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SERVICE RULES 

n. These_ ml:!-. called T IIF 1\1 \I 1 11'. \R.ll N S(' ll001. Fmployccs ~crvicc Rules. which are 
effect I\ e 1rnm I \J) ril "'O IQ d · . . ~ an 11 s11pcrc;l•dcs nll or an} prcviouc; rule or practice which have been 
111 l1 pcr,111t1 11 t111 matter<. co, crt'd tlwrrin 

h. The~e ,en ice ru ks nrt' 1)()1 n .lrn11st h l'. tht• y ma y he modi li t·d h) the mnnagement a<; found 
nece,~ni' fi'l' 111 time to time l lw modilirntinn \,\ ill collle into crrcct from the date o f its notification. 
The nwdificnti 1111 in ruks nnd reg11lnti1rn <;hall npply illlmedint cly to nil employees of the <;chool 
,uper-,ed111g the nilcs nnd rcg11lntinn in frncc nl the time ofnppointmcnt. 

e \ II e111 pll1~el'~ ~lrnll b~ tlwir \\·or!-.. and conduct fu1ther the ohjcctivc nnd E11ms for which the school 
ha, been e-,tabli~hed. 

, .\pplication 

Thc,e scn ice rules arc applicable to all employees ofMallikarjun School. Bhimtal , irre<;pective of 
~ their date l..,f e111plo~111ent. Employees of the schoo l arc also bound by rules, regulations and procedures as are 

in f,xce at the time of their appoint111ent and may be modified from time to time thereafter. 

3. Definitions 
In these rules unless the context otherwise requires. 

a. SCHOOL means the above mentioned institution, situated in Bohrakoon, Bhimtal (Nainital). 
b. MANAG ING CONNITTEE/MANAGHEMENT means the committee charged with the 

management of the affairs of the school, set up in accordance with the Memorandum and Articles of 
the Society. 

c. SOCIETY means The Mallikarjun School, Society. 

d. PRINCIPAL means the Head of the institution who is appointed by the society for a specific term 
and who is responsible for the administration of the institution. 

e. EMPLOYEE refers to any person employed to work in any of the classes referred to in article 4 
below. 

f. HABITUAL means being guilty of omission or commission ofan act for a minimum of three times 

a month. 

g. SALARY, expect where otherwise defined means basic pay plus all allowances. Which, in turn, 

means, the consolidated salary. 

Note 
1. What is said in these rules in respect of teachers shall apply, mutatis mutandis, 

to every other category as well. 

11. What is said of the responsibility of a lower authority may be validly done 

also by a higher authority. 

4. Classification of Employees 

The school employees could be classified under the following heads 
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!.Pe,m.,nent' employees o,c one who· · . 
· f l . . is appo inted oga 111st a permanent post and has completed the 

period o pro >u t1 on sat1sfoctorily ond I I · rns 1ccn con fi rm ed in writing by the competent authority as a 
pcn11 nnent employee. 

b •rrobntioncr' is one who is JWO · · II · · visiono Y selected to fi ll a temporary or permanent post but has not 
com pleted the prescribed 11erind 1· l · · · 

. . 0 pro1a t1 011 or cx tcns1011 thereof and has not been confirmed in 
wnting by the com11ete11t outl ·1 · I ion Y 111 t 1e post li1r whi ch he has been prov isionall y selected. 

c. 'Tcmpornry' cm11loycc is <) 11 , I · · · · · . . • . · cw 10 1s nppn111t ed for n ~pcc1fic period oft1 me: 
1. 111 work wh1 cl1 1·s "S , 1· II 1-.. _ • "· :-.en in y o n tcmpnrnry nntu rc, or 

11 . to fi ll a temporary vacancy in II pcnn n11 e11t rost, or 
i ii. to cope " ith n temporary increase in work, or 

i\l. for any other reason. A temporary employee shall he entit led on ly to benefits as specified in 
the terms of employment. 

d. 'On ~o_ntmct ' employee is one who is employed on a contract fo r a stipulated period of time or for 
n specific work, on the lapse of which employment automaticall y ceases. The contract may be 
renewed with mutual consent either on the same or different term s. A contract employee shall be 
entitled only to the benefits as speci tied in writing in the term s of empl oyment. 

e. 'Casual' employee is one who is employed on a day-to-day bas is for the work of an occas ional or 
casual natu re. A casual employee shall not be entitled to benefits provided to other classes of 
employees. 

f. 'Pa rt-Time' employee is one who is employed to do work less than the normal period of working 

hours. He shall be entitled to benefits only as specified in writing in his letter of appointment. 

5. Employment 
a. No person shall be deemed to be in the regular employment of the school unless and until he has 

received a letter of appointment duly signed by the competent authority. For every appointment the 

cand idate shall furnish a written application along with the attested copies of certificates 

testi monials and for those who were previously employed, the last pay certificate and character 

certi fi cate from a responsible person. 
b. Every employee other than casual employees shall be engaged by a latter of appointment before 

taki ng up his post. The letter of appointment shall clarify the type of appointment offered, 

probation, temporary, contract, part-time or against a leave vacancy. In any case the letter of 

appointment shall describe the joining date, salary and emoluments, the term for which employment 

is offered, and manner of termination of the employment and other service conditions. The 

em ployee shall sign a copy of the appointment latter as a token of acceptance. These will be 
retained by the institution. Thereafter, the letter shall be a valid contract. 

c. Unless, in any particular case, it is otherwise distinctly provided, the employee' s time is entirely at 

the disposal of the institution and he may be employed in any manner required by the competent 

authority, without claim for additional remuneration . 
d. General ly before a person is considered fo r permanent employment, unless otherwise specified in 

the appoin tment order, he is required to be on probation for a period of at least one year from the 

date of selecting him as a probationer. The probationary period may be extended at the discretion of 

the management. 
e. During the peri od of probation or extended period of probation, the service of a probation may be 

terminated at any time without notice or compensation in lieu of notice, and without assigning any 

reason. No appeal shall li e aga inst such termination. 
() 
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a. If during the period of probation, the employee's performance of the duties assigned to him has 
been found to be satisfactory, he may be con finned . ff not satisfactory, the period for probation may 
be extended not more than twelve months at the discretion of the competent authority. If at the end 
of such extended period the probationer's work is still found to be sati<;factory, his services shall be 
dispensed without assigned rca\011 whatc;oevcr. 

b. No employees is entitled to be con finned or tn he treated as a permanent employees by any reason 
alone of his ha\ing completed the probation a, y period until the confirmation order is issued in 
"riling b:i, the competent authori ty. lf no orders arc r,asscd, the probationer' s services will be 
deemed to ha, e been unsatisfactory and probationary discharged from service. 

c. A pennanent employee appointed in di fTercnt post or promoted to a higher post shall be on 
probation for a period of one year therea fler and is li ab le at any during this probationary period to 
be re\'ered to the original post at the discretion of Management. 

d. No employee can claim appointment by promotion as a ri ght, only on the basis of eligibility to hold 
the promotional post, or of mere seniority or of having been temporarily pl aced in charge of the 
post. When a higher post falls vacant and the competent authority decides to fill the post that 
authority is tree to consider all available candidates. The promotion of an employee from a lower 
post to a higher post shall be at the discretion of the management and will be determined on the 
basis of merit, quality of service, loyalty, conduct, efficiency, ability, health, nature of the job, years 
of service and the individual 's suitability for the job. 

e. If persons ofrequisite qualification are not available, a temporary appointment may be made to 
carry on the work of the institution till such time when either a qualified hand is obtained or as the 
management so wishes. 

f. If an untrained person is appointed he will be required to complete his training within a period of 
five years. This rule may be relaxed by the Management, in view of satisfactory work on the 
recommendation of the Head of the Institution. 

g. After 5 years of continuous satisfactory service an untrained employee may be considered trained 
by the Management or the recommendation in writing of the Head of the Institution. 

h. All appointment are authorized by the Managing Committee. All appointments, other than those of 
teaching and clerical staff, shall be made by the Head of the Institution and they shall be liable to 
termination by the Head of The Institution in accordance with the rules applicable. 

6. Bio Data 
l, It shall be incumbent on every employee to furnish, in writing, his correct and complete bio data in the 

prescribed form to the competent authority for the purpose of record and also thereafter promptly notify, in 
writing, any subsequent changes in the data furnished. 
7. Record of Age 
The date of birth of an employee, as furni shed by him at the time of joining duty, should be supported by my 
one of the following documents before it is accepted as correct. 

a. Birth Certificate from Corporation, Municipality or Register of Births and Deaths. 
b. Baptism Certificate 
c. School Leaving Certificate 

The age of the employee verified as above or in any other manner dcomod flt by the ........,_.t and accepted 
and recorded by the Management shall be conclusive proof of the ap of the....,,.. 1w all questions 
concerning his employment incl uding his retirement. 
8. Change of Address 



'\ 

Whcn~ver, any change occurs in the residential address or the employee, he must immediately inform the 

authority. 

9. Leaving Headquarters 

No employee shall ordinarily I ·1 I · · · 
. . . ' , w 11 eon eave or under suspension, leave headquarters without prior 

pe11111ss1on ofh1s leave sanctioning ti .· 1r · · · 
. au 1011ty. an employee wishes to leave station for any reason, wh lie 

applying for such leave he should c . . · • · h h b 
' ommu111cate to the Management the outstation address at wh1c e may e 

contacted if necessary. 

10. Identification of Employees 

Every employee " ill be provided with identification Badge/Card and he sha ll show it on demand to any 

person authorized to inspect the same. The employee while in the institution may be required to display such a 

badge on his person. When the employee ceases to be in employment, he shall surrender his identification 

Badge/Card to the otlice before his account is settled. If an employee loses or damaged his Badge/Card during 

his service he shall pay a fee, as may be prescribed from time to time, to meet the costs of replacement. 

'- 11. Code of Conduct 

Every employee shall be governed by the following Code of Conduct: 

u 

a. Every employee shall at all time be courteous and considerate to the teachers, students, visitors, 

public superiors and co-workers. 

b. Every employee shall maintain a high standard of work and conduct. The employee shall be loyal to 

the institution and observer diligently all its rules and regulations and modifications as thereof be 

made. 

c. Every employee shall carry the work assigned to him by his superiors conscientiously. faithfully 

and diligently in accordance with specific or general instructions of his superiors and shall maintain 

discipline at all times in the department of work places or premises of the institution. He shall also 

cooperate with his superiors and co-employees. 

d. An employee is required to accept any work allotted to him by the Management besides the nature 

of the activity assigned. 

e. Employees shall always wear UNIFORMS as prescribed by the management. Employees should be 

neatly dressed while on duty and shall keep themselves and the work place clean at all times to 

maintain cleanliness of the institution. 

f. Employees who have been provided with uniforms shall wear them while on duty. Those not 

wearing them are liable to be sent out and marked absent besides rendering themselves liable to 

disciplinary action. Uniforms provided by the institution are the property of the institution and shall 

not be worn during off duty time. 

g. Employee shall take proper care of the machines, tools, minerals, equipment, furniture and other 

property of the institution. 

h. Employee shall promptly report any injury sustained in the course of their work. 

i. Employees shall promptly report any accident of hazard noticed by them inside the premises of the 

institution. 
j. No employee shall misuse, or carelessly use, the matorills and the facilities provided by the 

institution. ., 
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1-... N~) cmpll,~cc, "ithn11t prh,r ~111wtio11 1111d "lth1111t 11111l-..l11g prnpr1 p11 y111t•11t Hl111II 11v11ll hl111 Hcll' 11,r pnvnte nr 1wr , I · 
I ' I 1· 

M 1111 purp\\St' nl Ill\) 11rntl·1 l11I lll' sr1, kl· " hkh 1~ thl· pm1w1 ty ol 11r ho <i 1l·c11 p111t Ill' 
by the instit11tinn. 

I. Fm11ln\'l'l'S nr • 1 t · I • · l I l1 1w1m1ttl'( 1\1 1wcq,1 glll ~ lll 1111, 1-..lnd l111111 v\,; !1111',, p111c111 ~. ro11tractnr'>, busint'SSl11L'n or lltlwr pn1tk~ l'l\111\l'l'll'd in 1111, m11111w1 whnhrn·v1·1 dl1l't tl y or l11di1rcll y, with the ncth it it's Mtlw in~tituti,,11 . 
111 · An cmployt'L' ~hnll nnt t'l\mm1111knt1· diil·t·tl\ 111 l11di1l'rtl y 1111 y ollid 11I don1111 t· 11t '4 or inlonnutlon lo 1111> nthcr IK' rsnn h, "111,m lw is 11nt 1111thn1 it l'd In 1•01111111111k11t l' •, 11 r h d11n11111: 11l or i11l om111tio11 t''\Ct'pt in nccordanL'L' "ith 111\) gl'lll' rnl 111 sp1·d11I llldl'I' ol'tlw 1•rn111 ll' ll'11I 1111thoril y i11 th e J't'rfonnniwc oftht' d1tt) n~si gnrd 111 him . F111thL•r, 1111 l'111plllyc1· of the i11 i, til11ti o11 <:hall nddre-;-; uny ci,mm11nkntion to lht' nwmlwrs \\ftlw (h1Vl'11il11g hody m llll'l'I thc111 lor olli ti11 I ruqm'iC'-, without the" ritten penni~si\\n of the Pri111·ipnl . 

n. No empli,yee ~hnll ~i\ ct\\ the prt'SS, rndi11 nr 1111 y gL·11crnl news 11H.:di11 an y co111111 c11l c.;, tulk news or nrtidcs rdnting \l) the institution witho11t the prior permission nl'the M111111 gcmcnt. o. No employees shall temper with the instit11 tio11 record or noti ces. p. No employee shnll disturb the pcnccl'ul ntmosphcrc in the instilulion hy demonstrating, <;houting, loud tall-,s or horse play, or indulge in nny act prejudiciu l to the inlercsl of Leaching or peaceful ,, or\...ing of the institution. 
q. No employee sh:ill indulge in quarrels, abuses, fights, vio lence or any other disorderly or indecent behavior in the institution premises. 
r. No employee shall hold any meeting, affix or distribute hand bi lls, notices, leaflets, booklets, pamphlets, posters or make a collection of any money in any man ner in the institution premises without prior written permission from the Management. s. No employee shall disfigure or write on walls of the institution. t. No employee shall interfere with other employee work, disturb them or cause annoyance to them at wo rk. 
u. No employee shall chew paan or smoke in passage or department of the institution expect in places (e.g. canteen) specifically assigned for the purpose. 
v. No employee shall bring in liquor or any other intoxicants to the institution premises, or report for work in an unfit cond ition because of previous indulgence or under the influence of any intoxicant. 
w. No employee, while in the institution prem ises, shall have in his possession firearms, weapons or any other articles detrimental to the security of the institution or persons. x. No employee shall stand to the election to local bodies or participate in any political activities wi thout prior permission of the Management. 
y. No employee shall without the prev ious written sanction of the competent authority undertake any em ployment while in service of the institution other than his duties connecting with the institution, or carry on, directly or indirectly, any business or trade or private practice. z. No employee shall do any act in contravention of or in derogation to any of the provisions of these service rules or any instructions notified by the Management to the employees in the normal manner. 

A person, who chooses teaching as a career, assumes the obligation to conduct himself: at all times, in accordance with the highest standards of the teaching profession, aiming at quality and excellence in his work and conduct, setting an example which would command the respect of the Pupil, Parents and his folleagues. 

ftAI~ 
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1 each ing. in its true sense, 1s not mere i t - · - . 
· t· k I d . . ns nict,on hut fon11.it1nn. the teacher's d11tv is ncit mcrcl)' to 

cnrn mu111ca c now e ge 111 c;pcc,fic c; ,h·.. I , • 
~uitable attitude and unfold their ,er<. t Jc_cts ,ut nl<.o to help children grcm to their fullest stature. develop 
the teacher. 1 onnl,t), . In the rec;ponc;c t;i,k , \\ hat matter mmt. is the pcrc;onal example of 

No teacher shall 
a l\no\, mgl~ or \\lllfull\ 11Cl,!kct his duties 
b. Discriminate agaimt t 1. . . 

' · 
311

) <. 111 mt nn the f:!1 nund of cnstc. creed, lan~uage. place of ongm. c;oc,al and 
cultural bacl..1;tround o, any of them. 

c 1ndulge in.°' encourage. an:v frn 111 of malpractice with examination or any other school activity. 
d '\egkct 111 C011'ccting clav, wo1k or home WOik done by c;tudentc;. 
e. In Oict corporeal punishment on a student. 

f. \\_hllc being present in the school, absent himsclf(cxccpt with the previous permission of the Head 

ot the School) from the class which he is required to attend. 

g. A long \\ ith his letter applying for leave, assign written work for each of his teaching classes so that 
his students are kept sufficiently occupied. 

Even· teacher shall-
• ·a. Be regular and punctual in respect of duty, be it academic or otherwise, in all matters pertaining to 

• 

the school, which shall be assigned to him by the Head of the school or his nominee. 

b. Confinn to the wishes of the Principal desiring extra hours of work after the daily schedu le, 

whenever demanded by the management. 

c. Comply with the school working hours. 

d. In absence of the teacher, confinn to the 'Replacement Time Table' as drawn by the Head of the 

School or his nominee. 

e. An employee may, with the prior written permission of the Principal of the School, or the 

management, may take up higher studies, training or appear at any examination to improve his 

qualifications to continue to be a member of the institution. 

12. -Attendance, Absence from Work, Unauthorized Presence etc. 

a. Every employee shall report for work at the assigned place of work and at the notified time for the 

commencement of his duty. He shall record each day the time of reporting at and departure from the 

place of work in the manner specified by the Management. An employee failing to report or record 

as above is liable to be marked absent. 

An example, 
The person who is found absent from his assigned place of work during the working hours, without 
permission of the person incharge of the department/section, shall be liable to be treated as absent 
for the period he is away from his place of work and will not have earned salary for the period of 
absence. In addition he will be liable to disciplinary action against him. If an employee reports late 
for duty either at the commencement of his working hours or after recess, three times during a 

calendar month, he will forfeit one day's casual or earned leave, or one day's salary in lieu of leave 

if he has no leave at his credit. 
b. No employee shall entertain visitors at his duty place without the required pennission of department 

in-charge or the management. 
c. No employee shall loiter in the institution or enter a department of the school without pennission of 

the Principal. 
.P 
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d. No employee, when ofT d , . . . . . . 
d uty, may enter hrs or nny other department wrthoul pcrmrss ron of the 
epartment head or the management. 

e. An employee who has b, . . 
. d . ' , .ccn grnntcd leave, lard ofT, susrcndccl, di scharged, di<;misscd, or has 

res1gne or ts not worldn 1· 
. ' g or any reason, shall leave the premises of the in c;titut ion for with unless 

required to stay back by the Management. 
f. Employees. " ho arc l d d' . . . . 

. . . Strspcnc c , rschar gcd or d1s111 rsscd or who have resigned, shall not enter 
mstrtut ron premise ' ·11 •. , s Wt 1out permrssron from the corn pctcnt authority. 

13. l\1.edical Fitness 

a. The Management may, whenever necessary, required an employee to be examined for medical 
fitness by a doctor ap . d b · • . • d ptove Y rnstttutron an the employee shall be found to comply the same. 

b. Ev~ry em~loy~e shall undergo annual regular medical checkup as prescri bed and avail himself of 
all tmmuntzatton programme advised. 

14. \Vorking Hours 

a. General work timing of the institution is noted in the School Diary. These work tim ings are subject 

to change with specific schedules for reporting to work will be as detailed specifi cally by the 

principal. Besides, an employee may be required to work beyond his working hours if exigencies of 

work so demand, and such instruction shall be complied. 

b. All employees shall be required to attend to emergencies, or other urgent duties outside their regular 

hours of working including Sunday and Holidays if required. They shall not be entitled to any extra 
remuneration for such work. 

c. Subject to provisions of rules 14(a) and 14(b) above, all employees will be required to work 

eight hours a day inclusive of any rest interval or time for meal. 

15. Entry and Exit 
No employee shall enter or leave the premises of the School or any department except by the designated 

gate or gates, door or doors, provided for the purpose. 

16. Property of Institution, Liability of Search etc. 
a. Every employee shall take sufficient care of the property, furniture, cash etc. of the School and shall 

take all reasonable precautions to safeguard them against accidents, damage or loss. Where damage 

or loss is attributable to negligence, mishandling or misuse on the part of the employee, such an 

employee shall be liable to disciplinary action and/or any other action as may be deemed fit by the 

Management shall be entitled to recover the value of such breakage, damage or loss from the 

employee. 
(a)Employees should promptly report any occurrence or defect or likely occurrence or defect, which might result 

in damage to the property of the School or that of any others. 

(b) Every employee shall be expected to take normal precautions while at work and shall make proper use of 

safety devices and preventive measures as prescribed by the Management. 

(c)No employee, unless officially required to do, shall bring into the school any goods, equipment, implements, 

articles, materials etc. which are used in the schools or kept in the stock in the School and are not normally 

carried by the person, will be deemed to have come into possession of such goods etc. by improper means. The 

Management may confiscate such goods, etc., and such unauthorized possession may attract disciplinary as 

any other action as deemed fit by the institut ion. 

t 7. Personal Property 

\IALU~Ot 
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The Management and school sl II · 
. • ' ' - Hl not 1n any wny be responsible for any loss or damage to any personal 

prope11y b1ought to the School by the employee. 

18. Leave Rules and Procedures 

Leave means authorized absence from duty. 
a. Leave eonnot be claimed as of'right on the other hand, though it as a privilege, it cannot be refused 

b~ the sanctioning authority except on reasonable grounds keeping the welfare of the institution in 

mmd ex.gr. There is a limit beyond which depiction of staff cannot be permitted. 

b. When exigencies of' services of service so demand, leave of any description may be refused or 

revoJ..cd by the leave sanctioning authority or superior officer and the employee can be called back 

to the duty. 

c. The leave year shall run with the scholastic year. Except as otherwise provided in the rules, leave 

shall be earned by periods spent on duty only. 

d. Leaves, except weekly off and public holidays, should be applied for and sanctioned before it is 

availed of, except in cases of emergency, in which case a leave application must fol low 

immediately. In order to avoid inconvenience, an employee who desires to obtain leave of absence 

shall apply in writing to the sanctioning authority well in advance. Requests for Earned leave 

must be submitted at least 15 days in advance. 

e. Leave ordinarily begins and ends on the dates for which it is so sanctioned. Weekly offs; public 

holidays and restricted holidays may be prefixed and or suffixed to leave. Except in the case of 

Casual Leave, an employee shall not be entitled to the benefit of such holidays, if the same fall 

within the leave period. 

f. Except with the permission of the leave sanctioning authority, no person may return to duty before 

expiry of the period ofleave granted to him. 

g. If an employee, after proceeding on leave, desire an extension, thereof, shall before the expiry of 

the leave originally granted to him, make such an application in writing giving sufficient time to the 

sanctioning authority to respond. The sanctioning authority shall send to the employee a reply either 

by granting or refusing extension of leave, to his leave addressed or last known address. 

h. Every employee going out of station on leave shall furnish his leave address in his leave 

application. 
1. All applications for sick leave shall be supported by a medical certificate. The employee concerned 

may be required to appear before and produce a certificate from a medical practitioner or authority 

nominated by the management. 

j. In case of employee remain away from duty on the pretext of being sick, the Management may 

direct the employee to report at the institution immediately and get himself examined by a doctor 

designated for the purpose. 

k. Leave will not be have deemed to be granted unless sanction is given. An employee absenting 

himself when leave is not sanctioned will be marked absent and will not earn a salary for the period 

of absence. Further he renders himselfliable to disciplinary action or other consequences under the 

service rule 
I. As soon as an employee rejoins duty afier the expiry of any leave of five days or more, he should 

sent a rejoining report. An employee who has been granted leave on medical grounds may be 

required, before resuming duty, to produce a medical certificate oftitness by a do1or. 

~ MALL!~ 
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,411 full time employees of th • . . . 
ermitt d th i 

11 
• e tnshtuhon other than those appointed on a temporary or casual basis are 

P e A e O 
. ow~ng from duty subject to the rules of the institution. 

a. teacher is eligible to all Sunday and the rublic and School holidays notified in the School 

Calendar. on the understanding that the teacher is bound to come to the school on a holiday to attend 

a meeting or for any other Specific purpose, when so required by the Head of the insti tution. A 

teacher is always entitled to Casual Leave, Sick Leave, and Maternity Leave as explained below. 

b. Non-teaching employees are entitled to all public holidays notified in the school calendar and 

Sunday. They are also entitled to Casual Leave, Sick Leave, and Maternity Leave as explained 

below. 

Casual Leave 
a. Casual Leave is essentially meant for short periods, necessitated by sudden illness or urgent work. 

b. The teaching staff is entitled to 9 casual leaves in a year, and the division of the grant is as fo llows 

1. April - June 2 days 

ii . July- September 3 days 

iii. October- December 2 days 

iv. January- March 2 days 

c. the non teaching staff is entitled to 8 casual leaves and the division of the grant of leaves is as 

follows 
i. April - June 2 days 

11. July- September 2 days 

Ill. October - December 2 days 

IV. January-March 2 days 

d. No employee has the right to the grant of Casual Leave. The authority empowered to grant Casual 

Leave may refuse to revoke Casual Leave at any time according to the exigencies of service. 

e. No employee may except in unavoidable circumstances, like sudden illness avail himself of Casual 

Leave, unless it has been Sanctioned previously by the competent authority. 

f. Casual Leave admissible is 4 days per year. 

g. Casual Leave may be granted for not more than 2 days at a time, exclusively of weekly holidays 

and public holidays, whether they precede, follow or intervene during the period of Casual Leave. 

h. Casual Leave cannot be combined with any other form of leave except weekly offs and public 

holidays. 
i. Casual Leave is granted by the Head of the Institution. 

j. All balance of casual leave not taken during the year will lapse at the end of the calendar year and 

cannot be carried forward to the next calendar year. 

Sick Leave 
i. Sick Leave, on full pay, may be granted to an employee on medical grounds only if 

supported by a medical certificate in accordance with the prescribed procedure. 

ii. Such Leave on medical grounds, admissible to a permanent employee in respect of each 

completed year of service, will be 5 days, this can be accumulated. 

iii. Leave on medical ground is granted by the Management at their discretion. 

Maternity Leave 
Maternity Leave is sanctioned by the Management. 

19. Penalty for Unauthorized Absence 
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If employees acting individuall ab 1 . refuse to work each one of th 
I 

Y
11
• ' s~nt 111nsel f/herscl f from work, or being present at the work spot, 

' emsia be liableto dd · r. • I h' 
remuneration for 7 days. ' a c uct1011 ,rom Im/her sn lary of on nmount equa to 1s 

lo. Penalty of Salary and All owance, Increments etc. 
a. The scale of pay and salan. l ll l 1 , ·., s tn 1e 1 1e one drown up by the Society. 

b. Every employee shall nomially be paid his sa lary on the 201" of the fo llowing month. 

c. Only _those " llO ha, c SCI'\ cd for 12 months of the ncadcm ie year prior to the vacation nrc entitled to 
vacation pa). 

d. The Management ma) deduct from the employee salary any dues such ac; income tax, provident 

fund. i-eco, Ct') to\\ ards advances. damage or loss of School property, penalties and fines. 

Contributions to various approved activities etc. 

e. Annual incl'Cments as prescribed in the pay scale shall ordinarily be sanctioned as a matter of course 

they will not be with held as a disciplinary measure imposed. 

21. -Cessation of Service 

a. The appointing authority may terminate the service ofa permanent employee on administrative 

grounds in the interest of the institution by giving three months notice or salary in I ieu of such 

notice provided further that no such notice shall be necessary for termination arising out of 

misconduct. 

b. Any pennanent employee desirous of leaving the service of the institution shall give three months 

notice or three months pay in lieu of notice to the Management before leaving service. 

c. Not with standing anything contained in this rule, no notice shall be necessary if the termination of 

service is under an agreement or contract of service that specifies a date for such termination. 

d. In the case of employees where a different notice period is stipulated, that notice or payment in lieu 

notice shall apply tennination by the Management on for leaving the service. 

e. Not with standing what is stated above the Management reserves its right to refuse or accept the 

resignation of any employee when disciplinary proceedings are pending against him for breach of 

contracts or for any other reason. 

22. -Discharge on Medical Grounds 
a. The Management may call upon any employee at any time to appear before a doctor. If in the 

opinion of the doctor the employee is found incapacitated, rendering him physically or medically 

unfit for the work which he has been doing and in the opinion of the doctor the chances of his 

l . .' becoming fit again for the same work are remote, he may be discharged by the Management on 

ground of continued ill health. 
b. Failure to subm it himself for medical examination as required by the management will render the 

employee liable to be deemed as permanently medically unfit and consequently discharged from the 

duties. 

23. Retirement 
a. Every employee shall retire from service on attaining the age of 58 years. The Management may 

grant an extension, at its discretion, if the employee is fit for such extension and has no mental or 

physical incapacity which would disentitle him to such an extension. 

b. After attaining superannuation, if employee is granted extension, he will get the pay plus other 

allowance admissible there on, as prescribed by the Management. The extension in service will be 

sanctioned for every academ ic year afler year, at the discretion of the Manage~nt. 
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years o sen ice. or a er he hac; attained 55 ,ears of age. jf,;uch retirement ,s con . -
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notice of three months before the date of retirement or in lieu of '"-UCh notice a ,u 

amount of his ,;;alary for the pcri0d of three month,. 
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