
(Net pay/
N9 months)
1 | Medical Self and Three This will be considered on
Advance Dependents the basis of certificate
given by an authorized
medical practitioner.
Reasonableness to the
estimated expenditures
will be verified by
University’s Doctor.
2 Matrimonial | For dependent Three On production of proof
Advance daughter’s/sister’ such as wedding card.
s marriage
3. [[Other (a) Natural Two Proof to be furnished after
Advances calamity or other meeting the requirement
justifiable reason within a month of
advance.
(i) Terms and conditions for advances under exceptional
circumstances:
(a) Only employees who have completed one year of service in the
University will be eligible for advance.
(b) Recovery will be effected in maximum of nine equated monthly

installments, from the salary for the month succeeding the
month in which the advance is drawn. The recovery scheduled
will be specified by the sanctioning authority while granting the
advance.

() Application of advance shall be considered only if the total
monthly deductions from the salary of employee do not exceed
50% of his salary after taking into account the recovery of
applied advance if sanctioned.

(d) Format for application of advance is as per Appendix-R.
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Chapter-8 EMPLOYEES’ PROVIDENT FUND & PENSION SCHEME

General:

The provisions of the Employees’ Provident Funds & Miscellaneous
Provisions Act, 1952 and Schemes framed thereunder are applicable to
JUIT, Waknaghat. JUIT is registered with the Provident Fund
Commissioner, Employees’ Provident Fund Organisation, Sub Regional
Office, Waknaghat, UP (A Statutory body under by Ministry of Labour &
Employment, Govt. of India).

Misc. Schemes of the EPF Act (EPF/EPS)

Salient features of the Schemes framed under the Employees’ Provident
Funds & Miscellaneous Provisions Act, 1952 are given below:

Employees Provident Funds Scheme (EPF)

Admissibility

The benefit of Employees Provident Funds Scheme shall be admissible to
all the eligible employees (as per section 2.4 (i) & (i) under this scheme.
The Employees contribute @12% of his/her pay (basic pay + dearness
allowance) towards Provident Fund. The employer (JUIT) contributes
equal amount. The employer’s share is divided into the pension scheme
(EPS) and EPF as per the rules governing the EPF scheme. The EPF funds
accounts of the JUIT are being maintained with the Provident Fund
Commissioner, Employees’ Provident Fund Organisation, Sub Regional
Office, Waknaghat, UP (A Statutory body under by Ministry of Labour &
Employment, Govt. of India).

Nomination

(i) An employee on appointment is required to fill up the Nomination
and Declaration form, under the Employees’ Provident Fund
Scheme(EPF), in triplicate in prescribed form, ‘FORM 2(Revised)’ in
consequence of introduction of EPS, and submit to the personnel
Deptt(Registrars’ Office). Personnel Deptt will keep one copy of the
same in the personal file of the employee and forward two copies to
Accounts Section (PF Cell). The purpose of Nomination and
Declaration form is to confer the right to the nominated person to
receive the amount that may stand to his/her credit in the
provident fund and to facilitate release of pensionary benefits due
under the Employees’ Pension Scheme(EPS) to the entitled member
of family in the event of his/her death.

(i) A member of EPF who is married and / or his/her father/ mother
is/are dependent upon him/her can nominate one or more persons
belonging to his/her family as defined below :-

(a) In case of male member, his wife, his children, his dependent
parents and his deceased son’s widow /children.

(b) In case of a female member, her husband, her children, her
dependent parents, her husband’s dependent parents, her
deceased son’s widow/children.
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(i) A member may in his/her EPF nomination distribute the amount
that may stand to his/her credit in the EPF amongst his/her
nominees at his/her own discretion.

(iv) Ifa member has a family at the time of making EPF nomination,
the nomination shall be in favour of one or more persons belonging
to his/her family. Any nomination made by such member in favour
of a person not belonging to his /her family shall be invalid.

(v) If at the time of making nomination the member has no family, the
nomination may be made in favour of any person or persons but if
the member subsequently acquires a family, such nomination shall
forthwith be deemed to be invalid and the member shall make a
fresh nomination in favour of one or more persons belonging to
his/her family.

(v Where the EPF nomination is wholly or partially in favour of a
minor, the member may, for the purpose of this scheme, appoint a
major person of his/her family to be the guardian of the minor
nominee in the event of the predeceasing the guardian so
appointed.

(vii) If the employee wishes to change the prior nomination, he/she is
required to fill-up again the prescribed ‘Form-2(Revised)”.

Previous Employment

For declaration and confirmation of previous employment, employees are
required to fill-up Form No. 11. Form duly filled and signed by the
employee shall be submitted to the Accounts Section for submission of
the same to PF office.

Statement of EPF - The same is available online at www.epfindia.gov.in.

Loan from Provident Fund

The employee may take loan from his/her provident fund account for the
following purposes for such amounts as eligible/specified in the
Employees Provident Fund Scheme:-

(1) Purchase of a dwelling house/flat or construction of a dwelling
house including acquisition of suitable site for the purpose.

(ii)  Medical treatment of a family member for the specified deceases /
surgery.
(i) Marriage of the members’ daughter /son, marriage of sister/brother

wholly dependent on member or post matriculation education of
his/her son/daughter.

Withdrawal from Provident Fund

Any employee leaving the University/ University due to any reason is eligible for
withdrawal of his/her PF accumulations and benefits under Employee’s Pension Scheme
subject to his/ her eligibility as defined in the Schemes. For this purpose, the employee
who leaves the University/ University, shall fill up Form No. 19 & 10C and submit to
Accounts Section for the necessary certifications. The duly certified Form shall then be
deposited by the employee with the PF office (Sub Regional Office, Waknaghat). On
receipt of the withdrawal request from the member employee, PF office (Sub Regional

Office, Waknaghat) will pay the amounts payable as per rules, to member Employees’

designated Bank account directly .

39




8.2.7

8.3
8.3.1

8.3.2

8.3.3

Withdrawal of Provident Fund of a deceased member to whom
payable: ;

On the death of a member before the amount standing to his/her credit
has become payable or where the amount has become payable before
payment has been made -

(i) If a nomination has been made by the member, the amount
standing to his/her credit in the fund or that part thereof to which
the nomination relates, shall become payable to his/her nominees
in accordance with such nomination.

(i)  If no nomination subsists or if the nomination relates only to a part
of the amount standing to his/her credit in the fund, the whole
amount or part thereof to which the nomination does not relate as
the case may be, shall become payable to the members of his/her
family in equal shares subject to rule made there to.

Employee’s Pension Scheme:

General

The Pension Scheme shall be as applicable and under the rules of EPF
Deptt. of Govt. of India. The purpose of the Family Pension Scheme is to
provide pension to the Employee for his old age after retirement/ on
death of the employee, to provide pension to his family including children.
An amount equal to 8.33% of employees’ pay (Limited up to Rs. 6500/-) is
pooled into the Employees Pension Scheme (EPS) from the Employers’
contribution to EPF amount.

With the implementation of the Employee’s Pension Scheme, 1995 (EPS)
with effect from 16.11.95 pension is payable under the EPS on death/
disablement while in service/on superannuation/retirement depending
upon the number of years of service put in but subject to minimum 10
years of continuous service.

Nomination and pension eligibility

(i) All employees on appointment are required to fill up the Nomination
and Declaration form as mentioned herein above under EPF.

(i)  On the death of a member of the Employee’s Pension Scheme the
EPS benefits are admissible to only the spouse (till death or
remarriage) and/or at a time up to two children (including legally
adopted by member) and running from eldest to youngest child till
the child attains the age of 25 years.

(iiij  If the member has got no family, the pension, on the death of the
member will be payable to the nominee as would have been
admissible to widow.

Amount of Pension

Pension shall be payable to all eligible members of the EPS by the Govt of
India thru EPF Office, amounts calculated as per the rules laid down
under the EPS scheme. The amount of pension shall be payable as per
eligibility/ Pensionable Service/Pensionable amount subject to the EPS
rules as amended from time to time.
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9.1

9.2

9.3

9.4

9.5

9.6

Chapter-9 GRATUITY

General

All employees, both Teaching and Non-Teaching, of the JUIT, Waknaghat
shall be entitled for the Gratuity as per the Gratuity Act, 1972 as
amended by from time to time.

Eligibility/ Eligible Service:

Employee shall be eligible for Gratuity if he/she has completed minimum
FIVE years of service with JUIT. Part of one year in excess of 6 months
shall be counted as one year. When the termination of employment is due
to death or disablement, minimum qualifying period of 5 years shall not
be necessary.

The Eligible Service for JUIT Waknaghat shall be determined as follows;

(1) In case of ‘New Entrant’ on/after 01/07/2005 the ‘actual service’
shall be treated as Eligible Service. The total actual service shall be
rounded off to the nearest year, the fraction of services for six
months or more being treated as one year and the fraction of
services less than six month is ignored.

(i) In the case of “Existing Staff” (Staff transferred from JSS/ Jaypee
Group companies to JUIT, Gratuity shall not be payable for the
‘past service’ i.e. pre - deemed university period. The date of joining
of “Existing Staff’ at JUIT, Waknaghat (Deemed University) shall be
deemed/taken as 1st July, 2005.

(iiij In the case of “Transferred Staff’ (Inter university transfers under
the umbrella of JES). The date of joining at the respective’
Universitys of the JES, shall be deemed to be the joining date for
the purposes of payment of gratuity, however, the same shall be
subject to clause 11.1(i)&f(ii) mentioned herein above.

When Payable:

The Gratuity shall be payable on Superannuation or Retirement or
Resignation or on the death / disablement due to accident or disease.

To whom payable:

Gratuity shall be payable to Employee himself. In case of his/her death, it
shall be payable to the nominee as per nomination or to the legal heir (s).

The gratuity shall be calculated as under:-

Last Pay drawn (Basic Pay plus DA) x 15 x No. of years of service divided
by 26.

The maximum amount of the Gratuity payable to the employee shall be
Rs.10,00,000/- only.
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HRA would not be payable to the Allottee

(Senior Grade, Grade-II & Grade-I)

Professors, Associate Professors
(iii) For Non Teaching Staff

Assistant Professors

(i)
(ii)

10.3 Terms & Conditions for allotment of Faculty Accommodation:

10.2 Classification of Accommodation:

Free of cost of Electricity consumption up to 300 units (cumulative)

to allottee of type A-1 accommodation.

(i)
(i)

Free of cost of Electricity consumption up to 200 (cumulative) units
the rate to be admissible from time to time.

to allottee of type A-2 accommodation.
Payment of electricity charges in excess of the above limit shall be

Water charges will be payable as admissible from time to time.

at
Format of Letter of allotment is at appendix ‘S’. The Letter will be issued

by the Administrative Officer.

(iii)
(iv)
v)

10,4

c..ccccc¢€
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APPENDIX-B
REGR/JUIT/APPT./ /<<Academic Year>> Dated: ...oivnrrinninns
M/ MS s rrsenmssiens
Address

SUB: APPOINTMENT ADVICE

1. The management is pleased to offer you an appointment in Jaypee University of
Information Technology, <<Place of posting>>, WAKNAGHAT, SOLAN,
HIMACHAL PRADESH, India as <<Designation>> in the Department of <<
Deptt.>> on terms and conditions discussed and mutually agreed.

2. You are advised to join the University by << Date >>. The appointment letter shall
be issued after you join the duty.

3. Kindly report for duty to the Registrar, JUIT, WAKNAGHAT, SOLAN, HIMACHAL
PRADESH.

4, You are requested to bring original & self-attested copies of all certificates &
testimonials and four recent passport size photographs for our record.

5. The details of compensation package are as follows:

SCALE OF PAY - <<....... >>
BASIC

DA (100%)

HRA (30%) @
CCA

SOFT FURNISHING ALLOWANCE
BOOKS & PERIODICALS ALLOWANCE

CONVEYANCE ALLOWANCE
PF (12%) (Employer Share) i3
LTA #

MEDICAL REIMBURSEMENT
ACADEMIC GRADE PAY (AGP)
G. TOTAL (Rounded Off)

Note:

@ Not applicable in case of campus accommodation.

**Tax, PF (Both employee & employer's share) and other statutory deductions would be made
from your salary as per the rules prevalent from time to time.

# Allowed on completion of one year service and once in a year.

6. Kindly send your consent by signing on the duplicate copy of this advice.

Yours sincerely,
For Jaypee University of Information Technology

REGISTRAR

Consent by addressee
I, accept the offer of appointment. I shall be able to join the University by

Place:
Date: Signature:
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APPENDIX-B1

Delivered by hand

JUIT: REGR: APPTT: <<Academic Year>> Date: <<Current Date>>
MR.  MS

SUB: APPOINTMENT AS <<DESIGNATION>> W.E.F <<DOJ>>

Dear Sir/Madam,

We have pleasure in offering you the appointment of <<Designation>> in the Department of <<Deptt>>
w.e.f <<DOJ>> in Jaypee University of Information Technology, Waknaghat, Solanm H.P. on the terms

and conditions indicated below:
1 You will be paid salary in the scale of <<Scale of Pay>> with effect from the date of your joining i.e.
<<D0J>> as per the details given below;

BASIC 5|
DA (100%)
HRA (30%) @
CCA

SOFT FURNISHING ALLOWANCE
BOOKS & PERIODICALS ALLOWANCE
CONVEYANCE ALLOWANCE

PF (12%) (Employer Share)

LTA

MEDICAL REIMBURSEMENT
ACADEMIC GRADE PAY (AGP)

G. TOTAL (Rounded Off)

@ Not applicable in case of campus accommaodation.

2. Tax, PF (Both employee & employer’s share) and other statutory deductions would be made from your
salary as per the rules prevalent from time to time.

3. You shall be subject to the Standing Orders, Service Rules and Regulations as well as the
administrative orders of the University in force from time to time and shall obey all such orders and
directions as you may receive from your superiors.

4. You shall be on probation period for one year w.e.f <<DOJ>> and which may be extended at the
discretion of the Management.

5. (a) During the period of probation or extended period of probation, an employee may resign or his/her

services can be terminated by the University without assigning any reason by giving a notice or pay
(Basic Pay & D.A.) equivalent to the one month, in lieu thereof.

(b) On completion of probation you shall automatically be deemed to be absorbed in the Regular cadre
unless information to the contrary is provided by the management.

(c) After absorption in the regular cadre, the employee may resign or his/her services can be terminated
without assigning any reason with following

(i) With a notice not less than three months or

(i) With a minimum notice for a period till the end of semester/trimester in  which
resignation/termination shall become effective (i.e. the semester/trimester in which the last date
of three months notice from the date of resignation/termination falls).

(i) The duration between para (i) & (i) above shall be taken whichever is more.

(iv) Alternatively, the you or University will be required to pay the amount equivalent to the Pay
(Basic Pay & D.A.) of 3 months.

(d) The Competent Authority may approve the resignation with immediate effect or from any date prior
to the last date of the notice period on completion of academic/assigned responsibilities as may be
decided by the management and without any liability of the Institution for the notice pay in case no

further assignment can be provided by the Institution for the entire notice period.

Cont....2
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JUIT: REGR: APPTT: <<Academic Year>> -2- Date: <<Current Date>>

(e) During your service if you absent yourself from the duties for a period of more than 30 days without
information to the University and without obtaining the required sanction from the competent
authority for your absence, then your services shall automatically stand terminated from the date of
your first absence and without any further notice.

(f) You will retire at the age of 65 years and will automatically cease to be the employee of the
University on superannuation on the last day of the month during which you attain the age of 65
years.

6. You shall faithfully serve the University, obey its lawful commands, keep it secrets, diligently and
carefully learn and perform such work and business as may be entrusted to you regularly during such
hours as may be prescribed and perform such duties as may be assigned.

7. You shall devote your whole time to your duties and shall not carry on or be concerned in any other
business or occupation, whatsoever. However, on approval of the competent authority you may take up
consultancy assignments as per the service rules of the University.

8. You shall be responsible for the charge and care of the University's money, goods & stores and any
property entrusted to you or in your hands and shall truly and faithfully account for or pay over or deliver
to the proper person, money, goods, stores and property which shall at any time come to your hands, or
under your charge, on account of the University.

9. You are, at present posted at <<Place of Posting>>. but are liable to be transferred to any other
location or Universitys under Jaypee education System at the sole discretion of University.

10. You shall be eligible for (a) Leave as per University rules, (b) Reimbursement of LTA, which shall for the
first time be eligible after completion of one year service with the University and further, once in a year,
(c) Provident Fund benefits as per Government rules, (d) Gratuity benefits as per the University rule, (e)
Mediclaim policy coverage, as per the service rules of the University, the limit of which may be decided
from time to time, (f) Medical Reimbursement etc. as admissible under University rules from time to time.

11. Your appointment in the University will be as a direct recruit and the University will not bear any liability
on account of leave salary, pension contribution, etc. to your former employer, if any.

12. This appointment is subject to your being found medically fit by a registered physician (MBBS or above)
on the panel of the University.

13. Notwithstanding anything that is being defined in the terms and conditions (salient points) as given in the
aforesaid paragraphs, the detailed, rules, guidelines and procedure given in the service rules and
regulations of the institution as may be modified from time to time shall be binding. In case of any
dispute on interpretation of any part of this letter or the rules governing your service or otherwise,
howsoever arising, the decision of the University thereon shall be final and binding. The legal disputes if
any shall be settled within the jurisdictions of Solan, HP.

If you are willing to accept the appointment on the terms and conditions as stated above, please sign and

return the duplicate copy of this appointment letter. You should report for duty to undersigned.

We wish you a very happy association with us.
Yours sincerely,
For Jaypee University of Information Technology

REGISTRAR
cc:
Accounts Office - For information and needful please.

| have read and understood / have been explained the above terms and conditions and service rules and
regulations. All the terms and conditions / service rules and regulations are acceptable to me and | shall

abide by them.
Place: SIONAtIE s B e e B e e
Date: NaME e e b e
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APPENDIX-B2

Delivered by hand

JUIT: REGR: APPTT: <<Academic Year>> Date: <<Current Date>>

SuUB:

----------------------

APPOINTMENT AS <<DESIGNATION>> ON CONTRACTUAL BASIS W.E.F <<DOJ>>

Dear Sir/Madam,

We have pleasure in offering you the appointment of <<Designation>> in the Department of
<<Deptt>> on contractual basis initially for a period of <<period>> years w.e.f <<DOJ>> in

Jaypee University of Information Technology, Waknaghat, Solan, H.P. on the terms and

conditions indicated below:

1

You will be paid a consolidated amount of Rs. <<Amount>>/- (<<Amount in words>>)
with effect from <<DOQJ>. The breakdown of various components of the consolidated amount is

as follows:

a) Basic Pay 40 RSl nnaa/=-pimi
b) D.A. (100%) i Rs...../-p.m.
c) Equivalent to HRA (30% of Basic Pay) : Rs....../- p.m.@
d) CCA L Rt = D)
e) In lieu of PF L RS asia/= pimis
f) Books & Periodicals Allowance i Rsi cina/=pimis
g) Soft Furnishing Allowance i RS e PG
h) Conveyance Allowance : Rs. /- p.m..
i) In Lieu of Medical Reimbursement RS /- p.m..
j) In Lieu of LTA v RS waia/s pam
k) Academic Grade Pay (AGP) ¢ RS. ez pami.

@ (NA in case campus accommodation is provided)

2. Tax and other statutory deductions would be made from your salary as per the rules prevalent from

time to time.

You shall be subject to the Standing Orders, Service Rules and Regulations as well as the
administrative orders of the University in force from time to time and shall obey all such orders and
directions as you may receive from your superiors.

(a) During the period of contract or extended period of contract, the mutual separation or
termination of contract may be done by either party without assigning any reason by giving a
notice of or payment of emoluments (Basic Pay & DA), equivalent to the period of three months.

(b) The Competent Authority may approve the resignation with immediate effect or from any date
prior to the last date of the notice period on completion of academic/assigned responsibilities as
may be decided by the management and without any liability of the Institution for the notice pay
in case no further assignment can be provided by the Institution for the entire notice period.

(c) During your service if you absent yourself from the duties for a period of more than 30 days
without information to the University and without obtaining the required sanction from the
competent authority for your absence, then your services shall automatically stand terminated
from the date of your first absence and without any further notice.

You shall faithfully serve the University, obey its lawful commands, keep it secrets, diligently and
carefully learn and perform such work and business as may be entrusted to you regularly during such
hours as may be prescribed and perform such duties as may be assigned.

You shall devote your whole time to your duties and shall not carry on or be concerned in any other
business or occupation, whatsoever. However, on approval of the competent authority you may take
up consultancy assignments as per the service rules of the University.

You shall be responsible for the charge and care of the University’s money, goods & stores and any
property entrusted to you or in your hands and shall truly and faithfully account for or pay over or
deliver to the proper person, money, goods, stores and property which shall at any time come to
your hands, or under your charge, on account of the University.

Cont....2
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JUIT: REGR: APPTT: <<Academic Year>>

10.

11.

12.

-2~ Date: <<Current Date>>

You are, at present posted at <<Place of Posting>>. but are liable to be transferred to any other
location or Universitys under Jaypee education System at the sole discretion of University.

You shall be eligible for (a) Leave as per University rules, (b) Mediclaim policy coverage, as per the
service rules of the University, the limit of which may be decided from time to time,

Your appointment in the University will be as a direct recruit and the University will not bear any
liability on account of leave salary, pension contribution, etc. to your former employer, if any.

This appointment is subject to your being found medically fit by a registered physician (MBBS or
above) on the panel of the University.

Notwithstanding anything that is being defined in the terms and conditions (salient points) as given
in the aforesaid paragraphs, the detailed, rules, guidelines and procedure given in the service rules
and regulations of the institution as may be modified from time to time shall be binding. In case of
any dispute on interpretation of any part of this letter or the rules governing your service or
otherwise, howsoever arising, the decision of the University thereon shall be final and binding. The
legal disputes if any shall be settled within the jurisdictions of Gautam Budh Nagar.

If you are willing to accept the appointment on the terms and conditions as stated above, please sign
and return the duplicate copy of this appointment letter. You should report for duty to undersigned.

We

wish you a very happy association with us.

Yours sincerely,

For Jaypee University of Information Technology

RE
cc:

GISTRAR

Accounts Office - For information and needful please.

Ih

ave read and understood / have been explained the above terms and conditions and service rules and

regulations. All the terms and conditions / service rules and regulations are acceptable to me and I shall

abide by them.

Place: SIGNALUFE. ..o
Date: NG e viies i sesiesss v sbendnssiias i ramsapsne s e
AAIESS oot
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APPENDIX-B2

JUIT: REGR: EXT.: <<Academic Year>> Date: <<Current Date>>

MR. / MS. <<Name>>
< <Designation>>
<<Department>>

UB. : EXTENSION OF CONTRACTUAL PERIOD OF SERVICE

SUB. : EXTENSION OF CONTRACTUAL PERIOD DI otRV2LE

Dear Sir,

I am pleased to inform you that your contractual appointment as <<Designation>>
has been extended for a further period of <<period>> year w.e.f. <<date>>.

All other terms and conditions for your appointment shall remain the same, as per

your appointment letter as modified from time to time.

Yours sincerely,
On behalf of Jaypee University of Information Technology

REGISTRAR

Copy to:
CFO
Admin

Consent by addressee

I have read and understood / have been explained the above terms and conditions
and service rules and regulations. All the terms and conditions / service rules and
regulations are acceptable to me and I shall abide by them.

Place: SIGRAtUrE. e e ssanne
Date: T e
AAAFBEE it i s taei ki st eosssansasnins o8
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APPENDIX-B3

REGR/JUIT/APPTT./<<ACADEMIC YEAR>>/VF Dated: <<Current Date>>

Mr./Ms. <<Name>>

<<Address >>

SUB. INVITATION TO CONDUCT OF COURSE ON ‘“<<Course Name>>" AT <<Place

of posting>>, WAKNAGHAT, SOLAN, HIMACHAL PRADESH INDIA
Dear Sir/Madam,

1. The management of JUIT is pleased to invite you to the <<Place of posting>>, for
conduct a course on ‘'<<Course Name>>"' in the ensuing <<trimester/semester>>
commencing w.e.f. <<Date>>. You may plan to conduct the course in <<Month &
Year>> for a period of <<period>>.

2. The management will be pleased to pay you a token honorarium of <<Amount>> for the
same. Further, we shall be sending you the air ticket (economy class) from your place to
New Delhi and back. This shall be organized by Admin Manager.

3. Please do confirm your schedule of movement to <<Faculty Name>> on mail Id
<<Faculty mailld>> to enable him make the necessary arrangements.

4, Your stay arrangements shall be made at the guest house of the University, as in the past.

Best Wishes,

Registrar
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APPENDIX-B4

Delivered by hand

JUIT: REGR: APPTT: <<Academic Year>> Date: <<Current Date>>

..........................

B: APPOINTMENT AS <<DESIGNATION>> W.E.F <<DOJ>>

Dear Sir/Madam,

We have pleasure in offering you the appointment of <<Designation>> in the Department of <<Deptt>>
w.e.f <<DOJ>> in Jaypee University of Information Technology, Waknaghat, Solan, H.P. on the terms

and conditions indicated below:
1. You will be paid salary in the scale of <<Scale of Pay>> with effect from the date of your joining i.e.
<<DOJ>> as per the details given below;

BASIC

DA (100%)

HRA (30%) @

CCA

SOFT FURNISHING ALLOWANCE

BOOKS & PERIODICALS ALLOWANCE

CONVEYANCE ALLOWANCE

PF (12%) (Employer Share)

LTA

MEDICAL REIMBURSEMENT

ACADEMIC GRADE PAY (AGP)

G. TOTAL (Rounded Off)

@ Not applicable in case of campus accommodation.

Tax, PF (Both employee & employer's share) and other statutory deductions would be made from your

salary as per the rules prevalent from time to time.

You shall be subject to the Standing Orders, Service Rules and Regulations as well as the

administrative orders of the University in force from time to time and shall obey all such orders and

directions as you may receive from your superiors.

You shall be on probation period for one year w.e.f <<D0OJ>> and which may be extended at the

discretion of the Management.
(a) During the period of probation or extended period of probation, an employee may resign or his/her
services can be terminated by the University without assigning any reason by giving a notice or pay
(Basic Pay & D.A.) equivalent to the one month, in lieu thereof.
(b) On completion of probation you shall automatically be deemed to be absorbed in the Regular cadre
unless information to the contrary is provided by the management.
(c) After absorption in the regular cadre, the employee may resign or his/her services can be terminated
without assigning any reason with following
(i)  With a notice not less than three months or
(i) With a minimum notice for a period till the end of semester/trimester in which
resignation/termination shall become effective (i.e. the semester/trimester in which the last date
of three month’s notice from the date of resignation/termination falls).

(i) The duration between para (i) & (ii) above shall be taken whichever is more.

(iv) Alternatively, you or University will be required to pay the amount equivalent to the Pay (Basic
Pay & D.A.) of 3 months.

(d) The Competent Authority may approve the resignation with immediate effect or from any date prior
to the last date of the notice period on completion of academic/assigned responsibilities as may be
decided by the management and without any liability of the Institution for the notice pay in case no
further assignment can be provided by the Institution for the entire notice period.

Cont....2
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JUIT: REGR: APPTT: <<Academic Year>> -2- Date: <<Current Date>>

(e) During your service if you absent yourself from the duties for a period of more than 30 days without
information to the University and without obtaining the required sanction from the competent
authority for your absence, then your services shall automatically stand terminated from the date of
your first absence and without any further notice.

() You will retire at the age of 60 years and will automatically cease to be the employee of the
University on superannuation on the last day of the month during which you attain the age of 60
years.

6. You shall faithfully serve the University, obey its lawful commands, keep it secrets, diligently and
carefully learn and perform such work and business as may be entrusted to you regularly during such
hours as may be prescribed and perform such duties as may be assigned.

7. You shall devote your whole time to your duties and shall not carry on or be concerned in any other
business or occupation, whatsoever. However, on approval of the competent authority you may take up
consultancy assignments as per the service rules of the University.

8. You shall be responsible for the charge and care of the University's money, goods & stores and any
property entrusted to you or in your hands and shall truly and faithfully account for or pay over or deliver
to the proper person, money, goods, stores and property which shall at any time come to your hands, or
under your charge, on account of the University.

9. You are, at present posted at <<Place of Posting>>. but are liable to be transferred to any other
location or Universitys under Jaypee education System at the sole discretion of University.

10. You shall be eligible for (a) Leave as per University rules, (b) Reimbursement of LTA, which shall for the
first time be eligible after completion of one year service with the University and further, once in a year,
(c) Provident Fund benefits as per Government rules, (d) Gratuity benefits as per the University rule, (e)
Mediclaim policy coverage, as per the service rules of the University, the limit of which may be decided
from time to time, (f) Medical Reimbursement etc. as admissible under University rules from time to time.

11. Your appointment in the University will be as a direct recruit and the University will not bear any liability
on account of leave salary, pension contribution, etc. to your former employer, if any.

12. This appointment is subject to your being found medically fit by a registered physician (MBBS or above)
on the panel of the University.

13. Notwithstanding anything that is being defined in the terms and conditions (salient points) as given in the
aforesaid paragraphs, the detailed, rules, guidelines and procedure given in the service rules and
regulations of the institution as may be modified from time to time shall be binding. In case of any
dispute on interpretation of any part of this letter or the rules governing your service or otherwise,
howsoever arising, the decision of the University thereon shall be final and binding. The legal disputes if
any shall be settled within the jurisdictions of Solan, Himachal Pradesh.

If you are willing to accept the appointment on the terms and conditions as stated above, please sign and
return the duplicate copy of this appointment letter. You should report for duty to undersigned.

We wish you a very happy association with us.
Yours sincerely,
For Jaypee University of Information Technology

REGISTRAR
cc:
Accounts Office - For information and needful please.

| have read and understood / have been explained the above terms and conditions and service rules and
regulations. All the terms and conditions / service rules and regulations are acceptable to me and | shall
abide by them.

Place: S S T o e I A T R R g
Date: N e e e e e e e

Al s e e e T
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APPENDIX-C

REGR/JUIT/APPT./ /<<Academic Year>> Dated: ..covovmecniiennen

M /AMS by
Address

6.

SUB: APPOINTMENT ADVICE

The management is pleased to offer you an appointment in Jaypee University of
Information Technology, <<Place of posting>>, Waknaghat, Solan, H.P.
India as <<Designation>> in the Department of << Deptt.>> on terms and
conditions discussed and mutually agreed.

You are advised to join the University by << Date >>. The appointment letter shall
be issued after you join the duty.

Kindly report for duty to the Registrar, JUIT, Noida.

You are requested to bring original & self-attested copies of all certificates &
testimonials and four recent passport size photographs for our record.

The details of compensation package are as follows:

SCALE OF PAY :- <<....... >>
BASIC

DA (100%)

HRA (30%) @
CCA

SOFT FURNISHING ALLOWANCE
BOOKS & PERIODICALS ALLOWANCE
CONVEYANCE ALLOWANCE

PF (12%) (Employer Share)

LTA #
MEDICAL REIMBURSEMENT
ACADEMIC GRADE PAY (AGP)
G. TOTAL (Rounded Off)

k%

Note:

@ Not applicable in case of campus accommodation.

**Tax, PF (Both employee & employer's share) and other statutory deductions would be made
from your salary as per the rules prevalent from time to time.

# Allowed on completion of one year service and once in a year.

Kindly send your consent by signing on the duplicate copy of this advice.

Yours sincerely,

For Jaypee University of Information Technology

REGISTRAR

Consent by addressee

I, accept the offer of appointment. I shall be able to join the University by
Place:
Date: Signature:
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"*u ™
e CONFIDENTIAL
e NAME OF THE INSTITUTE
zw » SERVICE PARTICULAR ON TRANSFER
g
- m w Ref. No: Date:
C m P :

‘l w Shri/Smt who was working at this site of Jaypee Group
-9 ‘ o of Companies /Institute/Center in regular cadre has been directed to report to
< | w you. Full and Final settlement of his/her accounts has been made. The relevant
< ‘ ) details of his/her service are as under:-
c [ -] 1L Designation
< ~ 2% Period Served From
L - To
< l S 3.  Date of Leaving the old institute
€ I 3 4. Date required to report to new institute
c | - 5. Grade
c l - 6. Pay Scale:
(- | o 7L, Last Salary Drawn : (@] = Pay:
e ‘I (D) bR AT i
C : \‘: (e N e oY

\
C ()i st cosilioic s
c II 9 8. Leave details (a) availed
c I \? (b) balance leave available on account_
e | 9 9.  P.F. Account Details:
e 3| S 10. Performance : Appraisals fromyear __ to year (enclosed)
e
e Il 2 We have no objection to his/her employment in regular cadre at your Institute.
ol
ol
el e
9 (Authorized Signatory)

ol

g
::[‘Q Enclosure: Copy of all documents in the service dossier, including confidential

U

Reports etc.

D
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APPENDIX-D1
REGR/JUIT/TRNSFR/< <Academic Year>> Dated: <<Current Date>>
Mr./Ms. <<Name of Faculty or Staff>>
<<Designation>>

<<Department>>

SUB.: ARRIVAL REPORT: <<FACULTY OR NT STAFF>>

1. It is to confirm your joining at JUIT (<<Place of posting>>), WAKNAGHAT as
<<Designation>> in the Department of <<Department>> on transfer from <<Name
of University>>, as approved by the Competent Authority.

2. Your joining date is <<DOJ at place of posting>>.

3. You will be entitled to the following pay and allowances, as applicable in the Scale of
<<Designation>> i.e. <<Scale of Pay>. and payable to equivalent faculty at JUIT,
WAKNAGHAT:

BASIC

DA (100%)

HRA (30%) @

CCA

SOFT FURNISHING

BOOKS & PERIODICALS

CONVEYANCE ALLOWANCE

PF (12%) (Employer Share)

LTA

MEDICAL REIMBURSEMENT

ACADEMIC GRADE PAY (AGP)

G. TOTAL

@ NA in case of campus accommodation.

4. Your date of joining the Jaypee Education System in the designation of the
<<Designation>>, as given in <<Appointment Letter No. of Previous University of
JES>> dated <<Date of Apptt Letter>> is <<DOJ at JES>>,

5 All other terms and conditions of service will continue to be the same, as at
<<Previous University of JES>> vide their Letter quoted above and, as amended from
time to time.

Registrar

Copy
Accounts Office
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::\l e PERSONAL FILE CHECK LIST
bl
< || » The following documents will be filed in personal file of an employee:-
|| » 1 Application form (Green form) (Duly Completed) with photograph.
:" ‘I » 2 Certificate(s) of past service.
’l w» 3 Last salary slip from previous employer.
b ‘I w» 4 Proof of age/date of birth (Copy of Matriculation/ Higher Secondary/School
- N ’l g Leaving Certificate in case of literate employees and copy of birth certificate
S ’I = ) from Municipality or Gram Panchayat in case of illiterate employees).
S rl o S. Copies of certificate in support of education/technical Qualification.
< ’l o~ 6. Initial appointment letter with acceptance copy.
< S 7 Joining Report.
< : > 8. Medical Fitness Report.
< S 9. Details of Dependent.
€ |I 9 10. Nomination forms for PF/Family Pension/Gratuity.
[ 9 11. Letter of Appreciation/Rewards/Punishment along with supporting
< ‘l o documents if any.
e ‘l :3 12. Performance Appraisals Report(s).
e II 13. Promotion Orders / Special increment orders /Change of designation.
€ !| ¢ 14. Transfer orders in case of regular employee.
< M 9 15. Clearance certificate, relieving certificate and service certificate, transfer,
c ﬂ 9 retirement and termination etc.
c “ i: 16. Final account statement on transfer, retirement and termination.
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Appendix ‘F’
DETAILS OF DEPENDENTS

v @it b T iani i o 1 o T T I SR
Name of the EmplOyee © oo
Father’s Name R e e T
Designation At O B S R R e S s DS P
Date of Birth R T T T T T
Employee No. R R R e R S S R
Date of Marriage . T

I declare that I have following dependent members as on

Sl. | Name Date of Birth or | Relationship | Occupation
No Age

C0O00LOLLLOLOLOLVOGCOLCOCCCLCEEOECCLCEECLCOCECO o

1222222952020 000009000
VOOV LVLULVLLUOVLOLOLYL UL

/

[

nNNNNNHN

/
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Change in dependency list shall be informed to the Registrar by me, after taking

approval from the Vice Chancellor/ Director.

Signature of employee

Countersigned

Vice Chancellor/ Director -
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PART I

. Grade

~JERON G- (G0 S DO s

8. Experience within

. Name of the Institute :
. Name of Employee

. Date of Joining

. Pay (Excl. allowances):
. Date of Joining
. Experience outside

the Institute

CONFIDENTIAL

PERFORMANCE APPRAISAL
(For Grades NT-1 to NT-2)
Period of assessment (from DD/MM/YYYY to DD/MM/YYYY)

9. Total Experience
10. (a) Last date of promotion :
if any
(b) Last date of special
increment if any
11. Qualifications :
(a) Academic
(b) Professional

(indicate year of passing)

the Institute

(Up to 30th June of current

Year)

PART II

Signature of the Employee

Self Appraisal by the Employee covering the role and performance not
exceeding 1000 words.(Attach separate sheet if required)
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PART III (Assessment by the Initiating Officer)

Please award marks from 1 to 5 with 1 being minimum and 5 being

(p

o 0

(]

n o

maximum:
| 1. Poor 2. Average 3. Good 4.Very Good 5.Excellent
i. Personal Qualities
S.No | Attributes Initiating Officer
01 Physical Attributes (Appearance, Dress etiquettes,
Body Language etc.)
02 Drive, Determination & Decisiveness
03 Dependability
05 Moral Courage
06 Integrity
07 Loyalty
08 Ingenuity
09 Maturity
10 Tenacity
11 Communication Skills

Overall Performance rating

ii.

Demonstrative Performance

N I I T L T G N G G N L

?

S.No | Attributes Initiating Officer

01 Foresight and Planning

02 Delegation and Responsibility

03 Vision & Conceptual ability

05 Tolerance for ambiguity

06 Competency for handling higher responsibility

07 Job Knowledge and skills

08 Management ability (includes planning organizing,
controlling ability and leadership)

09 Application (Team Work, Training of subordinates,
communication up/down, relation with colleagues)

10 Demonstrated Performance in Achievement of

objective, innovation, initiative, cost control and

optimal utilization of resources

Overall Performance rating

B
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A ,ﬂ Description - Special qualities, traits, achievements, weaknesses and points
- '“ﬂ for improvements Grading & Comments.
1o
[~ |w
&re
& : o Recommendations / Review (Initiating Officer)
(= ' D
“r l S
(= ' ) Signature
- Name
& I 3 Designation (Concerned Head / Director / VC if he reviewed officer is directly under the
(~ I - VQC)
(=
o | 3 PART IV
i 4 3
c I s Final Remarks of the Vice Chancellor (In case not a initiating officer)
(= | 9
[~ | 9
(2 : =Y
(7 3
_ I =) Date: Signature
= ® (Name)
& | 3
(7 | 9
= I Y Instructions
e - 1. PartI & II to be filled by the Employee
l 2. PartIII & IV to be filled by Initiating Officers and Reviewing Officers.
e ) 3. All Reports shall be handled as confidential documents.
P~ I 4. Recommendations for promotions in PART II , indicate ‘Out of Turn’,’ In Turn’ ,
I—Q ‘Not Yet’ or ‘ Not Recommended’ as applicable
)
S Ls
e Lg
& Lﬁ
oy
i
e o
[

o
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FORM II
CONFIDENTIAL
PERFORMANCE APPRAISAL
(For Grades NT-3 to NT-8)
Period of assessment (from DD/MM/YYYY to DD/MM/YYYY)

PART I
1. Name of the Institute : 9. Total Experience
2. Name of Employee 10. (a) Last date of promotion :
3. Date of Joining 3 if any
4. Grade 3 (b) Last date of special
5. Pay (Excl. allowances): increment if any
6. Date of Joining : 115 Qualifications
7. Experience outside : (a) Academic
the Institute (b) Professional

8. Experience within (indicate year of passing)
the Institute
(Up to 30th June of current

Year)

Signature of the Employee

PART II
Self Appraisal by the Employee covering the role and performance not
exceeding 500 words. .(Attach separate sheet if required)
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- PART III (Assessment by the Initiating Officer)
w Please award marks from 1 to 5 with 1 being minimum and 5 being
» maximum:
» E Poor 2. Average 3. Good 4.Very Good 5.Excellent |
W i Personal Qualities
S.No | Attributes Initiating Officer

01 Physical Attributes (Appearance, Dress etiquettes,
Body Language etc.)

02 Drive, Determination, Decisiveness & Dependability

03 Integrity, Loyalty

05 Ingenuity, Maturity

06 Communication Skills

Overall Performance rating

ii. Demonstrative Performance

S.No | Attributes Initiating Officer
4
01 Foresight and Planning

02 | Job Knowledge and skills

03 Management ability (includes planning organizing,
controlling ability and leadership)

04 Application (Team Work, Training of subordinates,
communication up/down, relation with colleagues)
05 Demonstrated Performance in Achievement of
objective, innovation, initiative, cost control and
optimal utilization of resources

06

Competency for handling higher responsibility

Overall Performance rating

Initiating Officer : Reviewing Officer
Description- Special qualities traits,

achievements, weaknesses and points for :

improvements 3
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Recommendations
(a)  For promotion in Routine
()  For out of turn promotion
(c)  Additional increments only

(in case (b) is not applicable)

Note: between (a) and (b) one to be filled
and between (b) & (c) one to be filled

Signature
Name

Designation

=)
9 PART IV - Reviewing Officer’s Remarks (Dean / Director if not 10)
>
S
-3 Date: Signature
(Name)
d
5
Cuie PART V - Final Remarks by the VC
€0
N
<o
- Date: Signature
=) (Name)
Cllke
@ | Instructions
= 1. PartI & II to be filled by the Employee
- 1 “ 2. Part III and IV to be filled by Initiating Officers and Reviewing Officers.
! I 3. All Reports shall be handled as confidential documents.
C “ 4. Recommendations for promotions in PART III , indicate ‘Out of Turn’,” In
- l 5 Turn’ , ‘Not Yet’ or * Not Recommended’ as applicable
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s l - Note: For employees in NT-8 category appraisal form need not be filled. However,
(- l - the initiating officer must submit a one page note listing the overall performance in the
- [ = designated trade / Job and recommendations if any.
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JAYPEE UNIVERSITY OF INFORMATION TECHNOLOGY, WAKNAGHAT

1. Name
3. Qualifications
5. Institute Joining Date
7. Present Pay Scale & Pay
8.Areas of Specialization and Current Interest

§

Annual Self Assessment - Faculty

For Academic Year 20

2. Present Designation
4. Department
6. First Designation

-20

9. Additional Qualification Acquired during the year ( Give full details )

10. Pursuing Higher Studies ( Give full details )

11. Orientation/Refresher Courses, Summer/Winter Schools, Faculty Development Programmes,

Seminars/Conferences/Workshops Attended/ Organized:

S.No. | Title Dates/ Sponsoring Agency and | Attended/Or | HOD
Duration | Organisation & Place | ganized Remar
held ks

1

2

3

12. Teaching, Learning and Evaluation Activities:

12.1 Lectures/Tutorials/Practicals/Projects/Seminars Conducted:
(A)ODD SEMESTER July 20 To Dec. 20

S. | Course Course Title Contact | Total No. of Hours | Self HOD
No. | Code Hours/ | Classes in Semester | Assessed | Remarks
Week API
Score
Scheduled | Engaged

1

2

3

TOTAL

Classes Allotted/ Scheduled and Engaged

in excess of norms

Page 1 of 10
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(B) EVEN SEMESTER Jan. 20 To June. 20
S. | Course Course Title Contact | Total No. of Hours | Self HOD
No. | Code Hours/ | Classes in Semester | Assessed | Remarks
Week API
Score
Scheduled | Engaged
1
2
3
TOTAL

Classes Allotted/ Scheduled and Engaged
in excess of norms

12.2 Reading / Instructional Material Consulted AND additional Knowledge Resources provided to

Students:
8. | Course Knowledge Resources Additional Self HOD
No. | Code Consulted Prescribed Resources Assessed | Remarks
Provided API Score
1
2
3
4
5
6 Participatory/ Innovative
Teaching Learning
Methodologies used ( give
brief details )
7 | Any Modification/ Addition
to syllabus ( give brief
details )
8 Any Coverage/ Introduction
beyond syllabus ( give brief
details)
12.3 Project Guidance at UG level:
HOD Remarks
Number of Projects Guided
Number of Students Guided
Page 2 of 10
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12.4 Examination and Evaluation Duties:

S. | Activity Class 9H | 11 ]
No.
1 No. of Q. Papers Set uG
PG
2 No. of A/ B Evaluated UG
PG

3 No. Of Students Examined through | UG

Practical/ Seminar/ Project Examination PG

4 No. of Examination Invigilation Duties Allotted

Performed

Self Assessed API Score

HOD Remarks

13. (A) Contribution/ Participation in Students Extra & Co- Curricular activities:

(B) Contribution/ Participation in Departmental Activities & Development:

(C) Contribution/ Participation in Institute Activities & Development:

( D) Special/ Extension/ Expert/Invited Lectures Delivered, Give Details:

( E) Articles, Monographs, Technical Reports, Reviews Written, Give Details:

Page 3 of 10
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# 14. Research Papers Published/ Presented:
1 w S. Names of All | Title and Complete Reference in IEEE Style | Indexed | Type of
D No. | Authors in in Publication/
l Order as in Conference
] w Publication etc.*
1
| W
2
IO
E
3 4
[ 5
P :
‘3 Self Assessed API HOD Remarks
Score
13
S ] * Use following Code:- 1J- International Journal, NJ- National Journal, OJ- Neither Int. nor National Journal, IC- Proc.
I Of International Conference/Seminar etc., NC- Proc. of National Conference/Seminar etc., LC- Proc. of
IS Regional/Local/Other Conference/Seminar etc., PN- Presented but NOT Published, OA- only Abstract Published.
[3 15. Books, Chapters in Books Written:
9
l S. |Names of All | Title and Complete Reference in IEEE Style Lype " of
9 No. | Authors in Publication
‘3 Otderi¥as:  in (B- Book
| Publication C-Chapter)
2 ‘
L :
9
| 3
‘3
I:’ Self Assessed API HOD Remark
|3 Score
3 ;
P |, 16. Research Projects and Consultancy Works:
S. | Title of Research | Details of Sponsoring | Duration, Amount Chief or Co
\3 No. | Project/  Consultancy | Agency Sanction Sanctioned | Investigator
! Work Date & Specify
> Status
1
]
] 2
p Self Assessed API HOD Remark
< ) Score
)
S
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17. Research Guidance:

S. Enrol. No. & Name | Title of Thesis/ | Names of [Level (P |Status . (
No. | of the Student Dissertation/ Project Joint Hd/M Completed/
Supervisors Tech/ DD/ | Ongoing )

Me Phil/
MS)

1

£

3

4

Self Assessed API HOD Remarks

Score

18. Membership of Professional Bodies/ National/ International Committees:

19. Any Other Information:

20. List of Enclosures:

Certified that the above data is correct and I shall be responsible for any inaccurate/incorrect data
and shall be liable for suitable action for the same, as decided by the authorities.

Signature of Faculty with Date
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JAYPEE UNIVERSITY OF INFORMATION TECHNOLOGY, WAKNAGHAT
Annual Assessment of Faculty

Name

For Year 20 -20

Designation

Department

Overall Remarks of HOD: Total API Score as verified by me is

(Signature of HOD with Date)

Overall Remarks of Dean Academic & Research, including students Feedback:

(Signature of Dean A & R)

Remarks of Vice Chancellor:

(Signature of VC)

Page 6 of 10




&,
b E

$ © §

C )

:) :‘} -

N oOooao

)

£
b |

¢ CCCCQ

PR

<

OOV O0WVWOve Lo LULvwvwvovvooe

o

O U

Instructions for filling up Self Assessment Form

Self assessment form is to be filled by each faculty member once annually covering the
period from 1% July of previous year to 30" June of current year and has to be submitted

to HoD latest by 20" July every year.

HoD will complete their part on the form and forward the same to Dean (A&R) by 31 July

every year,

Dean (Academics & Research) will put his observation on each Form and forward to VC by

14" August of every year.

VC will review each faculty’s performance put his remarks and in case of undesirable or
below par performance the faculty will be suitably, advised by VC personally and
intimated the same in writing.

Instructions for Faculty

1,

4.

Faculty may maintain a record of all their academic and co-curricular activities through
out the year, so that the data and information is readily available while filling up the Self
Assessment Form. This is also an opportunity for self introspection and corrective action

for the benefit of one self and Institute.
Item 1 to 10 - fill the data required.

Item 11 - in column attended / organized fill as applicable, in case organized then indicate
position in Organizing committee/setup. In case of course/program attended award 1, 3
or 5 API points for less than one week, one week and two or more than two weeks
programs respectively. In case of programs organized award 5, 10, 15 API points for
programs of less than one week, one week and two or more than two weeks duration and
add 5 APl points in case of Chief/Principal Organizer. In case of
Seminars/Conferences/Workshops attended without any presentation award 2 AP| points
for each program subject to a maximum of 5 API points, in case organized award 5,10,15
API points for programs of one day, two/three days, more than three days duration and
add 5 API points in case of Chief/Principal Organizer. A maximum of 25 API points can be
awarded to all activities under Item 11.

Item 12 -

12.1. (A) & (B) Maximum API score for each will be 30, separately for odd and
even semesters, which will be broken into two components of 25 and 5. 25 Score
is to be allotted if 95% or more classes are engaged, 15 if 80% classes are engaged
and 0 if less than 80% classes are engaged. In case classes engaged are between
80% & 95% then API score may linearly vary between 15 and 25. APl score of 5 be

Page 7 of 10
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allowed if classes engaged are in excess of norms / schedule or in vacations. In
case of JBS, which follows a trimester system, Iltem 12.1 will have three
components (A), (B) and (C) and each component will have a maximum API score
of 20, which will be broken into two parts of 17 and 3 to be awarded as detailed

above with linear scaling.

12.2 — API score out of 10 be allotted for each of the sub-components viz.
knowledge resources consulted, prescribed, additional resources, participative .....,
Modification...., coverage beyond syllabus. However, maximum total API score for
this component(12.2) will be limited to 35.

12.3 & 12.4 — API score for 12.3 and each subcomponent of 12.4 shall be 10.
However, APl score for 12.3 & 12.4 combined will be limited to 30.

5. Item 13 — Total API score for this Item will be clipped at 60.
13(A). 5 API points for each activity, 10 API points instead of 5 if played a lead role,
subject to a maximum of 20.
13(B). 5 API points for each activity in the capacity of Incharge/Chairman, 3 API
points in the capacity of member, subject to a maximum of 20 APl points.
13(C). 10 API points for each position Director, Dean, HOD, Time Table Incharge,
Incharge Training & Placement, Chairman of Institusion Level Committee, any
other Similar level position. 5 API points for each Membership of Institution Level
Committee or Individual Responsibility Assigned at Institutional Level, Subject to a
maximum of 20 API points.
13(D). 10 API points each for out side Institute, 5 API points each for with in
Institute, subject to a maximum of 20 API points.
13(E). 1/2/3 API points each based on level, quality and effort involved, subject to
a maximum of 10 API points.
6. Item 14 -

Pub. 1 NJ o) IC NC LC PN OA

Code

API| 15 10 7 if | 10 08 06 04 02

Points ISBN/ISSN

for Number 3

Each Otherwise

Page 8 of 10
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(a) Augment above scores as under:

Indexed Journals — 5 points, Impact Factor between 1 & 2 — 10 points, Impact
Factor between 2 & 5 — 15 points, Impact Factor >5 — 25 points.

(b) For Joint Publications distribute API points as under:

First/Principal Author and Corresponding Author/Supervisor/Mentor would
share equally 60% points and remaining 40% points would be shared equally

by all other authors.

7. ltem15 -
Published by International Publisher after | 50 per book
Peer Review
Published by National Publisher with | 25 per book
ISBN/ISSN number
Published by Local Publisher with ISBN/ISSN | 15 per book

number

Chapter in any of the above categories

20% of the category
per chapter

In case of jointly authored books:

(a) Two Authors —60% to First/Principal Author and remaining 40%

to the other author.

(b) More than Two Authors - 40% to First/Principal Author and
remaining 60% to be shared equally all the other authors.

8. Item 16—

(a) Sponsored Research Projects with grants of Rs. 10 lakhs or more, Rs. 3 lakhs in
case of HSS & Management, 20 API points for each project.

(b) Sponsored Research Projects with grants between Rs. 4 to 10 lakhs, Rs. 1 to 3
lakhs in case of HSS & Management, 15 API points for each project.

(c) Sponsored Research Projects with grants between Rs. 0.5 to 4 lakhs, Rs. 0.25 to 1
lakhs in case of HSS & Management, 10 API points for each project.

(d) For Consultancy Projects apply (a), (b) & (c) above with amount and API points

reduced to 50% level,

Page 9 of 10
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(e) In case of Joint projects share API points as in case of jointly authored books.

9. Item 17—

(a) M.Tech./M.Phil./D.D./M.S. degree awarded only — 5 API points per candidate.
(b) Ph.D. degree awarded — 10 API points per candidate.

(c) Ph.D. Thesis submitted — 7 API points per candidate.

(d) On going Ph.D. for more than six months — 3 API points per candidate.

(e) In case of joint guidance share API points as in case of jointly authored books.

10. Item 18 — 7 API points for each membership, 10 API points for each Chairmanship, subject
to a maximum of 20 API points.

11. Item 19 — API points may be awarded keeping in view importance, novelty, effort,
uniqueness etc. up to a maximum of 30 API points. However, if a Patent/Technology
Transfer/ Product/ Process has been obtained/ developed then 30 API points for each
National level output or 50 API points for each International level output be awarded.

Instructions for HOD:

HOD will verify the API scores as per APl scheme given above and the activity, change self
assessed APl scores if deemed fit and put their remarks on each item. The overall remarks of HOD
should include comments on ability, willingness and efforts to keep abreast of advancements
and diversifications and student handling and satisfaction level as also initiatives for
development and advancement of department, active participation in departmental activities.

Page 10 of 10
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APPendix —1

PROMOTION / SELECTION POLICY (FACULTY)
(Effective w.e.f.January 2013)

For Engineering & Technology and Management

Lecturer
M.Tech/MBA or equivalent with first division and throughout a good academic

record.

From Lecturer to Senior Lecturer

(i) M.Tech/MBA or equivalent with first division and throughout a good
academic record + 2 years experience at the University level for people
without prior experience.

or
(ii) M.Tech/MBA or equivalent with first division and throughout a good
academic record + 1 year experience at the University level provided at least

2 years prior experience elsewhere.

From Senior Lecturer to Assistant Professor

(i) Ph.D with first division in preceding degree and throughout a good academic
record + at least 2 years post Ph.D experience. Publication requirement is
essential. Should be active researcher, capable to develop syllabi, courses,
labs etc.

(ii) While considering candidates, VC(s) may approve relaxation of post Ph.D
experience for exceptionally good candidates.

For Sciences,Humanities &Social Science,Biotechnology,Pharmacy and For the Faculty in

Management of Non MBA Stream

A

<)

A
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Lecturer
PhD with first division in preceding degree and throughout a good academic record.

From Lecturer to Senior Lecturer

(i) PhD with first division in preceding degree and throughout a good academic
record + 2 years experience at the University level for people without prior
experience.

or

(ii) PhD with first division in preceding degree and throughout a good academic
record + 1 year experience at the University level provided at least 2 years
prior experience elsewhere.

From Senior Lecturer to Assistant Professor

Ph.D with first division in preceding degree and throughout a good academic record
+ at least 4 years post Ph.D experience. Publication requirement is essential. Should
be active researcher, capable to develop syllabi, courses, labs etc.

Page 1 of 2
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Ph.D with first division at the preceding degree and throughout a good
academic record.

Experience:

(a) Total teaching / research experience of 8 years, out of which a minimum
of 4 years experience as Assistant Professor at University level.

(b) In case of exceptionally good candidate, relaxation in experience of one
year may be approved by the VC(s).

At least four publications in reputed referred cited journals after becoming

Assistant Professor.
or

Experience of successful guidance of research work at the Ph.D level (at least
one Ph.D completed and two research papers in reputed referred cited

journals) after becoming Assistant Professor
or

Successful completion of sponsored research projects of substantial amount
(Rs.25 lakh or more) and good quality publications/patents out of the
research carried out on the sponsored research projects after becoming
Assistant Professor and to be judged equivalent to a Ph.D thesis guidance.

Capability to develop curricula, laboratories etc.

Some other significant contributions/achievements after becoming Assistant
Professor.

From Associate Professor to Professor
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Ph.D with first division at the preceding degree and throughout a good
academic record.

Experience:

(a) Total teaching / research experience of 12 years, out of which a
minimum of 5 years experience as Associate Professor at University
level.

(b)  In case of exceptionally good candidate, relaxation in experience of one
year may be approved by the VC(s).

At least three publications in reputed referred cited journals after becoming
Associate Professor.

Experience of successful guidance of research work at Ph.D level (at least one
Ph.D completed) after becoming Associate Professor

or

In case where opportunity of Ph.D guidance was not available, two
publications in reputed referred cited journals in addition to those mentioned

Page 2 of 2
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at S.No.(iii) after becoming Associate Professor and to be judged equivalent
to a Ph.D. thesis guidance.

or

Successful completion of sponsored research projects of substantial amount
(Rs.40 lakh or more) and good quality publications/patents out of the
research carried out on the sponsored research projects after becoming
Associate Professor and to be judged equivalent to a Ph.D thesis guidance.

Ability to form academic policies of the department and capable of handling
academic/administrative responsibilities at University level.

Some other significant contributions/achievements after becoming Associate
Professor.

Page 2 of 2
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Regr/JUIT/Promotion/ < <Academic Year>> Dated: i,

Name of Faculty/Staff

Deptt. ......

Previous Designation .........

SUB: -PROMOTION

It gives me great pleasure to inform you that based on your performance and
contribution, your promotion as <<New Designation>> has been approved
w.e.f. <<Date>>. Your basic pay is/ shall be fixed at Rs. <<Amount>>/- per
month plus other allowances as admissible in the scale of <<Scale of Pay>>,
w.e.f. the date of your promotion as above.

All other terms and conditions of the appointment shall remain the same as per your
appointment letter, as modified from time to time.

On behalf of JUIT, I take this opportunity to congratulate you and I am confident that
this shall give you further impetus to excel and you will continue to strive harder for
higher performances in future.

For Jaypee University of Information Technology,

REGISTRAR

cC:
CFO
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Regr/Promotion/2012 Dated: November 20, 2012

Name of Faculty/Staff
Deptt. ......

Previous Designation .........

SUB: -PROMOTION

It gives me great pleasure to inform you that based on your performance and
contribution you have been promoted as <<Designation>> w.e.f. <,Date>>.
The new salary structure applicable to you in the scale of <<Scale of Pay>> is as
given below:

BASIC
DA (100%)
HRA (30%) @
CCA

SOFT FURNISHING ALLOWANCE
BOOKS & PERIODICALS ALLOWANCE
CONVEYANCE ALLOWANCE

PF (12%) (Employer Share)

LTA

MEDICAL REIMBURSEMENT
ACADEMIC GRADE PAY (AGP)

G. TOTAL (Rounded Off)

@ Not applicable in case of campus accommodation.

All other terms and conditions of the appointment shall remain the same as per your
appointment letter, as modified from time to time.

On behalf of JUIT, I take this opportunity to congratulate you and I am confident that

this shall give you further impetus to excel and you will continue to strive harder for
higher performances in future.

For Jaypee University of Information Technology,

REGISTRAR

cc:
CFO
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S LETTER ON SUPERANNUATION
o
::"[[“‘:; Ref. No. Date :

2 "W Shri/Smties
e

o I

- =®

= ' ) Dear Sir/ Madam

S0

[ - ! ) You will retire from the services of this University on on

€ ’ -y attajtung the age of by years against the prescribed age of

¢ [ a years.

o

e | ;3 We appreciate the contribution made by you during your association with the

(- ‘ - Institute and we wish you good health and happiness in your retired life.

el o |

e | Thanking You

ol
I » Yours Faithfull

c N

el3

e | . For Jaypee University of Information Technology University

el .

(o | ,\; Cci. Registrar’s Office — for information and needful.

e | 5 2. Accounts Office — for information and needful.

3
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Appendix ‘M’

Regr/JUIT/Relieving/<<Academic Year>> Dated:..........

Name.......
Deptti.hiia
Designation ...

SUB.: RELIEVING FROM SERVICE
Dear Sir,

1. This is in reference to your resignation letter dated <<Date>>.

2. Your resignation has been accepted by the Competent Authority, <<duly waiving off the
short fall in notice period>=>. You shall be relieved w.e.f. <<Date>>, on completion of all the

academic obligations, of the current semester.

3. Further, you are required to submit a "No Dues Certificate”, to enable finalization of your
accounts and for office records.

4. Please accept our best wishes for your future endeavors.

Regards,

Registrar

Copy:
HOD (<<Deptt.>>)

cC
CFO

Admin For information & N/A please.
LRC

Server Room




=

I

e
& N
= g
o Lo
L
R 4
. o
P~ L
R o
e
. .
Y Ly
vy
L
el
x=
el
e
A 9

g
\Z | @
€9
T
ey
elay,
e
e
e
O .
e,
enla,
&
<& :;
(s
e
P g

REGR/JUIT/STAFF/EXP./<<Academic Year>> Dated: ..............

TO WHOMSOEVER IT MAY CONCERN

1. This is to certify that <<Name>> has worked on the following positions in

<<Department>> of Jaypee University of Information Technology, Waknaghat.

Position From To Remavks

< <Designation>> <<Date>> <<Date>>

< <Designhation>> <<Date>> <<Date>>

<<Designhation>> <<Date>> <<Date>>
2. The details of salary (per month) last drawn by him in-the Scale of <Scale of -

Pay>> is as follows:- [4 . Piamedfer) ™ ki bpaiEl sl

Basic . RS: vicviiinn /-

Dearness Allowance (DA) : RS oils /-

HRA : RS: 1rivriess /-

CCA : Reicin /L

Provident Fund (PF) : RS. ......... /=

Books & Periodicals Allowance : RS i /-

Soft Furnishing Allowance : RS Feeoieas /-

Conveyance Allowance : Rsiias /-

Medical Reimbursement ' RSt /-

LTA - RS iiviiiini /-

Gross : RS /- :
3. His/Her work & conduct was good during his/her stay in the University. |
4. | wish him/her success in his/her future endeavour.
Registrar ‘
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Appendix ‘O’

SERVICE CERTIFICATE

Name
Fathers Name

Designation at the time of leaving
Grade at the Time of Leaving
Monthly pay at the time of Leaving
Date of Joining

Date of Leaving

Reason for Leaving

O 0 3 O Ol

P.F. Account Number

10. Performance

(Authorized Signatory)

Notes:
1. In normal circumstances, the performance shall be shown as good or

average. However in exceptional cases, the Competent authority may

decide to indicate any other remarks
9. In case the reason for leaving is “termination’ or ‘dismissal’ or ‘discharge’ or

grounds of In-discipline or moral turpitude etc. performance will be

deleted.
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Appendix ‘R’

ON FOR MEDICAL / MATRIMONIAL /OTHER ADVANCES

APPLICATI
Date
Name Designation
Deptt. Salary Rs. Grade

Amount Required Rs.

Purpose with supporting documents

Signature of Applicant

In the event of non recovery of Advance from the applicant we undertake to repay

the unpaid advance.

15 Name 2. Name
Deptt Deptt
Signature Signature

Recommendation of Head of the Department:

Date

Signature

Remarks of the Registrar Office:

For Accounts Use Please pay Rs.

(Rs.)

Previous advance Rs.

Nature of Advance
Recovery from

Received Rs. (Rs.)

month

No. of installments

months salary

@Rs. per

Accounts Authority
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Appendix ‘S’

ERSITY OF INFORMATION TECHNOLOGY, WAKNAGHAT

EE UNIV
ALY FAMILY ACCOMMODATION ALLOTMENT LETTER
DDated i s il bass
INPIRIE . e
DESIGNATION AR e L D
DEPARTMENT ARG e P e e SR Y ey

BN, G TYPE : covviisineemesisssnanssssisotnistissssisssssnsassnsasnssis

We are pleased to inform you that on your request, Flat NO.....c....ocoeiiinin

...................

(Family accommodation) has been allotted to you.

Each allottee is requested to observe and adhere to the following:-

01.

02.

03.

04.

05.

06.

074

08.

The allottee will take possession of the accommodation within Ten days of
the issue of this allotment letter failing which it would stand automatically
cancelled. The allottee will acknowledge all the fittings & fixtures in the flat
(as per list attached) at the time of taking over the possession.

The allotment does not confer tenancy rights to the allottee on direct,
indirect or on a deemed basis.

The allottee will not sublet any portion of the accommodation to any person
and will not use the premises for any commercial or business purposes.

The allottee will submit a list of family members along with their
relationship with the allottee who shall stay in the flat alongwith him/ her
on a permanent basis. The allottee will obtain prior permission of the
allotment authority for allowing any other relatives or guests inmthe
accommodation allotted to him/ her for duration of more than a month.

The allottee will not use electricity for any other purpose except for
household affairs. The allottee is also requested to conserve energy as far
as possible. 300 units per month for Type A (3-bed room) and 200 units
per month for Type B (2-bed room) shall be provided free of cost. All
subsequent consumption shall be payable @ Rs. 3.10 per unit and as
revised from time to time.

The allottee will not misuse other amenities like water and pay water
charges @ Rs. 30/- per month and as may be levied by the University from

time to time.

The allottee will not make any alteration or addition to the Flat allotted to
him/ her either to the structure or to the electrical fittings and accessories

provided in the flat.

The allottee will maintain cleanliness and proper sanitation at all times.
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10.

%1%

12.

13.

14.

15.

L6

175

18.

105

20.

All servants, drivers, ayas oOr domgstic helps §mployed b.y the allottee
should be of good character and be in a possession of a val\hd pass issued
by the competent authority. These personnel will be required to produce
the passes for inspection whenever asked to do so and shall not be

permitted to stay overnight on the Campus.

The allottee will allow access to the authorized staff/ officer of the
University in the flat to check regarding water/ electricity/ fittings/ civil
work at suitable time.

All repairs will be carried out by the University.

If the allottee desires to take Cable TV connection, the allottee can do so
against payment of prescribed monthly charges. These payments will be
deducted from the allottees salary.

The common property will be open to everybody for use without causing
inconvenience to other residents.

All Vehicles/ two wheelers/ four wheelers will be parked outside the
residential campus in the bays meant for the purpose. Each allottee will
have the right for parking in one bay only.

In case the allottee cause any damage to the property, the allottee shall be
liable to pay for the replacement cost thereof, besides other penal action as
may be deemed fit and proper by the University.

In case the allottee wish to vacate the accommodation, written request
should be made to the University and the vacant possession of the Flat
alongwith the fittings & fixtures in good condition should be handed over to
the Administration Department. Deficiencies, if any, shall be made good by
the allottee to the satisfaction of the Administration Department.

In case of resignation/ termination/ dismissal etc., the accommodation
provided shall be vacated by the allottee immediately and the clearance
certificate be obtained from the Administration Department. The vacant flat
alongwith all fittings & fixtures would be handed over in good condition to
the Administration Department. Deficiencies, if any, shall be made good by
the allottee to the satisfaction of the Administration Department.

The allottee will observe all rules as may be brought in vogue by the
UNIVERSITY from time to time. Any infringement of the same may attract
penal action and disentitlement of the allotted accommodation.

The management reserves the right to allot you another accommodation at
its discretion and in that case you have to shift to the new place within the

prescribed time.

The allottee will always maintain proper discipline on the Campus and will
not indulge in any such activities, which may cause inconvenience to
neighbors or to the community. It is pertinent to note that all the residents
have to live and coexist peacefully without disturbing others. Noise level of
music or otherwise must not cross the four walls of the house.




st be done in a decent way so as not to causc any
to the inmates of other flats.

Celebrations, if any, mu
disturbance or inconvenience

)

444

EXRELAL,

VOVOVLOVLULVLUVLLVLUOLULYUVPVUVUVUVWVWULUUY

........................................

[ have signed this .. .
e conditions without reservation.
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Chief Administrative Manager
JUIT, WAKNAGHAT

in token of acceptance of the

DESIGNATION cii i
DEPARTMENT .. i0iciivivannarsasssshainsinnns
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doiik Category e e Present per day ! Revised wef 01 Apr,2018

i f Al i 300/ 1000/-
o | gl
- L A-ll | 250/- | 800/ s
il e 200/- i‘_ S 600/ yEs |
120/ sl 400/ fe

- ; 200/-
TS 7»_]-_—7- AN ==l

JAYPEE UNIVERSITY OF INFORMATION TECHNOLOGY, WAKNAGHAT

Annexure-1

REVI

<D 1A/ DA RULES FORJUIT

Fligibility for DA
] The above rates shall be appiicable anly when the tour is to a place beyond 20 Kms [ One Way|

from the olace of

! OA 15 adrmisibie
3 Halt DA s admusihie f Journey period is more than 6 Hours

drisible if journey less than & hrs. for A-i, A-11 & A-l1
to & Hrs Mo Lunchj forB & C

Lty 10 a place less than 30 Kms ( One way & duty 4 Hrs

of the DA.

deployed for a linger period out of JUIT Campus without dining

nersonnel who have been

00% DA tor first 30 days and 50% thereafter.

for Reimbursentent of
yaces bl i - . S - =
Present per day | Revised wef 01 Apr,2018 |
Ll SR B Y Anca AR

tAs per Actual production of bills

A L Rs. §/- per Km 1 5 ; - 3 i
, ; [Limited to Max. of Rs.16/- per Km |
= ,,,A_._=_.‘ e a2 et A....__..,A.__!‘,_ - -t — - = o 7€
: /¥ ‘ ‘ : As per Actual production of bills !
2 { 2 ‘ Rs. &/- per Kim Pyt |
| Limited to Max. of Rs.14/- per Km i
S e et L A R R e R 5 ! e —
' IAdaw b e 9/ ¢ ¢ T - /] |

i iR 2 {Max. of Rs. 8/- per Km ( Shared Taxi
3 i B & i Rs. 8/ per Km ‘! - S \ . £ i
! | '!Aum Rikshaw,/Public transpert etc; J

| I

Lo of thewr own car with approval of Competent Autharity then amount reimburse @ Rs. 10

|l Other Cities s Metropolitian Cities ,,_.J;

i Rs. 3000/- 5000/ - |
S 35 1
_Rs. 2000/- 3000/ i e

1500/ sl e

Fatitlement - Stay LR e
e ey S L s

5. No. Cs

SCP 1, e e e
1

Rs. 100D

750/ St 5 !

21 hill/ receipt

Rs. 300/-

an production af Hot
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MINIMUM REQUIREMENTS FOR THE YEAR 2020 ONLY

(These Criterias are relaxed as indicated below for screéning only for this year)

Professor

Associate Professor

Asst. Prof. Sr. Grade

v)

vi)

vi)

i)
i)

iv)

PhD Guidance - 2 Nos. as first Supervisor. Relaxation in Transit Period i.e. 1
No. as Sole Supervision or 2 Nos in Joint Supervision

5 Years as Associate Professor / 12 Years Total Experience

5 quality Research Papers (as 1st or 2nd Author excluding PhD Scholar,
Relaxation in Transit Period i.e. from 7 papers to 5 papers.

Project Rs. 30 Lac for Bio / PMS, Rs. 15 Lac for others
or

Three SCI / SCIE/ SSCl research papers (Additional papers, as 1st or 2nd
Author excluding PhD Scholar). Relaxation in Transit Period i.e. from 5

" papers to 3 papers)

250 API Score

University / Departmental level Adm activities / Feedback of HoD

PhD Guidance - 1 (May be submitted, Relaxation in Transit Period: Sole
Supervision or Joint Supervision as first Supervisor)

4 Years as Asst Prof. Sr. Grade / 8 Years Total Experience

4 Research Papers (as 1st or 2nd Author excluding PhD Scholar, Relaxation in
Transit Period i.e. from 5 papers to 4 papers)

Project Rs. 20 Lac for Bio / PMS, Rs. 10 Lac for others

or

Two SCI / SCIE/ SSCI (As 1st or 2nd Author excluding PhD Scholar, Relaxation
in Transit Period i.e. from 4 papers to 2 papers)
200 API Score

Departmental / University level involvement / Feedback of HoD

Science, HSS, BT, Pharmacy, Faculty of Management of non MBA Stream

4 Yrs after PhD Degree Teaching / Research Experience

3 Research Papers after PhD degree (Relaxation from 4 to 3)
180 API Score last 2 Yrs

Departmental / University level activities / Feedback of HoD

Engineering and Teachnology and Management (MBA Stream)

PhD (Self) [and at least two years of post PhD experience at Univ. level -
Relaxed in Transition period]

3 Research Papers

180 API Score last 2 Yrs

Departmental / University level activities / Feedback of HoD




Re: List of Faculty Promotions as on 30.09.2020 (VC Sir) [
vinod.kumar to: mohinder.kapoor : 19-12-2020 16:39

minimum requirements for faculty promotions.xlsx

plinclude/replace the minimum requirements for each position as per the attached sheet.
thanks

vinod

From: mohinder.kapoor/Juit

To: vinod.kumar/Juit@juit.ac.in

Date: 12/19/2020 04:33 PM

Subject: List of Faculty Promotions as on 30.09.2020 (VC Sir)

R/Sir,

PFA

With Regards,

Mohinder Kapoor

Admn. Coordinator (HR Division)

Jaypee University of Information Technology,

Waknaghat, Distt. Solan (H.P.) 173 234

Mobile No: 8091371000

E-mail: mohinder.kapoor@juit.ac.in [attachment "List of Faculty Promotions as on 30.09.2020
(VC Sir).xlsx" deleted by vinod.kumar/Juit]
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Jan 2020
Minimum Eligibility Criteria for consideration for promotions to different positions
under CAS for teachers

Professor

1.

2

PhD with first division in the preceding degree and throughout a good academic record.

Teaching/Research experience of 12 years, out of which, a minimum of 5 years experience
as Associate Professor at University level.

At least seven quality research papers either as first author or second author after becoming
Associate Professor.

Should have guided at least two PhDs (in case of joint supervision, weightage for each PhD will
be equally divided among supervisors) after becoming Associate Professor.,

(a) Sponsored Research Project(s) completed/ in progress as Principal Investigator of Rs.30 lakh
or more in case of Biotech and PMSE Departments and of Rs.15 lakh or more in case of other
departments.

(b) In case, even after sufficient efforts were made in obtaining the Sponsored Research Project
and success could not be achieved. then five SCI/SCIE/SSCI Indexed quality research papers as
sole (single) author in lieu of the sponsored research project(s) requirement. This provision of 5(b)
will be for other Departments and not for Biotech and PMSE Departments,

(a) Average AP score of 250 or above of the last three years at Associate Professor level,

(b) Report of the Head of Department on working, conduct, behaviour and contributions beyond
normal teaching assignments in the Department/ Institute will be given due consideration,

Associate Professor

1.
2.

PhD with first division in the preceding degree and throughout a good academic record.

Teaching/Research experience of 8 years, out of which, a minimum of 4 years experience as
Assistant Professor (Sr.Grade) at University level,

At least five quality research papers either as first and second author after becoming Assistant
Professor (Sr. Grade).

Should have guided at least one PhD (in case of joint supervision, weightage for each PhD will be
equally divided among supervisors) after becoming Assistant Professor (Sr. Grade).

(a) Sponsored Research Project(s) completed/ in progress as Principal Investigator of Rs.20 lakh
or more in case of Biotech and PMSE Departments and of Rs.10 lakh or more in case of other
departments,

(b) In case, even after sufficient efforts were made in obtaining the Sponsored Research Project
and success could not be achieved, then four SCI/SCIE/SSCI Indexed quality research papers as
sole-(single)-authorin lieu of the sponsored research project(s) requirement. This provision of 5(b)
will be for other Departments and not for Biotech and PMSE Departments.

(a) Average API score of 200 or above of the last three years at Assistant Professor (Sr. Grade)
level.

(b) Report of the Head of Department on working, conduct, behaviour and contributions beyond
normal teaching assignments in the Department/ Institute will be given due consideration.

For Engineering & Technology and Management
Assistant Professor (Grade-l)




M.Tech/MBA or equivalent with first division and throughout good academic record.

2. Assistant Professor (Grade-ll)

(i) M.Tech/MBA or equivalent with first division and throughout good academic record + 2 years
~ experience at University level.

or
(i) M.Tech/MBA or equivalent with first division and throughout good academic record + 1 year
experience at University level and at least 2 years prior experience elsewhere.

(iii) Report of the Head of Department on working, conduct, behaviour and contributions beyond
normal teaching assignments in the Department/ Institute will be given due consideration.

3. Assistant Professor (Senior Grade)

(i) Ph.D degree, with first division in preceding degree and throughout good academic record + at
least 2 years post PhD experience at University level. Publication requirement is essential,
Should be an active researcher and published at least 3 quality research papers.

(ii) Average AP score of 180 or above of the last two years at Assistant Professor (Grade-I1).

(i) While considering candidates, the Vice-Chancellor may approve some relaxation in post Ph.D,
experience for exceptionally good candidates.

(iv) Report of the Head of Department on working, conduct, behaviour and contributions beyond
normal teaching assignments in the Department/ Institute will be given due consideration.

For Sciences, Humanities & Social Science, Biotechnology, Pharmacy and For the Faculty in
Management of Non MBA Stream

1. Assistant Professor (Grade-l)

Ph.D degree, with first djvision in preceding degree and throughout good academic record.

2. Assistant Professor (Grade-Il)

(i) Ph.D degree, with first division in preceding degree and throughout good academic record + 2
years teaching/ research experience at University level after PhD degree and after becoming
Assistant Professor (Grade-I).

(i) Active researcher and published at least 2 quality research papers at Assistant Professor
(Grade-) level after PhD degree.
(iii) Report of the Head of Department on working, conduct, behaviour and contributions beyond
normal teaching assignments in the Department/ Institute will be given due consideration.
3. Assistant Professor (Senior Grade)
(i)  Ph.D. degree, with first division in preceding degree and throughout good academic record.

(i)  Atleast 4 years post PhD teaching/research experience at University level,
(i) Should be active researcher and published at least 4 quality research papers after PhD egree.
(iv) Average API score of 180 or above of the last two years at Assistant Professor (Grade-ll).

(v) Report of the Head of Department on working, conduct, behaviour and contributions beyond
normal teaching assignments in the Department/ Institute will be given due consideration.

NOTE

(i) Research Papers Published in SCI/SCIE/SSCI/Scopus Indexed Journals . will only be
considered as Quality Research Papers for consideration in this document.

(i) One Patent will be considered equivalent to three SCI/SCIE/SSCI Indexed Research Papers.



