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Criteria 6
6.1.1

6.1.1 The institutional governance and leadership are in accordance
with the vision and mission of the Institution and it is visible in various
institutional practices such as NEP implementation, sustained
institutional growth, decentralization, participation in the
institutional governance and in their short term and long term
Institutional Perspective Plan

Participative Management -
HR

~Human Resource Policy Manual

-Grievance Redressal Procedure for Employees
- Employee Code of Conduct

- Appraisal/CAS Policy

- Plastic Free Campus

-Gender Sensitization
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Employee Hand Book
SERVICE REGULATION, LEAVE RULES & Travel Policy

(Under Section 34 of Haryana State Private Universities Act 2006)

Extracted from the

“SERVICE REGULATION & LEAVE RULES”

To Be referred along with the amendments annexed herewith
based on the changes approved in the Statutory body
meetings and accordingly incorporated in the revised

Employee Hand Book.
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SERVICE REGULATIONS

In these Requlations, unless the context otherwise requires, all Definitions specified in the act, the

PART -l
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Statues and Ordinances shall also apply.
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SERVICE REGULATIONS
1. SHORT TITLE

1.1 These REGULATIONS shall be called the “SUSHANT UNIVERSITY SERVICE REGULATIONS”.
These REGULATIONS shall apply to all employees, whether ad-hoc, temporary, part
time, contractual or permanent, in the service of the SUSHANT University

1.2 The Board of Management herein after called “BOM” with the approval of the
Governing Body, reserves the exclusive right, at any time hereafter and without notice,
to amend, alter, modify, add or delete any provision to all or any of these service
regulations, from time to time and, to bring such amendments, alterations,
modifications, additions, deletions into effect from a date to be notified by the “BOM”.

Such amendments, alterations, modifications, additions, deletions if any, shall become
binding on all the employees covered by these service regulations from the date of their
notification by the University.

The Chancellor of the University or the person empowered by the Chancelior shall have
the exclusive power to clarify any issue or to remove any doubt relating to these
“service regulations” and or its implementation.

1.3 Definitions
in these rules, unless there is anything repugnant to the subject or context:

a. “CCT” means “CHARANJIV CHARITABLE TRUST” hereinafter called ‘CCT’ which is
responsible for the establishment and management of the SUSHANT University, as
sponsoring body.

b. The “University” means SUSHANT University, hereinafter called “SU” established by
the CCT under the Haryana Private Universities Act, 2006 and the Haryana Private
Universities (Amendment) Act, 2012 and also implies the authorities of the University
and the Management.

“Employee” includes all employees, in whole or part time employment of the
University, whether such employment is probationary, adhoc, temporary, regular or
contractual.

o

d. “Sponsoring Body” means Chiranjiv Charitable Trust.

e. “Governing Body” means governing body of the university constituted in
consonance with the act and statues.

f.  “Board of Management” means board of management of the university constituted
in consonance with the act and statues.

g. “Members of the family” in relation to an employee includes:-
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dependent on him/ her and

ii.  Any other person related, whether by blood or by marriage to the employee
or to such employee’s wife or husband and wholly dependent on such
University employee, but does not include a wife or husband legally
separated from the employee or child or step child who is no longer in any
way dependent upon him or her, or whose custody the employee has been
deprived of by law.

“Service” means service with the University.

“Management” means management of the sponsoring body i.e. Chiranjiv Charitable
trust and inter-alia signifies the authorities of the university also unless the context
requires otherwise.

The “BOM” means the Board of Management of SUSHANT University

The “Vice-Chancellor means the persons appointed by Chancellor of the University,
who shall be the principle academic and executive officer/executive head of the
University and who shall be responsible for the proper and efficient administration of
the University in accordance with the rules and guidelines laid down in this respect
by the act and statutes for the imparting of instruction and maintenance of discipline
therein and compliances of all applicable laws.

"Registrar" means Registrar of the SUSHANT University, who shall be the member
Secretary to the authorities of the University established as per the act of 2006 and
also shall be the signing authority and custodian of the records of the university

. “Chancellor” means Chancellor of the University.
“Chairman” means the chairman of the Chiranjiv Charitable trust

“Pay” means the monthly pay (excluding allowances and reimbursements) including
increments drawn by the employee from time to time.

“An emolument” means the total amount including pay and allowances drawn by the
employee from time to time.

“Temporary employee” means an employee appointed on probation and who has
not been confirmed in his post. It includes a person whose period of probation has
been extended for any reason.

“Leave” means various kinds of leave as detailed in the Leave Rules at Part-1l of these
regulations.

“Probationary employee” means an employee appointed on probation and who has
not been confirmed in his post. It includes a person whose period of probation has
been extended for any reason.
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period of probation, has been confirmed in his employment by a written order.

2. CODE OF CONDUCT
2.1 Application

The provisions contained in this schedule shall apply, without exception, to all
employees of the University whether, ad-hoc temporary, contractual, part time,
probationary or regular. All employees shall be governed by the code of conduct, as
specified therein and every employee, without exception shall be liable to strict
disciplinary action, including suspension and or termination for the breach of any
provision(s) of the code of conduct.

The Vice-Chancellor shall initiate disciplinary proceedings for non compliance of the
code of conduct/ service regulations/ leave rules or any other regulations of the
University that may be in force from time to time by any employee and shall have the
power to appoint an enquiry officer(s) to conduct an inquiry into the charges against
such an employee. In exceptional circumstances the Vice-Chancellor can be empowered
to make his own opinion without appointing an enquiry committee and initiate action
against the employee.

The Vice Chancellor by a resolution passed by the sponsoring body will be authorised to
administer and control all the matters relating to implementation of these service &
leave regulations in adherence to all applicable laws, prevailing from time to and as may
be applicable to the University.

2.2 General:

i. Every employee shall at all times maintain absolute integrity and
commitment to duty, honesty and impartial in his/her official dealings.

ii.  The University expects all employees to display courtesy in his/her dealings
with other members of the staff, students and members of the public.

iii.  Unless otherwise stated specifically in the terms of appointment, every
employee is a whole time employee of the University, and may be called
upon to perform such duties as may be assigned to him/her by the Vice-
Chancellor or his/her higher officer, beyond scheduled working hours and
on closed holidays and Sundays. These duties inter alia shall include
attendance at meetings of committees to which he/she may be appointed
by the University.

iv.  An employee shall be required to observe the schedule hours of work, as
may be notified from time to time, during which he/she must be present at
the place of his/her duty. Unless otherwise stated, all employees of the
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University are required to work effectively for at least 40 hours per week.

vi.

vil,

viii.

Xi.

Xii.
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Working hours for the employees associated with the essential services will
be 48 hours per week. The lunch break will be only for 30 minutes during
the day as per the time schedule conducive to the various departments of
the University and as determined by the HOD of the concerned department.

Except for valid reasons and/or unforeseen contingencies no employee shall
absent himself/ herself from duty without prior permission of the
designated authority.

No employee shall leave station (Delhi/ Gurgaon) except with the prior
permission of the Vice-Chancellor or his functional head or designated
authority, even during leave or vacation.

Whenever leaving the station, an employee shall inform the Vice-Chancellor
or his functional head or designated authority to which he/she is attached,
the address where he/she would be available during the period of his/her
absence from station.

All employees are expected to behave according to the ideals of national
integration showing love, concern, respect to all without any discrimination
whatsoever of gender,. caste, creed or community. Any act or speech
against this rule will be considered a serious breach of discipline and will
invite strict disciplinary action including suspension and/or termination from
service.

Any association, active or passive by any employee with any unlawful
organization is strictly forbidden.

Consumption or distribution of alcohol/ drugs/prohibited substance, by an
employee within the University’s premises is prohibited.

Possession or carrying of any kind of arms and ammunition or weapon of
assault by an employee, within the University’s premises, is strictly
prohibited.

All correspondence addressed to an employee or by him/her on behalf of
the University or by the University including press and other such copies of
correspondence, all vouchers, books including all note books containing all
notes or records or prices or other data and apparatus, samples and/or
other goods belonging to the University, circulars and all other papers and
document of any nature whatsoever, relating to the University’s affairs
which shall come into his/ her possession in the course of his/ her
employment shall be the absolute property of the University-and he/she
shall, at any time, during service or termination thereof or upon his/ her
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_leaving the services of the University hand-over the same to the University
without demand or claim thereof.

xii.  All appointment done by the University shall be treated as private service
contracts and will be dealt with the law of contract and equity. No specific
performance of the private service contract will be enforced by the
employees and by having accepted the terms and conditions of the service
contract the employees deemed to have understood this provision hence
barred in seeking reinstatement of service through legal recourse, in case of
termination of services.

Xiv.  NO FACULTY MEMBER (TEACHER) SHALL:-
e Knowingly or willfully neglect his/her duties.

®  Propagate through his/her teaching lesson or otherwise, a communal or
sectarian outlook, or incite or allow any student to indulge in communal
or sectarian activities.

¢  Discriminate against any student or any other person on grounds of caste,
creed, gender, language, place of origin, social and cultural background
etc.

¢ Indulge in or encourage, any form of malpractice connected with the
examination or any other activity of the University.

*  While being present at the University, absent himself/ herself from classes
except with the prior permission of the Vice-Chancellor or his/her
functional head or designated authority to which he/she is attached, from
class which he/she is required to attend.

®  Provided that where such absence without leave or without the prior
permission of the Vice-Chancellor or his /her functional head and in
his/her absence, the designated authority to which he/she is attached, is
due to reasons beyond the control of the teacher, it shall not be deemed
to be a breach of discipline and or the code of conduct, if on return to
duty, the teacher has applied for and obtained, ex post facto, the
necessary sanction for the leave availed.

®  Accept or give private tuition to any student of the University or any other
person without the written permission of the Vice-Chancellor.

®  Prepare or publish any book(s) commonly known as guides, or assist, in
their publication other than under authority of the University, obtained
through the Vice-Chancellor.

*  Enter into any monetary transactions with any student or parent. Accept
or permit any member of his/her family or any other person acting on
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_his/her behalf to accept any gift.or receive advantage from any student,
parent or any person(s) with whom he/she has come into contact by
virtue of his/her being in the employment of the University.

NOTE:

e A casual meal, gift or other social hospitality of a casual nature shall not
be considered as a gift.

e On occasions such as weddings, anniversaries, funerals or religious
functions when the making of a gift is in conformity with the prevailing
religious or social customs, a teacher may accept a gift from students/
parents if the value thereof is not unreasonably high.

*  Besides academic problems, teachers are expected to solve personal and
behavioral problems of student (s) as well. If in any event a student does
not show any improvement despite counseling and, if the teacher is
convinced that the student needs special help, he/ she must immediately
bring this fact to the notice of the Vice-Chancellor /course
coordinator/Dean/ designated authority.

e A teacher shall not be unreasonable in his/her demands from a student
and should avoid any favoritism. Whilst the teacher may be firm and
consistent with his/ her student(s), every teacher must remember that
student(s) have their self respect and must not be subjected to any threat,
ridicule, sarcasm, or unreasonable punishment.

Every employee shall: -

® Be punctual and adhere to attendance norms specified from time to time.
Abide by the Regulations of the University and also show due respect to
his/her higher authority.

¢ Ali the full time regular staff or staff appointed on contract irrespective of
the period of appointment shall have to register their daily attendance
through bio-metric attendance sensors installed in the campus of the
institution. The monthly salary will be processed based on the attendance
data generated by the bio metric system. The detailed guidelines which
may be amended time to time are appended with these service
regulations as Annex. - I.

*  Be responsible for the discipline of students even outside the classrooms
on the premises of the University. Since supervision during the break or
off time is vital for the protection of the property of the University
employees may, from time to time, be allotted such duties to maintain
discipline and orderliness at the University.
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-* - Be_responsible for_the proper care, operation and_maintenance of all
equipment and machinery, aids, furniture and fixture and sports
equipment etc. under their care. The appropriate authority should
immediately be informed of any damage caused or any repairs/
replacements that may be required.

*  Ensure that no student(s) indulges in ragging, canvassing and/or cause
harassment of any kind to other student(s) by whatsoever name called as
it is strictly prohibited under law.

*  Not through any action or omission or any form of speech etc. disturb or
vitiate, in any manner whatsoever, the peace, dignity and harmony of the
University.

3.  TAKING PART IN POLITICS AND ELECTION

31 No employee shall take part in politics or be associated with any party or organization
which takes part in political activity.

3.2 No employee shall canvas or otherwise interfere or use his influence in connection with
or take part in any election to a legislative body or local authority.

Provided that an employee of the University qualified to vote at such election may
exercise his right to vote but where he does - so, he shall give no indication of the
manner in which he proposes to vote or has voted.

4.  CONNECTION WITH PRESS OR RADIO OR PATENTS

41 No employee shall, except with the prior sanction of the Vice-Chancellor own wholly or
in part, or conduct or participate in the editing or managing of any newspaper or other
periodical publications.

4.2 No employee shall, except with the prior sanction of the Vice-Chancellor or any other
authority empowered by him/ her in this behalf, or in the bona-fide discharge of his/her
duties, participate in a radio broadcast or contribute any article or write any letter either
anonymously or in his/her own name or in the name of any other person to any
newspaper or periodical.

Provided that no such sanction shall be required if such broadcast or such contribution
is of a purely literary, artistic or scientific character.

NOTE:

Members of the staff are at liberty however, without any sanction, to publish their
original scientific works in journals of repute in India and abroad. However, in case of
any financial implication involving the University in publishing the work, prior sanction
of the Vice-Chancellor will be necessary.
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—Such articles must be strictly confined to purely scientific subjects and should not touch

upon administrative matters related to the University. They shall be free from all
political leanings.

Publications of articles relating to India’s boundary areas and the tribal population in
such areas is prohibited without prior permission of the Vice-Chancellor and if
necessary, the Government of India.

4.3 If during the term of his/ her employment, an employee shall make any inventions or
improvements relating to the manufacture of any materials or products, all rights in
respect of such invention or improvement shall belong to the University, and he/she
will, if required, at the cost of the University cause such inventions or improvements to
be patented in such countries as the University may desire and shall when required to
do concur in all things necessary to cause or procure any patent or patents so obtained,
to be vested in the University.

5. CRITICISM OF THE UNIVERSITY:

No employee shall, in any radio broadcast or in any document published anonymously or in his/
her own name or in the name of any other person or in any communication to the press or in
any public utterance, make any statement of fact or opinion:

5.1 Which has the effect of any adverse criticism of any current or recent policy or action of
the University; or

5.2 Which is capable of embarrassing the relations between the University and the Central
Government or any State Government including any of their agencies or any other
institution or Organization or members of the public.

Provided that nothing in this paragraph shall apply to any statements made or view
expressed by an employee in his/ her official capacity or in the due performance of
duties assigned to him/her.

6.  EVIDENCE BEFORE COMMITTEE OR ANY OTHER AUTHORITY:

6.1 No employee shall, except with the prior sanction of the Vice-Chancellor, give evidence
in connection with any inquiry conducted by any person, committee or authority.

6.2 Where any sanction has been accorded, no employee giving such evidence shall criticize
the policy or any action of the University or the Central Government or any State
Government or their respective agencies. Nothing in this paragraph shall apply to:-

a. Evidence given at any inquiry before any authority appointed by the University by
Parliament or by a State Legislature; or

b. Evidence given in any judicial enquiry; or

C. Evidence given in any departmental enquiry ordered by the Vice-Chancellor of the
University. e
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7. UNAUTHORIZED COMMUNICATION OF INFORMATION: _ .

7.1 No employee shall, except in accordance with any general or special order of the Vice-
Chancellor or in the performance in good faith of the duties assigned to him/ her,
communicate, directly or indirectly any official document or information to any person
to whom he/she is not authorized to communicate such document or information.

7.2 During the term of his/ her employment with the University, or at any time thereafter,
an employee shall not use or disclose to the other society, firm, organization or person
any information concerning the secrets, activities or affairs of the University, nor
countenance any act prejudicial to the interest of the University.

7.3 By virtue of his/ her assignment with the University, an employee may acquire technical
knowhow and gain access to secrets relating to the University’s activities. It is, distinctly
understood that in the event of his/ her relinquishing his/her employment with the
University, he/she will under no circumstances divulge the technical knowhow and
secrets of the University or uses these in any manner detrimental to the University. In
the event of an employee violating this condition, the University will be entitled to claim
damages at his /her cost and take any action as it may deem fit against him/her.

8.  PRIVATE TRADE EMPLOYMENT

No employee shall, except with the permission of the Vice Chancellor /Management/BOM engage
directly or indirectly in any trade or business or any private tuition or undertake any employment
outside his/her official assignments.

Provided that the above restrictions shall not apply to academic work and consultative practice
undertaken with the permission of the Vice-Chancellor which may be given subject, to as regards
acceptance of remuneration, as may be laid down by the University from time to time.

9.  INVESTMENTS, LENDING AND BORROWING:

9.1 No employee makes or permits his/her spouse or any member of his/ her family to
make any investment likely to embarrass or influence him / her in the discharge of his
/her official duties. In case the employee comes to know of any such interest, he/she
shail promptly bring it to the notice of the Vice-Chancellor in writing.

9.2 No employee shall lend money at interest to any person or shall he/she borrow money
from any person with whom he/she is likely to have official dealings of any kind
whatsoever

10.  INSOLVENCY, HABITUAL INDEBTEDNESS AND CRIMINAL PROCEEDINGS

10.1 An employee shall so manage his/her private affairs as to avoid habitual indebtedness
or insolvency. When an employee is found liable to be arrested for debt he/she may be
liable for dismissal. An employee who becomes the subject of legal proceedings for
insolvency shall forthwith report full facts to the University.

11
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the Vice-Chancellor through the Head of Department to which he/she is attached,
irrespective of the fact whether he / she has been released on bail or not.

10.3 An employee who is detained in police custody whether on criminal charge or otherwise
for a period longer than 8 hours shall not join his/her duties at the University unless
he/she has obtained written permission to that effect from the Vice-Chancellor of the
University.

VINDICATION OF ACTS AND CHARACTER OF EMPLOYEES

No employee shall, except with the prior sanction of the Vice-Chancellor, take recourse to any
court of law or to the press for the vindication of any act, which has been the subject matter of
adverse criticism or an attack of defamatory character.

Provided nothing in this rule, shall be deemed to prohibit an employee, from vindicating his
private character or any act done by him/ her in his/her private capacity.

REPRESENTATIONS

Whenever an employee wishes to put forth any claim, or seeks redress of any grievances or of any
wrong done to him/ her, he/she must forward his/her case through proper channel, and shall not
forward such advance copies of his/ her application to any higher authority, unless the lower
authority has rejected the claim, or refused relief, or the disposal of the matter is delayed by more
than three months.

JURISDICTION

Dispute(s) if any, arising out of these Service regulations or any other regulations that may be in
force from time to time or the terms of employment of any employee shall be subject to the
jurisdiction of Gurgaon Courts only.

IDENTIFICATION

It shall be mandatory for every employee of the University to carry on his/her personal identity
card or any other mark of identification, as may be prescribed by the university from time to time
while in the University and produce the same on demand. An employee shall on resigning and/or
termination from the services of the University, immediately hand over identity card issued by the
University, failing which, full and final settlement of his/her account shall be withheld.

The use of such identity card and/or mark of identification shall be governed by the terms and
conditions of the University from time to time.

MISCONDUCT

Without prejudice to the generality of the meaning of misconduct the following acts of omission
or commission on the part of the employee shall amount to misconduct.

15.1 Minor Misconduct

a) Absence from the appointed place of work without permitionl N
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c)

d)
e)
f)
g)
h)
i)
j)
k)
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Idling or loitering during duty hours.

Entering or leaving or attempting to enter or leave the establishment exceptin
accordance with the standing orders or any regulations framed or instructions given
by the Employer.

Absence without leave for a day

Late attendance or leaving work earlier

Creating or contributing to insanitary conditions.

Abetment of or incitement to commit any act of minor misconduct
An employee found guilty of minor misconduct may be:-

Warned or censured or reprimanded.

Suspended without pay for a period not exceeding 7 days.

Fined subject to the provisions of payment of wages act.

15.2 Major Misconducts

a)

b)

c)
d)

f)

8)

h)

Sushant University Service Regulations

Insubordination, refusal to work, or disobedience whether alone or with others of
any lawful and reasonable order of a superior including the orders which the
Employer may issue under these regulations.

Striking work either singly or with others in contravention of these Service
regulations, or agreement, or any statue, law rule on enactment for the time being
in force or participating or inciting any employee to strike work or bring about
activities detrimental to employer’s interest or any interruptions in the work
whatsoever.

Hunger strike, go-slow, dharna, gherao, stay in strike for any reason whatsoever.

Blocking or obstructing the gate or gates of the establishment or any of its
department.

Thefts, fraud, or dishonest in connection with the employer’s business or property
or the theft or property of another person or employee on the premises of
establishment.

Soliciting, taking offering, or giving bribes or any illegal gratification or accepting
costly presents or borrowing from subordinates.

Habitual absence without leave or absence without leave for more than seven
consecutive days or over staying the sanctioned leave without sufficient cause.

Late attendance on three occasions or more within a month.

Soliciting or collecting contributions for any purposes whatsoever or distribution,
working or affixing any hand bill poster etc. or canvassifg.union membership or

P
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. doing any union activity or personal work at any time in the establishment without

the written permission of the employer.

i) Unauthorized use or occupation of Employer’s quarters or permitting others to use
them,.

k) Engaging in Trade including money lending within the premises of the
establishment without the written permission of the employer.

) Riotous, disorderly indecent behavior or wrongfully interfering with work of other
employees or any improper act within the establishment premises or preaching or
inciting violence.

m) Commission of any act subversive of discipline.
n) Neglect of work or gross or habitual negligence.

o) Breach of the service regulations or any provision of law for the maintenance and
running of any department or equipment.

p) Damage, due to irresponsible action or inadvertence, to any property of the
employer or tampering with any equipment, thing or any written record including
notice put upon the notice board.

q) Organization, holding, attending or taking part in any meeting within the
establishment without the prior sanction of the employer in writing.

r) Disclosing to any unauthorized person any information in regard to the process o
business of the establishment which may come into possession of an employee in
the course of his employment.

s) Gambling or drinking within the premises of the establishment.
t) Smoking within the establishment except in places where smoking is permitted.

u) Refusal to accept, a charge sheet, order or other communication served in
accordance with these regulations or refusal to explain when required by
superiors.

v) Unauthorized possession of any lethal weapon in the establishment.

w) Engaging in other employment while still in the service of the establishment
without the prior permission of the employer.

X) Sleeping during working hours.

y) Making or publishing false, derogatory defamatory or malicious statements against
the establishment or its products or its officers/employees of the establishment.

z) Willful falsification, defacement or destruction of records of the establishment.

Failure by an employee to inform the employer of the occurrence in his house of a
communicable disease viz., cholera, small pox, Leprosy, diphtheria, , Meningitis,
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____plague,_Bacillary,_dysentery, vellow fewer, typhoid_or_enteric fever, Mumps,

15.3

epidemic, dropsy, Measles and any other contagions disease etc.
bb) Habitual commission of any act of minor misconduct.
cc) Abetment of or incitement to commit any act of major misconduct.
Punishment for major misconduct
An employee guilty of major misconduct may be:-
a) Suspended for a period not exceeding one month

b) Demoted with consequential reduction in salary and status or reduced to a lower
stage in the grade or stoppage of increment.

c) Discharge without notice or compensation in lieu thereof.
d) Dismissal without notice or compensation in lieu thereof.

e} The penalties mentioned above (a) and (d) shall only be imposed after employee
concerned has had an opportunity to explain his conduct. Before any penalty is
imposed, a charge sheet clearly setting forth the allegations against him will be
issued requiring him to give an explanation within the specified time limit which will
not be less than 24 hours. If no explanation is received within the time fixed or
explanation is not satisfactory, an enquiry may be held in which the employee
concerned will be given full opportunity to produce evidence and to cross examine
management witnesses. The enquiry Officer will submit his report to the Gniversity,
which in turn, issue final orders in writing and a copy of the said order will be
supplied to the employees concerned. In case any previous bad record is relied
upon then such record will be brought to the notice to the employee concerned and
he will be given opportunity to explain the record before the final orders are passed
in his case. If the employee concerned wishes to rely on his past good record as
mitigating circumstances he shall produce such record during the enquiry, if any.

16. SAFETY OF WOMEN EMPLOYEES

All male employees of the Company are strictly prohibited to indulge in any sexual harassment,
directly or indirectly, at any time, at the workplace, towards any women employee/s

Sexual harassment includes such unwelcomed sexually determined behavior (whether directly or
by implication) as: (a) physical contact and advances; (b) a demand or request for sexual favors;
(c) Sexually coloured remarks; (d) showing pornography; (e) any other unwelcome physical,
verbal or non-verbal conduct of sexual nature.

Sexual harassment by male employee towards a female employee shall constitute a Major
Misconduct as per Service regulations of the University resulting in appropriate disciplinary
action by the University and punishment shall be imposed on the male employee after he has
been given an opportunity to explain his conducts.

Sushant University Service Regulations
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_..A separate SOP_has already been prepared and circulated in consonance with the "Vishakha
guidelines” as laid down by the Hon’ble Supreme Court of India.

17. TERMS OF TEMPORARY EMPLOYMENT

17.1 The service of a temporary employee shall be liable to termination at any time by notice
in writing given either by the employee to the university or by the university to the
employee. The period of such notice shall be one day, unless otherwise agreed to by
the University and the employee.

17.2 The other terms and conditions of service of such employee shall be such as may be
specified by the university in his/her letter of appointment.

18. APPPOINTMENTS ON SPECIAL CONTRACT/HONARARY/EMIRITUS POSITIONS

Notwithstanding anything contained in these service REGULATIONS, the Chancellor on behalf of
the university may, in special circumstances, appoint an eminent person on contract for a period
of 2 years subject to renewal for a further period of two years, on appropriate terms and
conditions as the management may thinks fit at the time of such engagement.

19.  VICE-CHANCELLOR

The Vice-Chancellor shall be the Principal academic and executive officer of the University and
shall be responsible for the proper administration of the University and for the imparting of
instruction and maintenance of discipline therein.

20. DEAN/HEAD OF DEPARTMENT

Each School/department of the University shall have a Head who shall be selected by the Vice-
Chancellor on rotation basis from amongst the Professors, Associate Professors, provided that
when in the opinion of the Vice-Chancellor the situation so demands, the Vice-Chancellor may
himself/herself take temporary charge of a department(s) or place under the charge of such other
Professor/ Associate Professor from another Department for a period not exceeding six months.
The Head of Department shall be responsible for the entire working of the Department, subject to
the general and overall control of the Vice-Chancellor.

It shall be the duty of the Head of the Department to ensure that the decisions of the university and of
the Vice-Chancellor are faithfully carried out. He/ she shall perform such other duties as may be
assigned to him/her by the Vice-Chancellor from time to time. The position of the Dean/ HOD will be
rotational and or for a maximum period of three years or any other period which may be decided by the
Management.

21. CLASSIFICATION OF MEMBERS OF THE STAFF
The members of the staff of the University shall be classified as:

a) Academic — which term shall include Vice-Chancellor, Director, Dean, Associate
Dean, Asstt. Dean, Professor, Associate Professor, Assistant professor, controller
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_of examination, part time faculty, Visiting faculty, Workshop_superintendent,,

Instructor, Scientific Officer, and such other academic posts as may be decided
by the university.

b} Technical —which term shall include, System Manager, System Analyst, Software
Engineer, Programmer, Civil Engineer, Superintendent, Lab Assistant, foreman,
Supervisor (workshop),Carpenter, Mechanic, Overseer, Medical Staff, House
Surgeon and other Medical staff, Wardens/ Matron and such other
administrative and other staff as may be decided by the university.

c) Administrative and others — which term shall include Registrar, Director, Joint
Registrar, Chief Finance and Accounts Officer , Dy. Registrar, Dy. Director,
Assistant Registrar, Assistant Director, Administrative Officer, Asstt.
Administrative officer, Section Officer, Training and Placement Officer,
Manager/Senior Manager (Marketing) Manager/Senior Manager (Finance and
Accounts), Accounts Officer, Audit Officer, Stores Officer, Estate Officer,
Accountants, Chief Store Keeper, Steward, Office Superintendent and such
other administrative and other staff as may be decided by the university. The
term shall also include Head, Training and Placement, Head
Marketing/Branding...

Cleaning and other staff — which term shall include Security Guards, Gardeners,
Sweepers, Electrician, skilled and unskilled Attendants, Peons etc., and such other staff
as may be decided by the university.

RECRUITMENT BY PROMOTION:

22.1 Appointment to a post in any grade by promotion shall be made, whether in a
permanent or officiating capacity, from amongst employees serving in posts in the next
lower grade.

22.2  Every appointment by promotion shall be on the basis of merit and record of service
due regard being paid to seniority.

23. ADHOC APPOINTMENTS:

Notwithstanding anything contained in the above rules, the Board of Management may by a
general or special order and subject to such conditions as it may specify in such order delegate
to any authority in the University the power to make ad hoc appointments.

24, CONDITIONS OF SERVICES

Every teacher and such other employee as are mentioned in the Regulations shall be appointed
under a written contract, which shall be lodged with the University and a copy thereof shall be
furnished to the employee concerned.

25.  PLACE OF POSTING: o
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_Place of posting will be SUSHANT University, Gurgaon, Haryana. However, the management may

transfer any Teaching Faculty & other staff to any other offices/campuses/ locations existing or
to be opened in future by the University and the sponsoring body. Consequent upon such
transfer, the rules and regulations of service applicable to such post or at the place of posting
will become applicable.

26. STANDARD PAY SCALES:

The standard scales of pay are as given under:

Professor 37400-67000 AGP Rs. 10000

Associate Professor 37400-67000 AGP Rs.9000

GR 115600-39100 AGP Rs.6000
Assistant Professor GR 215600-39100 AGP Rs.7000
GR 315600-39100 AGP Rs.8000

The management reserves the right to offer different pay scales, consolidated honorarium or
alternative pay packages to the teachers of the university besides the above standard pay scale.
A professor holding substantive post may additionally be assigned Deanship for academic
administration of School of study of the university and a separate special allowance/honorarium
in addition to the normal pay package of the post of Professor, as may be decided by the
management of the University, keeping in view the stature and credentials of the said professor
may also be paid for such additional assignment as Dean till the incumbent holds the position.
This will be applicable only for the Dean of the School of study of the University and not for
other equivalent positions.

27. INCENTIVES FOR PH.D.

If a candidate is appointed as Asstt. Prof. with Ph.D. two increments may be made admissible, as
per the discretion of the appointing authority.

28. FITNESS:

No person shall be appointed to any post unless the appointing authority is satisfied that he
possesses good character and antecedents.

The appointment and its continuance is subject to being found and remaining medically (physically and
mentally) fit. The University reserves the right to have any employee medically examined at any time
during the course of employment through a medical practitioner nominated by the management and a
report of medical examination will be submitted to the management whose decision in this regard will
be final and binding.

29. VARIATIONS IN TERMS AND CONDITIONS OF SERVICE:

Every teacher of the University shall be bound by the Regulations-which are in force in the
University from time to time. ) \
\ / 18
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30. __ SPECIAL CONTRACTS:

Notwithstanding anything contained in the Ordinance, the Board of Management may, in
special cases, appoint teachers on contract on such terms and conditions as it may deem fit:

Provided that no appointment shall be made under this clause for a period exceeding two years
at a time.

31. TERM OF EMPLOYMENT OF TEACHERS:

No teacher of the University, without the permission of the Board of Management shall engage
directly or indirectly in any Trade or Business or any private tuition or any other work to which
an emolument or honorarium is attached except in work the work undertaken in connection
with the examination of Universities or learned Bodies or Public Service Commissions or to any
literary work or publication or radio talk or extension lectures or, to any other academic work
with the permission of the Vice-Chancellor.

32. NATURE OF DUTIES:

Every teacher shall take part in the teaching and research programmes activities of the
University and perform such duties as may be assigned to him/her from time to time in
accordance with the Act, the Statutes and Ordinances framed there under, for the time being in
force, and generally act under the direction of the authorities of the University.

33. PROBATION:

Teachers shall be appointed on probation ordinarily for a period of twelve months, but in no
case the total period of probation shall exceed twenty Your months.

Provided further that the condition of probation shall not apply in the case of teachers
appointed on invitation by the Board of Management with specific provisions.

34. CONFIRMATION/ANNUAL APPRAISAL:

Annual appraisal will be done by the University for the purpose of annual review of the
performance of the employees/ confirmation/grant of annul increment/ promotions.

This appraisal consists of:
34.1 Self appraisal of the employee.
34.2 Appraisal by the immediate authority (with feedback session with the subordinate)

353 Such appraisals will be placed before the committee that may be constituted by the
Vice- Chancellor for the purpose, in which Vice Chancellor will be the Chairman and
Registrar as member Secretary. The decision taken by the committee will be
implemented/communicated by the Registrar or officer authorized by the Vice
Chancellor

36 AGE OF RETIREMENT: /05
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____All appointments to posts under the University shall ordinari

be made _on_probation for a,

period of one year after which period the appointee, if confirmed, shall continue to hold his
office subject to the provisions of the Service Rules, till the end of the month in which he attains
the age of 60 years .As per the Haryana Private Universities Act 2006 the Vice Chancellor can
initially be appointed for a period of 3 Years which can be extended for a similar term at the
discretion of the management. This signifies that the tenure of the Vice Chancellor will be
maximum 6 yrs or completion of 65 years of age whichever is earlier unless expressly revised by
the management beyond 65 years. However, any extension beyond the age of 65 years cannot
be more than the age limit prescribed by the Government of Haryana for Vice Chancellors of
State Universities.

RE-EMPLOYMENT IN SERVICE BEYOND THE DATE OF RETIREMENT:

Nothing in these rules shall be construed to limit or abridge the power of the Board of
Management to re-employ persons in the service of the University who have reached the date
of retirement prescribed by the Board of Management provided that:-

37.1 such re-employment is certified to be in the interest of the University.

37.2 For other special circumstances to be recorded in writing and sanctioned by the Vice-
Chancelior.

Appointment after superannuation shall only be done on contract basis with a fixed
honorarium. All service benefits such as leave encashment, gratuity etc. shall cease with
effect from the date of superannuation as mentioned in the clause 26 above.

37.3 Provided that where the University considers that in the interest of students and for the
purpose of teaching and guiding the research scholars, any member of the academic
staff should be re-employed, it may re-employ such a member till the end of the
semester of the academic session as may be considered appropriate in the
circumstances of each case. However no member of academic staff shall be retained in
service beyond the age of 60 years on regular employment term and can only be given
contract appointment on year to year basis or for a period of 2 to 3 years from the date
of attaining the age of superannuation at the sole discretion of the BOM/Governing
Body/management. All such contract appointment after the age of superannuation shall
be on a fixed Honorarium as may be decided by the management. No appointment for
academic post shall be done beyond the age of 65 years under any circumstances. In
case of non academic staff the management at its sole discretion can re-employ any
staff beyond 60 years of age on contract basis and on a consolidated salary as the
management may deem fit at the time of re-employment. However, this type of
engagement is restricted up to the maximum age of 65 years.

37.4 A reemployed teacher shall not normally be eligible to be appointed as Chairperson of a
Centre or Dean of a School or for any other administrative dsgjgnment such as Dean of
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involving administrative functions and responsibilities such as Advisory and Consultative
Bodies, the University will continue to utilize the expertise of all its faculty members.
The superannuated teacher will continue to contribute not only in teaching and
research guidance but also for academic evaluation and assessment as well as
management of research projects. They will also continue to be members of various
academic bodies such as Board of Studies, Special Committees, Selection Committees and
various other committees constituted at the level of University, School or Centre for
making recommendations for the consideration of the Authorities of the University.

37.5 Notwithstanding the provisions of sub-clause (1) above, an employee shall be retired: -

a) On his being declared medically unfit for service by a Medical Board to be
appointed by the Board of Management in this behalf, or

b) On the imposition of the penalty of compulsory retirement.

38. RESIGNATION:

An Employee may, at any time, terminate his engagement by giving 15 days notice during
probation. Thereafter, the notice period required will be One month in case of confirmed
employees or the specific term stipulated in the appointment letter.

Management may waive or reduce the requirement of notice period at its discretion on case to
case basis.

39. TERMINATION:

39.1 During the initial or extended period of probation, the service can be terminated at any
time without assigning any reason and without any notice and vice versa.

39.2 The Management of the University shall have the power to terminate the services of any
regular/confirmed member (academic or non academic) of the staff without assigning
any reason thereof for such termination by giving one month notice or payment in lieu
of notice.

39.3  All appointment done by the University shall be treated as private service contracts and
will be dealt with the law of contract and equity. No specific performance of the private
service contract will be enforced by the employees and by having accepted the terms
and conditions of the service contract the employees deemed to have understood this
provision hence barred in seeking reinstatement of servieg through legal recourse, in
case of termination of services.
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40. Increments:

40.1
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4 The Management may_terminate the services of any employee, if the resultofthe I

background check reveal information that is inconsistent with the standard of the
University; if there is a reasonable ground to believe that an employee is guilty of
misconduct or negligence or have committed any breach of the terms and conditions of
his/her appointment or if any point of time if it is observed that the performance of the
employee is not up to the mark even after the opportunity given to improve; absence
from service without prior notice in writing or without sufficient cause for seven days or
more; causing damages to the property of the University; disclosure of any information
that the University may consider confidential or breach of the employee non
competition, non disclosure; on solicitation agreement, violation of any University policy
; In such cases proper notice is to be served to the employee and be given chance to
defend himself in writing. If the management does not deem the explanation of the
employee tenable it will be at a liberty to terminate the services of the employee.

Any confirmed employee of the University may terminate his/her engagement by giving
one months notice in writing or surrender of salary in lieu of notice, provided that the
management may, for sufficient reasons, either reduce this period or call upon the
employee concerned to continue till the end of the academic session in which the notice
is received. Acceptance of resignation should be there to bring an end to contractual
relationship of employment.

In the event of any violation whatsoever of the terms of employment or service rules or
any breach of trust or commitment or any act prejudicial to the interests of the
University by an employee, his/ her services may be terminated by the University on the
basis of recommendation by the Vice chancellor only without any notice or payment in
lieu of notice.

Service of an ad-hoc temporary, contractual or part time employee shall come to an end
on completion of the specified work for which he/she was employed or on the expiry of
the period for which he/she was appointed, whichever is earlier.

In principle, any Faculty wishing to resign cannot be relieved in the mid semester
irrespective of the period of notice as per the letter of appointment.

An increment shall ordinarily be drawn as a matter of course unless it is withheld by the
Management, if the conduct of the employee has not been good or his work has not
been satisfactory.

Service counted for Increment:

The following service shall count for increment on the time-scale of post: - If the

employee is on loss of pay for long duration, that period\will not be counted as service
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and consequently it will not be taken for increment purpose. Also if any employeeison
leave for a period more than a month except during vacation in the university the
increment month will also be deferred till rejoining of the duties by such employee.

40.2  Pay during suspension:

An employee under suspension shall, during the period of suspension, draw subsistence
allowance, equivalent to half the rate of pay (basic plus dearness allowance, (DA} if any
and in case who are not in receipt of DA, basic pay plus HRA)} which is admissible
immediately before commencement of the suspension and such compensatory
allowances admissible from time to time on the basis of pay which he/she was in receipt
on the date of suspension, subject to fulfillment of other conditions laid down for the
drawal of such allowances.

Provided that where the period of suspension exceeds three months, the authority
which made or is deemed to have made the order of suspension, shall be competent to
vary the amount of subsistence allowance for any period subsequent to the period of
the first three months as follows:-

a) the amount of subsistence allowance may be increased by a suitable
amount, not exceeding 50 percent of the subsistence allowance
admissible during the period of the first three months, if in the opinion
of the said authority the period of suspension has been prolonged for
reasons to be recorded in writing not directly attributable to the
University employee;

b) the amount of subsistence allowance may be reduced by a suitable
amount, not exceeding 50% of the subsistence allowance admissible
during the period the first three months, if in the opinion of the
authority, the period of suspension has been prolonged due to the
reasons to be recorded in writing , directly attributable to the University
employee;

40.3 No payment under sub-rule 40.2 shall be made unless the University employee
furnishes a certificate that he is not engaged in any other employment, business,
profession or vocation:

41. Compulsory deductions:

41.1 Income-tax (provided the employee’s yearly income calculated with
reference to subsistence allowance is taxable).

41.2 House Rent and allied charges, i.e. electricity, wat, —r‘,'TUm_iture etc.
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413 Repayment of loans and advances taken from the University at such ratesas

the Vice-Chancellor may decide.

41.4 Special pay, personal pay, honorarium and fee:

The University may sanction to an employee in any special circumstances, such special
pay, personal pay, honorarium or fee and on such conditions as it may deem fit.

41.5 Drawal of Pay:

41.5.1 An employee shall be entitled to draw the pay of the post to
which he is appointed from the date on which he assumes
charge of the post.

41.5.2 Pay in respect of any month shall become payable on or after
the first working day of the following month.

41.5.3 An employee resigning from the service of the University
without the notice prescribed shall not, unless the Vice-
Chancellor directs otherwise, be allowed to draw the pay due to
him.

41.6 Different Allowances

The employees will be eligible to Dearness allowance, House Rent Allowance, Transport
allowance, and other allowances as may be sanctioned by the University according to
the rules in force from time to time.

42. APPOINTMENT OF THE TEACHING AND NON-TEACHING STAFF:

This section will be referred and copied from the appointment policy after its approval which is
under process.

43, MISCELLANEOUS

43.1 Special provision for existing employees:

Every person holding a post under the University at the commencement of these rules
shall, on such commencement be deemed to have been appointed under the provision
to these rules to the corresponding post and shall draw the pay drawn by him
immediately before such commencement.

44, SERVICE BOOKS AND APPRAISAL FILE: e

44.1  The University shall maintain a Service Book and an appraisal fil
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44.2__The entries in the Service Book of an employee shall be authenticated by an Officer

45.

46.

47.

49,

50.

51.

Sushant University Service Regulations

The scales of pay for the posts in the University service shall be as specified from time to time by the
University.

authorised in this behalf by the Vice-Chancellor.
RESIDUARY CONDITIONS OF SERVICE:

Any matter relating to the conditions of service of an employee for which no provision is made in these
rules shall be determined by the Board of Management.

REMOVAL OF DOUBTS:

Where a doubt arises as to the interpretation or application of any of the provisions of these
rules, the matter will be referred to the Board of Management for decision, which shall be final.

PAY AND ALLOWANCES FOR THE EMPLOYEES

48. Scales of Pay:

48.1 The pay scales to be followed for employees may be in accordance with the regulations
prescribed by the statutory bodies or any other pay package evolved by the
management.

All employees working under the sanctioned post are entitled to pay according to pay
scale of their post and in addition allowances as may be prescribed by the University
time to time.

48.2 Special pay, personal pay, honorarium and fee:

The University may sanction to an employee in any special circumstances, such special
pay, personal pay, honorarium or fee and on such conditions as it may deem fit.

OTHER ALLOWANCES:

The employees will be eligible to House Rent Allowance, Transport allowance/Travelling
Allowance/conveyance reimbursement/telephone reimbursement and other allowances as
sanctioned by the University according to the rules practice prevalent or in force time to time.

PAYMENT OF SALARIES

As far as possible, under normal circumstances, every employee shall be paid his/ her salary on
or before the 7*" day of each succeeding month.

DEDUCTIONS
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Al payments to an employee of the University are subject to deductions at source under the
Income tax Act, and any other enactment that may be in force at any time during the period of
his/ her appointment, including professional tax, service tax, if any.

The University shall also be entitled to deduct from the payment due to any employee, any dues
payable by him/ her to the University.

52. PROVIDENT FUND AND OTHER BENEFITS

All employees shall subscribe to the Provident Fund by contribution to be deducted from their
salary in accordance with the EPF Act and regulations, as may be applicable from time to time.
The University shall contribute to the employees’ Provident fund in accordance with the
regulations of the EPF Act from time to time.

Gratuity: All employees eligible for payment of gratuity as per the payment of gratuity act 1972
shall be paid the gratuity as per the payment of gratuity act 1972. However, all these benefits
will stop after attaining the age of superannuation, even if the employee continues to be in
service.

52.1 NOMINATION:

A subscriber shall, at the time of joining the EP fund, send to the Registrar/ Dy.
Registrar/administrative officer, a nomination conferring on one or more persons the right to
receive the amount that may stand to his credit in the EP fund, in the event of his death before
that amount has become payable or having become payable has not been paid as per the
provisions of EPF Act.

53. LEAVE

An employee will be entitled to leave as per regulations laid down in this respect by the University
for time to time. Sanction of leave shall be in accordance with the regulations of the University
from time to time.

54. MEDICLAIM FACILITY.

All the employees and their family members who are not covered under the ES! scheme shall be
provided mediclaim facility as per the separate policy notified in this regard from time to time by
the promoters of the university.

55. TRAVELLING EXPENSES

4

In case an employee is required to travel on official work, he / she shall be reimbursed traveling
expenses in accordance with the relevant policy laid down in this respect from time to time. The
policy framed by the management in this regard is appended with these regulations as Annexure
.
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56._SERVICE RECORD _

Personal files for each employee will be maintained containing all relevant information of the
employees such as copies of the certificates for education qualifications etc. Leave account for
each employee shall be maintained and updated from time to time. The entries relating to family
history, permanent and present address, date of birth, medical history, educational and
professional qualifications, past service record, emergency contact details etc. shall also be made.

Employees are obliged to immediately inform in writing to the Registrar, any change in their
particulars and ensure that the change if any has been entered in the service record.

Suppression, concealment or misrepresentation of any information shall be a serious breach of
the service regulations and shall invite strict disciplinary action including suspension and or
termination from service.

57. POWER TO RELAX:

Notwithstanding anything contained in these rules, the Chancellor may, in the case of any
employee, relax any of the provisions of these rules to relieve him of any undue hardship arising
from the operation of such provisions, or in the interests of the University.
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GUIDELINES FOR PARTICIPATION IN
FDPs, CONFERENCES, SEMINARS,

WORKSHOPS, QlPs

Vil

POLICY FOR FINANCIAL SUPPORT FOR PARTICIPATION OF FACULTY IN SEMINARS, CONFERENCES,
WORKSHOPS, QIPS, TEACHERS’ TRAINING PROGRAMMIES ETC.
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SUSHANT University encourages its teachers to go for higher education, to be actively engaged in
research and also enhance and broaden their knowledge by attending various training programs and
academic research works in the allied fields. The following Policy has been laid down for providing

financia
abroad:

Policy g

| support.to faculty members for attending Conferences / Seminars/Workshops in India and

uidelines for Staff (Teaching / Non-teaching) Development Programs:

1

Eligibility

a) Teachers who are confirmed should only be atlowed in such development programs maximum

b)

b)

Sushant University Service Regulations

twice in an academic year. Teachers desirous of attending such programs should make/suggest
alternative arrangements to conduct the classes and academic assignments without any
inconvenience to the students.

Nomination for participation in such training programmes must be recommended by the
concerned Head / Dean of the School. Also, relevance of such programmes has to be
established by the forwarding authority with regard to academic applications, relevance,
reputation/standing of the Organization and benefit to institution as to how such participation
would improve the teaching and pedagogic process. Also such programmes must relate to the
field / branch of the faculty member.

Frequency and Duty Leave

For the first time nomination in the academic year, Registration fee, subject to maximum of Rs
10000/-, and travelling expenses for national/International level seminars, workshops &
conferences in India may be considered for reimbursement. Duty leave will be at most for three
days for local venue and one week for outstation. Conveyance reimbursement as per the

institute policy for local travel shall be considered.
Participation during 2™ time in a year will be subject to sanctioning of 50% of registration
charges or 50% of travelling expenses whichever is less along with duty leave of maximum three
days for local venue and one week for outstation.

For participation in international Seminar, conference, workshops etc. that are being held
abroad Head/Dean of the School shall
recommend to the Vice-Chancellor for allowing a faculty member to attend international
conference to present his research paper, after adjudging the relevance, academic application
and importance of such participation, stability of the faculty, his /»l,héf/cGFfﬁb_utions to the
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institution and students’ feedback. Head/Dean of the School may recommend reimbursement

of registration fee or 50% of the travel cost. Maximum one week duty leave may be considered
for presenting research paper in international conferences. The IPR of such research paper shall
remain with SUSHANT University. Participation in the international conference to present a
paper shall be considered once in three years. The concerned faculty has to submit a bond to
work at least for one year after his / her return from the conference (Proforma for the Bond is
given at Annexure - |

A written report of proceedings of such conferences/seminars/ training has to be submitted to
the Head/Dean of the School within one week of the conclusion of such programme.

3. Incentive for publication in a refereed international journal of repute

If a faculty member publishes a research paper in a refereed international journal of high
reputation, he / she may be awarded upto Rs. 10,000/- cash prize on recommendation of HOI to
Vice Chancellor

4. Complementary Support

Several organizations support participation in Conferences / Seminars being held in India and
abroad such as DST, INSA, UGC CSIR, DBT, etc. The faculty concerned should be encouraged to
apply for complementary financial support also from such organizations.

5. Procedure

Along with the application in a prescribed format (attached as Annexure - Il), the following
documents will be forwarded to Jt. Registrar (Academics) through the Head/Dean of the School
for approval at least 15 days in advance to give time for proper processing:

(a) Synopsis and a copy of the Paper to be presented

(b) Certificate from the Author about originality of paper and “No Objection” Certificates
from the Co-Authors, if any

(c) Brochures of Seminar / Conference
d) Letter of Acceptance / Invitation from the organizers
(e) Detailed information about the organizers of the International Conference/ Seminar and

their credibility
(f) Expenditure details as under:
(i) Registration Fee

(ii) Fare
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__{iii) Board & lodging / other expenses

() Detailed recommendation of the Head of the Institution

(h) Documentary proof of action taken on Para-4 above for complimentary financial
support and progress thereafter.

6 Study Leave (For Higher Education / Research)
If a staff (Academic or Non-Academic) wishes to go on an long-term leave for career

enhancement, depending on the exigencies of the situation, the University may sanction study
leave without any salary and without any financial liability on the University for such a training;
however the concerned staff shall have to give an undertaking to join the University after the
expiry of the study leave and serve the University at least for one year.

7. Permission to pursue higher Studies

Faculty may be permitted to pursue further studies provided it will not affect the duties and
responsibilities in the institution and will be without detrimental to the teaching assignments
throughout the academic year except the leave for appearing in examination on scheduled days.
Prior permission is mandatory for enrollment for further studies.

No leave of any kind will be considered for preparation of examinations. Leave will be granted
only on the examination days as per the date sheet submitted by the faculty/staff and as per
eligibility of the faculty/staff.

8. Consultancy Work

a) Faculty members are encouraged to take up consultancy assignments. 33% of the total
proceeds through consultancy, after deducting the amount spent by the faculty, will be paid by
the faculty to the University. If a faculty pays back his/her annual salary, the net proceeds to be
given to the University will be reduced to 20% in that year

b) For any Projects, Consultant Work Orders, Project Bidding etc the Signatory will be Jt. Registrar
(Establishment). These will also need administrative approval with signatures of Coordinator,
Head/Dean of School, Accounts and Vice Chancellor.

c) Projects/Proposals to be bid in the name of respective Schools, SUSHANT University. Turnover
and Service Tax records need be filed and declared accordingly.
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PART It
LEAVE RULES

THESE LEAVE RULES HAVE BEEN FRAMED BY THE MANAGEMENT OF THE UNIVERSITY AND ARE
EFFECTIVE W.E.F. 1st August 2020. THEY ARE SUBJECT TO ALTERATION / MODIFIATION/
REVIEW AT THE EXCLUSIVE DISCRETION OF THE MANAGEMENT, EITHER IN PART OR WHOLE, AT
ANY TIME HEREAFTER.

1. APPLICABILITY

These Leave rules, shall apply to all employees who are on regular service of the University. To
be considered as confirmed, every employee’s appointment shall necessarily have to be
approved by a Review Committee duly constituted by the Vice-Chancellor of the University.

2. RIGHT TO LEAVE

Leave cannot be claimed as a right by any employee whatsoever, and when the exigencies so
demand, leave of any description may be refused or revoked, postponed or reduced by the
authority empowered to sanction leave.

3. AUTHORITY EMPOWERED TO SANCTION LEAVE

a) Application for leave shall be addressed to Chancellor or to the trustee empowered
by the Chancellor, by the Vice-Chancellor. The Chancellor or the trustee empowered
by the Chancellor may sanction leave of any description to the Vice-Chancellor.

b) For all other staff as per the procedure laid down and notified by the University time
to time.

4. COMMENCEMENT AND TERMINATION OF LEAVE

a) Leave ordinarily begins from the date on which leave as such is actually availed of
and ends on the day preceding the one on which duty is resumed.

b) The unauthorized absence of an employee for three days or over stay of sanctioned
leave for three days without information will attract disciplinary action. The Vice-
Chancellor shall be within his/her right to presume that such employee has
abandoned the job of his/ her own accord if there is no information available about
the whereabouts of the employee beyond the reasonabie period as may be deem fit
and the University shall be at liberty to dispense with tl)e:se'rv“lfes\o_f such employee.
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will be consider as leave.

Leave should always be applied for on the prescribed format and sanction obtained
before it is taken except in cases of emergency only. Any leave availed without prior
sanction shall not only invite disciplinary' action, but shall also be treated as
unauthorized absence without pay.

Leave shall be availed of only after it is sanctioned by the competent authority, but one
day’s casual leave may be availed of without prior sanction, in case of unforeseen
circumstances only, provided the competent authority to sanction leave is promptly
informed by phone or otherwise of the circumstances under which, prior sanction could
not be obtained.

During the period of leave, an employee shall not take up or accept any employment or
work whether on remuneration or without remuneration without the permission of the
Vice chancellor.

Before proceeding on leave, an employee shall intimate to the sanctioning authority
his/her address and telephone number, if any while he/she is on leave and shall keep
the said authority informed of the changes in address if any.

If an employee, after proceeding on leave, desires an extension thereof, he/she shall
make an application in writing to the sanctioning authority with reasons. Such
application shall contain full postal and telegraphic address (including telephone
number, if any) and shall be made in sufficient time to enable the office to process the
application and communicate the decision to him/her.

No leave or extension of leave of any description shall be deemed to have been granted
unless an order to that effect is posed and communicated to the employee concerned.

An employee on leave on medical grounds has to submit a medical fitness certificate at
the time of resuming duties. The competent authority may require an employee who
has availed of leave, of any kind, for reasons of health to produce a medical certificate
of fitness, even though such leave was not granted on medical grounds.

The sanctioning authority may, at his discretion secure a second medical opinion either
for grant of leave or for satisfying that the employee is fit to resume duty, from a
medical examiner of its choice, if considered necessary. The cost of such second
medical examination will be borne by the University. An employee not getting the said
medical examination done will be liable for appropriate disciplinary action.

Any absence of more than the number of days allowed for casual leave sha‘ll, when not
due to sickness, be treated as unauthorized absence from duty.
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j.__When_leave is not taken with the_prior_sanction of the sanctioning authority,

Registrar/lt.. Registrar or concerned Administrative officer shall notify the absence to
the sanctioning authority in writing.

k. Taking leave or extending leave without sanction will be treated as absence from duty
and renders an employee liable to disciplinary action including suspension and/or
termination from the services of the University.

[.  An employee on leave shall be allowed to return to duty before the expiry of leave with
prior information to the concerned authority or to the sanctioning authority.

m. It shall be obligatory on part of the academic staff to suggest alternative arrangement
for classes assigned to them during the period of leave.

n. Leave entitlement of the Vice-Chancellor or any other academic staff who is exclusively
disposing the administrative duties and does not avail vacation period during the
academic year shall be same as entitled to non teaching staff.

KINDS OF LEAVE

The following kinds of leave shall be admissible to member staff.

i. Casual Leave (CL)
ii. Earned Leave (EL)
iii. Maternity Leave (ML)
iv. Special Leave (Spl. 1)
v. Medical Leave(MDL)/Half Pay Leave
vi. Extraordinary Leave (EOL)
vii. Vacation Leave (VL)
viii. Study Leave (SL)

CASUAL LEAVE (CL)

An employee will be entitled to take casual leave for personal or any special reasons up to a
maximum of 12 days per calendar year (including two restricted holidays).

Application for and grant of casual leave will be governed by the following REGULATIONS:

CL may be granted at the exclusive discretion of the concerned authorities empowered to grant
leave by the Vice-Chancellor as and when occasion arises, provided that the total period of
absence from duty does not exceed 3 days at a time excluding Sundays and Holidays.

CL will be credited to the employees ,those are on probation or yet be confirmed, on 1st of
every month on prorate basis. For all those employees whose services are confirmed in writing,
CL will be credited in 2 parts, 05 CL will be credited on 1st day of January and 2nd set will be
credited on 1st day of July every year. Casual leave shall not be encashable..

CL cannot be combined with any form of leave. / 2
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____d) CL should be evenly spaced in calendar year. Prior to proceeding on casual leave, alternative

arrangements of assigned work are to be made ‘and brought to the notice of the sanctioning
authority, except in cases of emergency when, leave could not be applied for and the necessary
sanction obtained.

e) Unutilized CL in any calendar year can neither be carried forward nor encashed.

f) CL, as far as possible, should be sanctioned prior to the date on which the employee wishes to
take leave. Circumstances beyond the control of the employees are the only reason that the
employee may fail to get sanction of leave in advance. The decision of the Vice-Chancellor on
the question whether the circumstances were beyond the employee’s control will be final.

g) Even if circumstances are beyond the employee’s control the employee should use other means
of communication {phone, SMS etc.) to contact the office of the University and give the
necessary information to his/her functional head. A written application should be forwarded to
the sanctioning authority immediately on reporting for duty.

8.  EARNED LEAVES (EL)

All employees are entitled to earned leaves, grant of earned leave (EL) will be subject to the
following regulations:

a) EL may be granted to all teaching and non-teaching staff, on entering the service, two and half
days per month for each completed calendar month of service subject to maximum of 30 days in
a year. (15 days in case of employees appointed on contract basis). EL will be credited to the
employees at Pro-Rata basis every month during probation and contractual period on 1st of
every month. For all those employees whose services are confirmed in writing, EL will be
credited in 2 parts, 15 EL will be credited on 1st day of January and 2nd set will be credited on
1st day of July every year. EL cannot be availed in without prior approval. However, if an
employee has no other leave to his/her credit the competent authority may relax this condition
on case to case basis & depending upon the merit of the case.

b) The leave to the credit of the employee at the close of the previous year shall be carried forward
to the next year, subject to the condition that The total accumulation of Earned Leave for the
purpose of leave encashment shall be restricted to 45 days only during entire service, or as may
be revised time to time by the management.

c) The maximum amount of accumulated EL that can be granted to a member of non teaching staff
shall not exceed 30 days in a year and 45 days in case of Teaching staff. However, this condition
may be relaxed at the discretion of the granting authority and per the merit of the case as the
sanctioning authority may deem fit.

d) An employee wishing to avail of EL must submit his application at least one week in advance to
the sanctioning authority as per the procedure laid down in the Clause no 3 above. The
sanctioning authority may refuse to grant the leave from the requested date if he feels that it is
not in the interest of the University. Instead, the leave may be granted from an earlier or a
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leave the condition of advance application may be relaxed at the discretion of the sanctioning
authority.

e) The employees those who have no other leave at their credit the EL will be deducted for the
purpose of bio-metric attendance compliance and the restrictions afore-mentioned for availing
EL will not be applicable in this case.

9. MATERNITY LEAVE (MTL)

Only female employees are eligible to maternity leave. Grant of Maternity leave (MTL) is
subject to the following regulations:

a. MTL may be granted to a permanent woman member of the staff on full pay for a period up
to 182 days from the date of its commencement.

b. MTL may be combined with EL.

¢. MTL can only be availed of once in a period of three years and only twice during the entire
period of the employee’s service.

d. MTL can be applied 15 days prior to expected date of delivery in case of so desired by the
employee due to medical reasons. MTL shall not be debited to the leave account.

e. During the period of MTL she will be paid leave salary equal to the pay drawn immediately
before proceeding on leave. MTL will not be applicable for contractual/ temporary or ad-hoc
appointees.

f. MTL can be extended beyond the prescribed limit of 182 days, as leave without pay if a
female employee is not in a position to resume duties for various compelling reasons.
However such leave without pay shall not be given for more than a period of six months.
The sanction of leave without pay beyond the MTL will be on a specific written request
made to the Vice Chancellor and is dependent upon the discretion of the Vice Chancellor
keeping in view his assessment of the circumstances on case to case basis.

10. SPECIAL LEAVE (SPL)

Members of the academic staff only, who have completed six years’ continuous service with the
University desirous of availing study leave for training in or out of India, may apply and be
considered for special leave as determined by the University in case and on such terms and
conditions as may be decided by the university management.

An employee shall not be entitled to any increment for and during the time of special leave and
the same period will not be counted for calculating service period. The maximum period for which
such special leave may be considered will be two (2) years.

11. MEDICAL LEAVE {(MDL)/ HALF PAY LEAVE

a) Employees shall be eligible for 10 days half pay leave in respect of_/gactLgompleted year of

service and the said leave could be availed on account of iIlness/_ﬁh'l - pb’dhed by Medical

36
Sushant University Service Regulations

______subsequent date. However, the employees those have no other leave credit except the earned [}




lSu,shan,t :
University

__certificate from a registered medical practitioner having registration with the medical council of _

b) Commuted leave not exceeding half the number of half pay leave due may be granted on
medical grounds, subject to the following conditions, namely;

c) Such leave can be availed on full pay on medical ground subject to production of valid medical
certificate.

d) Every application for half pay leave (commuted) for more than two days must be accompanied
by a medical certificate from an authorised medical practitioner registered with the Medical
Council of India. However, the authorities of the University shall be at liberty to subject an
employee seeking medical leave to have him/her medically examined by the doctor on panel of
the University and produce the medical certificate thereon.

e) MDL will be credited to the employees on prorate basis, those are on probation or yet be
confirmed, account on 1st of every month. For all those employees whose services are
confirmed in writing, Medical Leave will be credited in 2 parts, 05 MDL will be credited on 1st
day of January and 2nd set will be credited on 1st day of July every year. Medical leave shall not
be encashable.

12. EXTRAORDINARY LEAVE (EOL)/ STUDY LEAVE (SL)

Another leave by whatsoever name called shall be granted at the exclusive discretion of the
University only, on a case to case basis and on such terms and conditions as may be decided by it
depending on the merits of the case and tenure/ service record of the employee concerned.

If a staff (Academic or Non- Academic) wishes to go on an extended leave for career enhancement,
depending on the exigencies of the situation, the University may sanction study leave without any
salary and without any financial liability on the University for such a training; however, the
concerned staff shall have to give an undertaking to join the University after the expiry of the study
leave before proceeding on such leave. Such study leave without pay cannot be given for more
than a period of 2 Years.

13. DUTY LEAVE

a. Faculty members and non academic staff can be deputed in India for specialized training for
career enhancement to meet the academic and administrative requirements of the University at
the sole discretion of the management.

b. Faculty member can be given duty leave for the academic assignments such as evaluation,
external examiner/jury with prior recommendation of the concerned HOD and duly approved
by the Vice-Chancellor. No more than 7 days {(working Days) duty leave be considered in an
academic year. The faculty member engaged in institutional consultancy practice shall be
considered duty leave subject to the condition that such leave should not adversely affect
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their_normal_teaching assignments. The_total_number of days allowed for institutional _ |

consultancy work shall be guided by the rules of consultancy practice framed and notified
separately.

14. FOREIGN DEPUTATION

A staff may be deputed on official visit overseas over an extended period to participate in
teaching and research in his/her area of interest. The Vice-Chancellor shall recommend such
deputations for getting a formal approval from the Chancellor or a Trustee empowered by the
Chancellor. No salary and allowances on such foreign deputation will be permissible for
payment by the University. It is expected that adequate subsistence allowance will be paid by
the host University being visited by the deputed staff on foreign visit. Such a staff sent on
official deputation will be required to sign a bond for serving the University for a minimum
period of 3 years. The above guidelines on overseas official visits are based on the foliowing
stipulations.

a. Approval of the Chancellor or any other officer of the university empowered by the
Chancellor is mandatory.

b. Visit will be less than six month in accordance with the approval of the Chancellor or any
other officer of the university empowered by the Chancellor.
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Annexure-1

BIOMETRIC ATTENDANCE POLICY

e Reporting time for all employees (teaching & non-teaching) including Dean/HOD, Director, Registrar,
and CFAQ are either 8.00AM, 9.00AM or 10.00AM depending upon the time slot allotted to the
employees on all working days. This is subject to change as per the policy of the University as may
be notified from time to time., All employees as mentioned shall have to mark their attendance
through biometric sensors placed at the ground floor of block B & D and any other place in future,
immediately upon reporting in the morning(s)and also at time of leaving office in the evening(s)
after the stipulated working hours.

Employees reporting for duty after 10 minutes but between 10 minutes to 30 minutes from his/ her
reporting time, will have to forfeit half day leave (or salary in lieu thereof), for every fourth late
coming in a month.

e Employee reporting duty after 30 minutes from his/ her reporting time will surrender their half day
leave (or salary in lieu thereof) for each late coming but reporting duty after 5 Hours from his/ her
reporting time shall be treated as a absence from the duties and full day leave/ salary will be
deducted.

e Employee/s leaving early after 4.30 Hours will surrender their half day leave (or salary in lieu
thereof), for on each occasion of such early leaving.

e Marking the attendance through bio-metric sensors, at the time of arrival and departure is
mandatory for all employees also in case of outdoor duties assigned during the work hours, if the
employee does not return back for the day.

e In case an employee misses to finger punch his/her attendance either in morning or in the evening,
half day leave {or salary in lieu thereof), will automatically be deducted on each such occasion, even
if he or she is actually in the campus as the system on its own will not have any way to indicate
his/her presence. Similarly, in case a faculty/staff member misses to finger punch his presence both
times in day he/she will be treated as absent for the day and one-day leave (or salary in lieu thereof)
will automatically be deducted on each such occasion. The monthly payment of the salary will be
prepared based on the data generated by the bio-metric attendance.

e The Vice Chancellor, in case of faculty members and Registrar in case of non teaching staff may relax
any inadvertent omission in this regard, for the reasons to be recorded for such omissions.

e If any employee is assigned or performs outside duty during the working hours, they have to apply
OD in ERP and get it approved by the competent authority (reporting authority) -

e An employee can take one short leave of 2 hours {morning / evening) in an Attendance cycle,
subject to prior written approval from the reporting officer.

Under no circumstances below 8 hours working in a day shall be-affoyed except for the outdoor
duty assigned for which prior approval of the assigning authority shol\ld be dbtained and submitted

in the EPR in advance.
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e _The flexibility in arrival and departure timings may be given to_the_executive administrative
authorities of the University as defined in the act of 2006, keeping in view of their arduous nature of
duties and higher responsibilities, however such authorities has to account for the reasons, if there
are any shortcomings in the daily working hours or in working schedule notified, except for the VC.

*Attendance month - 21t day of previous month to 20" day of subsequent
month.
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Annexure-2 .

Sub: Domestic Travel Polic;j

The Travel Policy shall be applicable to all employees of University subsequent to the
implementation of the service regulations w. e. f. 21.03.2014. It shall cover exhaustively the
Entitlements of Travel, Hotel stay & other expenses. It shall act as a comprehensive
document covering all grades of employees for journeys on official business and shall be as
follows:

ENTITLEMENTS
Employees are entitled to claim Daily Allowance and Traveling charges in accordance with the
schedule and conditions stated hereunder:
Boarding — Lodging Entitlements (per day)
(In Indian Rupees)
Entitlement: Boarding 30% Max. & Lodging 70% Max.

Category/ Designation Metros Sub-Metros | Others Mode of Travel
Vice-Chancellor/Pro Vice- i

Chancellor/ / Registrar Actual Actual Actual .: A;Ila ss/1ACTAC
Director/CFAO/DEAN/COE 9000 7500 5000 AC/ACTAXI
Professor /Associate

Professor/Joint Registrar/ 000 000 000 il ACSLEEPER/
Dy. Registrar/ Dy. Director | 7 5 4 AC TAXI

and equivalent

Asst. Prof. / Asstt. Registrar 000 00 2500 I AC/ AUTO/

& equivalent cadre 5 35 5 BUS

Admin. Officers / Officer / Jr.

Engineer/Executives &

employees drawing grade 2500 2000 1500 1 AC/AUTO/BUS
pay up to Rs. 4200 or

equivalent.

Employees drawing grade

Pay between Rs. 1800 - 4200 | 1500 1500 1000 Ordinary SL/ Bus

or equivalent (Clerks) pare

Other Employees drawing

grade pay below Rs. 1800/- Ordinary SL/Bus
or equivalent (Office Boy/ 750 750 350 Fare

Others/ Drivers [ Electrician)

Note:
e All Air travel can be undertaken only with the approval of the competent authority. The
Chancellor or any other officer of the university empowered by-the Chancellor can relax the
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class of travel in case of upper management level employees for meeting any exigency which

may arise while performing their official duties.

* Boarding and lodging are subject to production of the bills. In Case where lodging facility is
not available/availed the maximum 30% of the entitlement for lodging and boarding will be
reimbursed subject to production of bills and 15% without bills. The combined amount
towards Boarding and Lodging shall be termed as Daily Allowance.

¢ Entitlement for the members of Governing Body will be as per actual.

BOARDING/LODGING ENTITLEMENTS

Limits of reimbursement as above, have been drawn based on a mix 70% towards boarding i.e.
stay in hotels/room rent and 30% (with bills, else 15%) towards lodging i.e. food and
miscellaneous expenses other than room rent.

OWN ARRANGEMENTS -Own boarding & Own Lodgings:

Employees, who neither avail of stay at a hotel or at guest house, but elect to either stay with
their friends or relatives, in the process, save University costs on account of boarding and
lodging, will be paid a fixed sum irrespective of the bills @ 40% (40% for the first 3 days of stay
and thereafter 20%) of the total reimbursement limits/ entitlements (Refer page-1)

GENERAL TRAVEL REGULATIONS

a. Boarding (accommodation charges) includes taxes/services/charges, as shown in bills
produced for reimbursement of accommodation charges.

b. Lodging Entitlement shall includes the expenses for food and miscellanecus expenses
covering personal expenses such as laundry, coolie charges, tips, local telephone calls,
post/courier charges, etc. (Where ever possible, bills may be submitted).

¢. “Actual” means any amount which is reasonable and justified and within the parameters of
the status of the employee and the situation prevailing at the time of the expenditure.

d. Air Meal Allowance: Employees entitled for Air Trave! for official purposes shall be given an
additional allowance of Rs. 500/- per single journey i.e. Rs. 1000/-per return journey, if they use a
Low Cost Carrier primarily Go Air, Indigo or Spice jet, under AMA (Air Meals allowance) in the
domestic travel reimbursement policy. (No any bills or receipts required for claiming AMA)

e. State Capitals will be considered as sub Metros.

All Hill Station for the purpose of these REGULATIONS will be treated as Sub-Metros.

All other town/cities will be treated as “other Cities”

BILLS/RECEIPTS

It is distinctly understood that any amount paid by the University to the employees, as per this
REGULATIONS, is reimbursement of expenses incurred by them for the business purpose of the
Company, unless the colleague elect to be paid on fixed allowance basis as above. Hence all
receipts/bills should be provided. In case this is not possible a suitable declaration has to be
given by the employee about the amount spent by him for the official purpose of the University.

TRAVEL TO NEARBY STATIONS

Travel from Delhi to following stations — Sonepat, Panipat, Rohtak, Ghaziabad, Meerut,
Gurgaon, Faridabad, Surajkund, Bahadurgarh, Noida or Greater Noidg or any.other nearby
station as notified by HRD where one can return on the same day will bd konsidered as a local
duty, without payment of full DA. However, colleagues will be reimb d 30% of lodging
component to meet their local/miscellaneous expenses. /
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___The following cities will be classified as Sub Metros:-
" (The University, depending on requirements, may add or delete to thls hst)

Kanpur, Allahabad, Varanasi, Lucknow, Yamuna Nagar, Bhatinda, Jodhpur, Jaipur, Bhilwara,
Bikaner, Ajmer, Amritsar, Agra, Ludhiana, Jalandhar, Mohali, Kurukshetra, Ambala, Jammu,
Baroda, Indore, Pune, Karnal, Bhilwara, Bikaner and such other city as may be notified by HRD.

CALCULATION OF D.A

For purpose of the Daily Allowance a period of less than 4 hours will not be considered and
period from 4 hours to 14 hours will be considered as half day, and the period exceeding 14
hours, will be considered as one day. For all calculations 12 O’ Clock (Mid-night) shall be the
base Hotel charges are payable only up to 12.00 noon (or check out time) only for the day of
departure. Delay in flights, trains, etc. not exceeding four hours, will be considered for the total
hours for calculating Daily allowance.

CLAIM

Al T.A. bills must be submitted in the prescribed form only. All T.A. bills along with receipts/bills
etc must be submitted within 7 days of the completion of tour, through Head of the
Department, duly verified along with the unutilized advance drawn for traveling, to the
Accounts Department. In case of non submission of T.A. bills or balance Advanced within the
specified time, all further payments on account of salary, etc whatsoever payable, will be
stopped without any notice till the settlement of account.

CLARIFICATION
HR & Administration Department shall give clarification/s as and when required.
Mode of Local Travel Permitted on Tour:

Office Boy//Drivers/Electricians/Attendants -Bus/Rickshaw
Clerks [Assistants - Bus/ Auto
Rickshaw

Officers/Executives/Admin. Officers/ -Auto Rickshaw/Bus

Asst. Prof. [Asstt. Registrar & equiv. Cadre

Associate Professor/Registrar/CFAO/ Joint Registrar/

Dy. Registrar/Deans/HOD & equiv. cadre

Vice-Chancellor/Pro Vice-Chancellor/

Dy. Director or equiv. cadre -AC Taxi

Local Travel by personal vehicles
For Four wheelers - Rs. 8.00 per km
For Two wheelers - Rs.4 .00 perkm

These rules will supersede all the earlier provisions and service conditions mentioned
in the appointment letters of the staff of the university at the beginning and till the
date of these rules come to effect.

Approved: Nt BOM on DD.MM.2024
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__Addendum —1(LleavePolicy) ) - | -

LEAVE POLICY

Purpose:
To communicate the leave rules and regulations application to all employees.

Policy Statement bjective:

This Policy encourages its employees to take break from work as this provides for a
healthy and efficient staff. The leave policy sets out the various types of leaves that an
employee is eligible for and outlines the procedure for taking leave.

Leave Tvpes and annual Credit:

Types of Leaves :
Casual Leave (CL): 12 days per calendar year including 2 days of
restricted holiday.
Medical Leave (MDL): 10 Days for per calendar year.
Earned Leave (EL): 18 Days for per calendar year for Teaching staff]
25 Days for per calender year for Non-Teaching
L Staff.

* All leaves may be granted to all teaching and non-teaching staff, on entering the service.

¢ Leaves will be credited on 1* day of every calendar month to the employees at Pro-Rata
basis during probation and contractual period as per the eligibility of the Leaves.

¢ Any unutilized/ Remaining CL & Restricted Holiday will be lapsed on 31% December

® Any unutilized/ Remaining Medical and Earned Leave will carry forwarded to the next
year.

Applicability:
These Leave rules, shall apply to all employees who are on regular service (i.¢ Probation.
Confirmed or contractual) of the University on accrual basis
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Leave should always be applied in advance and it shall be availed only
after its sanctioned from the competent authority.

In case of exigency or emergency or in any circumstances that are
beyond the employee’s control the employee should use other means of
communication (phone, SMS etc.) to contact the office of the University
and give the necessary information to his/her functional head. A
written application should be forwarded to the sanctioning authority
immediately on reporting for duty.

Employees should submit application for leave of more than 3 days, in
the prescribed format, 7 days in advance to his/ her functional head
which will further sent to the management.

Simultaneously employee should also need to apply leaves in the ERP.

All leaves sanctioned by the Management will be sent to the HR
department for records.

Any employee’s absenting without prior sanction/information will be
marked absent for the day and salary for the same will be deducted.

Leave Rules:

ix. Casual Leave (CL)

x. Earned Leave (EL)

xi. Maternity Leave (ML)
xii. Medical Leave(MDL) [ \
xiii. Vacation Leave (VL) Lo\ |
xiv. Compensatory Casual Leave(CCL)

Leave year is the calendar year viz. 015t January to 315t December.
On severance of the services, if an individual has availed Earned Leave/ Casual
Leave/ Medical in excess of the entitlement, the same shall be recovered at

Sushant University Service Regulations

Leave is a privilege and is not a right. It is earned and does not automatically
become admissible as soon as one joins the service.
The leave admissibility in respect of all the employees shall be governed by the
rules framed as under:
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the time of settlement of the accounts.

i.
iii.

iv.

ii.

Sushant University Service Regulations

e In the event of an individual resigning from the services of the University then,
during the notice period, no leave of any kind/ nature shall be allowed.

CASUAL LEAVE (CL)

Casual leave is catered to meet emergent/unforeseen requirements of an
employee. However, an employee shall get it sanctioned in advance unless
unavoidable. HODs/ Deans are the only authority to sanction leave over the
telephone.

CL can be availed up to a number of CL earned or up to three days whichever is
less.

Casual leave can be availed for even the half day. Two half day will be counted
as 1 CL.

The restricted holidays, 02 per year, will be a part of Casual leave only.

MEDICAL LEAVE (MDL)

f) Employees shall be eligible for 10 days medical leave and the said leave could be availed on
account of illness duly supported by Medical certificate from a registered medical practitioner
having registration with the medical council of India.

g) Such leave can be availed on medical ground subject to production of valid medical certificate
for leaves applied for 2 or more days.

h) Every application for MDL for two or more days must be accompanied by a medical certificate
from an authorised medical practitioner registered with the Medical Council of India. However,
the authorities of the University shall be at liberty to subject an employee seeking medical leave
to have him/her medically examined by the doctor on panel of the University and produce the
medical certificate thereon.

i) MDL will be credited to the employees on prorate basis, account on 1st of every month. Medical
leave shall not be encashable.

j) 50% of MDL may be carried forwarded to next year with max. ceiling of 60 Leaves.

e.g if you have 8 MDL remaining at the end of the 1% year then only 4 will be carried forwarded to
the next year. Subsequently In the Beginning of Next Year you will have 4 MDL but in case you did
not take any MDL during the Year then in December you have 14 MDL remaining in your account
then only 9 will be carried forwarded to the 3™ Year. (5 of the unavailed 10 leaves in the 2™ Year)

EARNED LEAVE (EL)

Earned leave means the leave earned by an employee for the services rendered
during the calendar year.
The request for EL shall be made well in advance (generally 1 mo\th), and
requests made less than 7 days in advance may not be entertainéd, \
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iii. _ However, if an employee has no_other leave to his/her credit the competent

authority may relax this condition on case to case basis & depending upon the
merit of the case.

iv.  The immediate superior/departmental head shall recommend EL.

v. EL shall not be admissible during the teaching classes of the academic session
except in case of emergency.

vi. The leave to the credit of the employee at the close of the previous year shall
be carried forward to the next year.

vii.  The total accumulation of Earned Leave for the purpose of leave encashment shall be

restricted to 45 days only during entire service, or as may be revised time to time by the
management.

viii. ~ 50% of EL may be carried forwarded to next year with max. ceiling of 45 Leaves.

e.g if you have 20 EL remaining at the end of the particular calender year then only 10 will be carried
forwarded to the next year. Subsequently In the Beginning of Next Year you will have 10 EL but in
case you did not take any EL during the Year then in December you have either 28 EL remaining in
your account then only 19 (10 from previous year and half of the 18 i.e. 9 from current year) will be
carried forwarded to the 3" Year.

D. MATERNITY LEAVE (MTL)

Only female employees are eligible to maternity leave. Grant of Maternity leave (MTL) is
subject to the following regulations:

i. MTL may be granted to a permanent woman member of the staff on full pay for a
period up to 182 days from the date of its commencement. MTL will be granted to
Confirmed Female Employees who have served the organization for a min. period of
245 days prior to applying Maternity Leave.

ii. MTL can only be availed of once in a period of three years and only twice during the
entire period of the employee’s service at SU or elsewhere

iii. MTL can be applied 15 days prior to expected date of delivery in case of so desired by
the employee due to medical reasons. MTL shall not be debited to the leave account.

iv. During the period of MTL she will be paid leave salary equal to the pay drawn
immediately before proceeding on leave only after resuming duty and serving a
declaration that employee will tender services for the next 1 year at the very least
after resuming her duty. MTL will not be applicable for on probation or contractual/
temporary or ad-hoc appointees.

v. MTL can be extended beyond the prescribed limit of 182 days, as leave without pay if a
female employee is not in a position to resume duties for various compelling reasons.
However, such leave without pay shall not be given for more than a period of six
months. The sanction of leave without pay beyond the MTL will-be-an a specific
written request made to the Vice Chancellor and is dependen/t-'ﬁ/b n the discretion of

/
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the Vice Chancellor keeping in view his assessment of the circumstances on case to __

case basis.

E. Vacation Leave (VL)

i. Summer Break -: Summer break for a period of 12 Days during non-academic period as
per the Academic Calender during which Teaching Staff can avail a maximum of 6
Days of Summer Break in 1 stretch on Rostered Basis during this period. Non-
Teaching or Administrative staff cannot avail Summer Break.

il. Winter Break --: Winter Break is for 7 Days between 25™ December to 01% January and
can be availed by everyone.

F. Compensatory Casual Leave (CCL)

All employees are entitled to compensatory leaves, grant of compensatory leave (CCL) will be subject to
the following regulations:

a) CCL may be granted to all teaching and non-teaching staff, on entering the service, in lieu of
working on a Holiday/Weekoff as approved by the reporting officer. CCL will be credited to the
employees on monthly Basis. CCL cannot be availed in without prior approval and can only be
availed during Vacation Period in a multiple of 3 only.

b) The leave to the credit of the employee at the close of the previous year shall be carried forward
to the next year.

An employee wishing to avail of CCL must submit his application at least one week in
advance to the sanctioning authority as per the procedure laid down in service rule book. The
sanctioning authority may refuse to grant the leave from the requested date if he feels that it
is not in the interest of the University. Instead, the leave may be granted from an earlier or a
subsequent date.

Closing Statement:

To know more about the leave policy please refer to the Service rule book
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~—Addendum--2-(Appointpointment-Policy)— -

Appointment Policy

Recruitment and Selection
1. Objective
1.1. The objective of this policy is to lay down guidelines for hiring qualified and competent

professionals in line with the Mission and Vision of the SU.

1.2. We are committed to select and offer candidates based on their Qualification and Experience
as seem fit for the vacant position.

1.3. We do not support any kind of discrimination while employing people.

2. Applicability
2.1. This policy is applicable to all full-time and part-time employees, including those appointed

on contract basis.

3._Classification of Staff
The members of the employee of the University shall be classified as:

d) Academic — which term shall include Vice-Chancellor, Director, Dean,
Associate Dean, Assistant Dean, Professor, Associate Professor, Assistant
professor, controller of examination, part time faculty, Visiting faculty,
Workshop superintendent, Instructor, and such other academic posts as

may be decided by the university.

e) Technical — which term shall include, System Manager, System Analyst,
Software Engineer, Programmer, Civil Engineer, Superintendent, Lab
Assistant, foreman, Supervisor (workshop), Carpenter, Mechanic,
Overseer, Medical Staff, House Surgeon and other Medical staff,
Wardens/ Matron and such other administrative and other staff as may be

decided by the university.
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f) _Administrative and others — which term shall include Registrar, Director,

Joint Registrar, Chief Finance and Accounts Officer, Dy. Registrar, Dy.
Director, Assistant Registrar, Assistant Director, Administrative Officer,
Assistant Administrative officer, Section Officer, Training and Placement
Officer, Assistant Manager/ Manager/ Senior Manager (Marketing,
Finance & Accounts, HR, CRC etc) Accounts Officer, Audit Officer,
Stores Officer, Estate Officer, Accountants, Store Keeper, Steward, Office
Superintendent and such other administrative and other staff as may be
decided by the university. The term shall also include Head-Training and
Placement, Head- Marketing/Branding, Head-HR.

Cleaning and other staff — which term shall include Security Guards, Gardeners,
Sweepers, Electrician, skilled and unskilled Attendants, Peons etc., and such other

staff as may be decided by the university.

4. Classification of Appointment :

4.1 APPOINTMENT BY PROMOTION:

4.1.i.  Appointment to a post in any grade by promotion shall be made, whether in a
permanent or officiating capacity, from amongst employees serving in posts or in

the next lower grade.

4.1.ii  Every appointment by promotion shall be based on the recommendation of the
promotion committee as per the policy lay down by the university under the

“Promotion Policy”.
4.2. TEMPORARY EMPLOYMENT

4.2.i  Appointment of the temporary employee will be for short duration or fixed term for

3 months to 10 months.

4.2.ii. The service of a temporary employee shall be liable to termination at any time by
notice in writing given either by the employee to the university or by the university
to the employee. The period of such notice shall be one day, unless otherwise agreed

to by the University and the employee.
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specified by the university in his/her letter of appointment

4.3. APPPOINTMENTS ON SPECIAL CONTRACT/ HONARARY/ EMIRITUS
POSITIONS

In order to meet higher quality bench marks in teaching and research, acclaimed academicians
and/or person of eminence from industry are required in the University. Such eminent and
competent faculty are required to be invited by the university as Professor Emeritus. It is
experienced that Professor Emeritus will supplement teaching and collaborate with the faculty
to stimulate activities for quality education & research besides playing mentoring and
inspirational roles.

PROFESSOR EMERITUS

1. Professor Emeritus is prestigious faculty position that may be conferred upon to
fully retired (more than 65 years of age), distinguished personality and who
meet the eligibility criteria as per UGC norms. Emeritus position provides an
opportunity to the superannuated distinguished teachers/ industry experts who
have been actively engaged in research and teaching programmes in the
preceding years to undertake teaching and research, without any restriction of
position or pay scales.

2. The eligibility will be based on the quality of research and published work
contributed by the teacher in her/his service career. The awardee
(superannuated) can work under this scheme with a well-defined time bound
action plan up to the age of 70 years (annually renewed). No extension under
the scheme is admissible beyond 70 years of age.

3. Consolidated pay shall be admissible as per the university norms.

44 APPOINTMENT OF PERMANENT OR REGULAR EMPLYEES

4.4.1 All the employees hired on permanent or regular basis w111})¢ diired as per guideline

and criteria laid down in the Annexure 1.
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4.4.ii. All the appointment made under this category will hired on the initial probation

for 1(one) year, but in no case the total period of probation shall exceed four years.

4 4.iii. Criteria for Confirmation of Services is completion of PhD in relevant fields
failing which the Contract of Appointment stands terminated.

4.4.iv. PhD in relevant field from an institute of repute with or without teaching
experience can be appointed on permanent basis subject to confirmation of probation
period of 1 year.

4.4. ADHOC APPOINTMENTS:
Notwithstanding anything contained in the above rules, the Board of Management may
by a general or special order and subject to such conditions as it may specify in such

order delegate to any authority in the University the power to make ad hoc appointments.
4.5. SPECIAL CONTRACTS:

Notwithstanding anything contained in the Ordinance, the Board of Management may, in
special cases, appoint teachers on contract on such terms and conditions as it may deem

fit:

Provided that no appointment shall be made under this clause for a period exceeding two

years at a time.
5. CATEGORIZATION OF EMPLOYEES
5.1 Regular employees

Person engaged on permanent basis and includes any person engaged against

permanent position and confirmed.
5.2 Probationary Employee

Person hired against any permanent position will on probation for the 1* year of their service.
Based on the evaluation/ review and recommendation of Dean (in case of School) and HoD
(in case of Non- Teaching Department), probation will be extended for the next 3 month or

services will be terminate in accordance to the policy laid down by the university.

5.3. Fixed Term (Contractual) Employees
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. _...Person who has been appointed for the Specific Project or appointed for fixed tenure, whose

services are terminable at the end of the tenure. Their Contract may be extended for another

term depending upon the requirement of their services.
5.4 Other Categories

Management Trainee/Graduate Trainee means candidates fresh from institutes (MBA, CA,

ICWA, B.Tech, M.Tech, LL.B) and with no initial or prior work experience in past.

5.5 Part Time

Part time employees are those hired for work less than the normal working hour on a
consolidated monthly salary. They will not be entitled nor they could claim any benefit

provided to full time employees.

6. RECRUITMENT

To attract and retail people with multi-dimensional skills and experience that matches with

the present and future requirement of SU.

Categories of Vacancies

A. As per Annual and Semi-Annual Manpower Plan

B. Replacement Vacancy

C. New Positions, Due to Expansion of Statuary Obligations.
Modes of Recruitment

i. Advertisement in Local and National Newspaper/ Social Media
i1. Internal Job Posting / Transfer
111. Existing Data Bank

iv Job Portal

v. Rehires
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Director that a particular post be filled by invitation, or by promotion from amongst the

members of the staff of the Institute under a scheme approved by the Board.

Points to be noted

a. No family relation of an existing employee will be considered for a position when the
existing employee can directly or indirectly influence the recruitment & have any
relation/role in supervising the employee or be in any position to determine/decide the

performance of the new employee.

b. In case of the hire of a family relation of any employee, the same will have to be brought
to the notice of the Vice Chancellor and decision to hire finally rests with the Vice
Chancellor. In case it is found at a later stage a hire has been made of a family relation of
an employee without prior approval, then it will be deemed as a violation to this policy &
appropriate action will be initiated that can ultimately result in termination of the
employee. In the event that an existing employee becomes related to another employee
through their own marriage or the marriage of their child, or otherwise, then the same

will need to be declared to the Registrar.

1. Newspaper advertisement

An advertisement in newspaper/social media/magazine shall be published at least once a year

taking into consideration the following points.

a) Target publications for advertisements (Geographical Spread - Regional/Pan;
India/Global)

b) All relevant information will be contained in the advertisement (About SU; Position; Job

description; Compensation, if needed to be stated; relevant contact details; etc.)

¢) Budget for publishing the advertisement.
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. —d) Outcome of the screening committge results should be communicated to_the shortlisted

candidates within 1 month from the date of interview so that TSU does not lose good

candidates.
ii. Internal Job Posting / transfer

a). Open positions can be filled by either transferring or deputing employees from different

departments/divisions.

b). Intemnal transfer has to be in consultation and agreement between the Dean/HOD’s of the

employees, HR and the Vice Chancellor.

iii. Existing Data Bank
a). Applications received from candidates directly, through any advertisement, web-portals,

other sources will be filed for future use in a data bank.

b). HR will maintain the updated Data Bank & before commencing any recruitment through
consultant, job portal, or any other source, etc., the relevant data bank will be searched for

suitable applicants.
¢). Candidates rejected will be removed from the databank.
iv. Consultants/Search Firms

a. HR will recommend to the Vice Chancellor for the empanelment of search firms &
recruitment consultants for the hiring needs of the Institute based on the current recruitment

norms at various levels.

b. Director on recommendations of HR shall approve the empanelment of consultants and
search firms. SU shall enter into a contract with each of the empaneled consultants before

awarding the assignment.

v Job Portal

a. All Job portals to be used by the institute will be recommended by HR to the Vice

f.sefiice to be rendered.
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against defined parameters and decision to continue their services, terminate the contract or

to modify the nature of the contract/service will be taken periodically.

vi. Rehiring of Former Employees

a. As a policy, SU is open to consider former employees for rehiring which will be against
specific needs. Rehiring them may be considered a good move, since they already know
who's who in the University; they are familiar with the internal policies, practices and culture
and are well versed with the working of the Institute. The cost and time of hiring, induction,
and training is significantly reduced by recruiting former employees. They bring along with

them experience and knowledge that they gained while outside the University.
b. Rehiring of former employees must happen against the open positions

¢. For the purpose of recruitment, all former employees shall be considered as new
candidates and similar recruitment process will be followed as what is applicable for any new
hiring.

d. Former employees who have good performance ratings, who have exceptionally

contributed to the growth of the Institute will be considered for rehiring.

e. The HR Division is however, precluded from arriving at a decision to rehire former

employee who have earlier:

i) Been tagged as ‘not good for rehiring’ by the Dean/ HOD in the exit feedback.

‘ii) Already been rehired once & have exited again.

iii) Absconded.
iv Who have not served their notice period

v) Been removed from service on grounds of misconduct, acts of moral turpitude or

otherwise on lack of integrity.

vi) If were asked to leave due to performance issues
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—-—-1).To_ensure a right selection is made the second time, when and if a rehire opportunity

comes up, the following aspects of an employee’s exit are taken into consideration by the HR
Division.
1) If the former employee exited even when the corrective actions were taken to control their

exit, is most likely to leave again.

1) If the reason for leaving still exists, this would indicate that the rehire is likely to leave

again.

iii) If the former employee had stated their disinterest in rejoining the institute at the time of

exit, they will be probed to identify the reason of change of mind.

iv) Refer to Dean/ HOD’s comment. If the manager had recommended ‘good for rehiring’,

the rehiring process must be initiated for the former employee
7. PROBATION:

Employee Shall be shall be appointed on probation ordinarily for a period of twelve months,
but in no case the total period of probation shall exceed Fourty Eight months.

Provided further that the condition of probation shall not apply in the case of teachers

appointed on invitation by the Board of Management with specific provisions.
8. APPOINTMENT OF VICE-CHANCELLOR

The Vice-Chancellor shall be the Principal academic and executive officer of the University
and shall be responsible for the proper administration of the University and for the imparting

of instruction and maintenance of discipline therein.
9. DEAN/HEAD OF DEPARTMENT

Each School/department of the University shall have a Head who shall be selected by the
Vice-Chancellor on rotation basis from amongst the Professors, Associate Professors,
provided that when in the opinion of the Vice-Chancellor the situation so demands, the Vice-
Chancellor may himself/herself take temporary charge of a department(s) or place under the
charge of such other Professor/ Associate Professor from another Department for a period not
exceeding six months. The Head of Department shall be respgn‘éib'ﬁ)ﬁih\e entire working

of the Department, subject to the general and overall control of the |Vite-Chancellor.
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It shall be the duty of the Head of the_ Department to ensure that the decisions of the

university and of the Vice-Chancellor are faithfully carried out. He/ she shall perform such
other duties as may be assigned to him/her by the Vice-Chancellor from time to time. The
position of the Dear/ HOD will be rotational and or for a maximum period of three years or

any other period which may be decided by the Management.
10. PLACE OF POSTING:

Place of posting will be Ansal University, Gurgaon, Haryana. However, the management
may transfer any Teaching Faculty & other staff to any other offices/campuses/ locations
existing or to be opened in future by the University and the sponsoring body. Consequent
upon such transfer, the rules and regulations of service applicable to such post or at the place

of posting will become applicable.
11. STANDARD PAY SCALES:

The standard scales of pay are as given under:

67000-79000 AGP Rs. 10000 (Academic Level-15)

Professor / Sr. Professor
37400-67000 AGP Rs. 10000 (Academic Level-14)

Associate Professor 37400-67000 AGP Rs.9000 (Academic Level-13A)

15600-39100 AGP Rs.6000 {Academic Level-10)
Assistant Professor 15600-39100 AGP Rs.7000 {Academic Level-11)
15600-39100 AGP Rs.8000 {Academic Level-12)

The management reserves the right to offer different pay scales, consolidated honorarium or
alternative pay packages to the teachers of the university besides the above standard pay
scale. A professor holding substantive post may additionally be assigned Deanship for
academic administration of School of study of the university and a separate special
allowance/honorarium in addition to the normal pay package of the post of Professor, as may
be decided by the management of the University, keeping in view the stature and credentials
of the said professor may also be paid for such additional assignment as Dean till the
incumbent holds the position. This will be applicable only for the Dean of the School of

study of the University and not for other equivalent positions. _——
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If a candidate is appointed as Asstt. Prof. with Ph.D. two increments may be made

admissible, as per the discretion of the appointing authority.
13. Fitness:

No person shall be appointed to any post unless the appointing authority is satisfied that he

possesses good character and antecedents.

The appointment and its continuance is subject to being found and remaining medically
(physically and mentally) fit. The University reserves the right to have any employee
medically examined at any time during the course of employment through a medical
practitioner nominated by the management and a report of medical examination will be

submitted to the management whose decision in this regard will be final and binding.
14. Variations in Terms and Conditions of Service:

Every teacher of the University shall be bound by the Regulations which are in force in the

University from time to time.
15. Term of employment of teachers:

No teacher of the University, without the permission of the Board of Management shall
engage directly or indirectly in any Trade or Business or any private tuition or any other
work to which an emolument or honorarium is attached except in work the work undertaken
in connection with the examination of Universities or learned Bodies or Public Service
Commissions or to any literary work or publication or radio talk or extension lectures or, to

any other academic work with the permission of the Vice-Chancellor.
16. NATURE OF DUTIES:

Every teacher shall take part in the teaching and research programmes activities of the
University and perform such duties as may be assigned to him/her from time to time in
accordance with the Act, the Statutes and Ordinances framed there under, for the time

being in force, and generally act under the direction of the auLh,QL'ui\e\s of the University.

o\ L= N
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.. Every_teacher and such other employee as_are mentioned in _the Regulations shall be

appointed under a written contract, which shall be lodged with the University and a copy

thereof shall be furnished to the employee concerned.

18. Eligibility Criteria

As mentioned in Annexure A

19. Guidelines for Appointment

19.1 All posts at the University shall normally and as, far as possible, be filled by
advertisement; but, the Chancellor on behalf of the Govemning Body shall have the
exclusive power to decide, either on its own or on the recommendations from the Vice-
Chancellor, that a particular post be filled by invitation, or by promotion from amongst
the members of the staff of the University.

19.2 Every appointment for the faculty positions and senior administrative post (upper
management) shall be filled by the selection committee of the University constituted as
per the procedure and the proceedings to be forwarded to the Management for
information and concurrence. For all other ministerial staff the Vice-Chancellor shall be
empowered to fill the vacancy or he may suggest constitution of a three member
committee for the purpose. Appointments so done shall be reported to the
Chancellor/management. Appointments, with or without grades, in the University will be
created on ad-hoc, Temporary and Regular basis by the University as per the requirement
shall be ascertained on the basis of the norms prescribed by the appropriate authority
from time to time. Additional posts may also be created, as required, for the extension of
specific projects and or research and development activities.

19.3 All appointments shall be approved by the “BOM” and reported to the Governing Body.

19.4 The selection committee will judge the suitability of all the candidates for the members of
the teaching faculty. Letters of confirmation in services shall only be issued by the
Registrar for all employees except to the Vice Chancellor; on the recommendations of the
Vice-Chancellor on the basis of the recommendation of the review committee formed

time to time for the purpose of review the cases for annual increment /promotion etc. In

case of the Vice-Chancellor, the Chancellor, on behalf of the ér?ﬂfg‘cment has the sole

power to confirm his services as the Vice-Chancellor.

60
Sushant University Service Regulations




I Sushant
University

19.5 - __Every appointment, whether temporary, contractual or part time will be made for a_

specific tenure and all such appointments shall become invalid from the date specified in
their appointment letter/ contract. Such appointments, may however, be extended,
subject to a written confirmation of such extension duly approved by the Vice-
Chancellor, for such period (s) as he may deem fit, failing, which, no extension shall be
considered valid and binding on the University.

19.6 All appointments shall be made on mutually accepted Terms & Conditions between the

parties.

20, Constitution of Selection Committee

Standard Operating Procedure appointments of academic and non-academic staff

at Ansal University

a) Purpose: The purpose of this Standard Operating Procedure is to establish a
procedure to be followed before appointing any academic and non-academic staff
at Sushant University.

b) Responsibility: All concerned members/officers entrusted with the responsibility
of recruitment would be responsible for maintaining, documenting and
implementing this procedure.

c) Rationale:

Ansal University is committed to establish itself as a paragon of excellence in the

Indian higher education space by providing world class learning environment to

its students. In order to achieve this goal it is of paramount importance that we

adhere to the set of processes and standards that are followed in leading
educational institutions across the world.

o Transparency and governance are pre requisite in winning trust and
confidence of the public. Respect of an institution, valuation of an enterprise,
standing of a nation is directly proportional to the transparency and
governance. Transparency and governance are two touchstones to fathom the
character and gravitas of an organization. As a university we are committed to
instill transparency and governance in every vpréc'" 't‘q'ﬂ'-atnﬁ\procedure that we

employ in pursuit of the University’s mission, obje
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e —*.__As_a leading_educational institution_we_are_answerable_to_not_only to_our

board but also to our students, government, educational bodies and the public
at large.

In this age of transparency every detail is available to public at large through
Right to Information (RTI) act coupled with enormous reach of information
through internet. Therefore it is imperative that we establish well defined
procedures and processes that are transparent and objective and that can stand
any test or scrutiny.

Academic and non academic staff plays a critical role in the development of a
stimulating teaching and learning environment and therefore appointment of
these personnel is very critical. Therefore it is of utmost importance that we
define, document and implement standard processes for the hiring of the
human resources.

Implementation of these standard processes would be a step forward in

implementing transparency and good governance at Ansal University.

d) Process of Selection:

Every vacancy (for academic and non-academic staff) would be advertised
and a pool of applicants would be generated
Resumes of all applicants would be rated and documented

Selected applicants would be called for interviews

e) Selection Committees: The following will be the constitution of selection

committees for various positions:

28.1 Director/Deans/Professors & Equivalent Positions and Above:

Chancellor or his nominee

Vice Chancellor

Director- Human Recourse

Three Experts of the concerned subject/field (not connected with
the University) nominated by Chancellor/Vice chancellor.

For Architecture discipline, Nominee of COA will also be called.
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Other_Teaching_Positions_(Associate Professors, Assistant Professors and __

282

below):

e Chancellor or his nominee

e Vice Chancellor

¢ Director- Human Resourse

e Three Experts of the concerned subject/field (not connected with the
University) nominated by Chancellor/Vice chancellor.

e Dean/ Head of Institution of concerned subject/field

e For Architecture discipline, Nominee of COA will also be called

o Registrar-Member Secretary

28.3 Non - Teaching Upper Management Level

e Chancellor or his nominee

¢ Vice Chancellor

¢ Director- Human Resourse

e Dean/HOI of the concerned School

e Registrar - Member Secretary
28.4 Others ministerial Staff:

e Vice Chancellor or his nominee

e Registrar, Joint Registrars, HODs as applicable.
28.5 Visiting Faculty:

The appointments of visiting faculty will be decided by the concerned Dean/ Head of

Institution in consultation with the Vice Chancellor.
28.6  Procedure for holding selection committee meeting.

a) The meeting of a Selection Committee shall be convened by the
Vice-Chancellor.

b) The Vice-Chancellor shall preside at the meetings of a Selection
Committee.

¢) The Registrar, and or his nominee shall be thg ex-officio Secretary

wherever it may be required. However, "he will be a nonvoting
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.. member in the selection committee for teaching staff above the label

of Associate professor.

d) Ordinarily a week’s notice of a meeting shall be given.

e) Four members inclusive of the Chairman shall form quorum.

f) The Chairman shall be entitled to vote at the meeting and shall
have and exercise a casting vote in the case of an equality of
votes.

g) The meeting of every Selection Committee shall be held at AU or
at such other place as the Vice-Chancellor may decide.

h) The Selection Committee shall consider and submit to the Board
of Management recommendations as to the appointment(s)
referred to it.

i) The Chairman shall have the power to lay down the procedure in

respect of any matter not mentioned herein.

J) If the Board of Management is unable to accept any recommendation
made by the Selection Committee, it may remit the same to the Selection
Committee for reconsideration and if the difference is not resolved, the
Board of Management shall record its reasons and submit the case to the
Chancellor for orders.

k) The constitution of the Selection Committee for the purpose of
recognizing teachers shall be as suggested by the Board of management.

1) All Appointments should be approved by the BOM and reported to the
Governing Body/Management

m) The appointment of Dean, Associate Dean and Assistant Dean in various
Schools across the University; shall strictly be on rotational basis for the
period as may be determined by the University, which however should not
be more than three years. These positions should be offered to the senior
professors having requisite qualifications and experience as per the
prescription of the UGC. All the benefits entangled with such kind of
additional responsibilities shall be automati/c/' 57 Withdrawn when the

\ B
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~Erofessor incumbent is reverted back in the event of rotational change of
assignments as Dean, Associate Dean and Assistant Dean.
Annexure A
- Mandatory | Minimum No. of Citatio
. . Minimum . . R Research
Designation Qualification Qualificati Teaching Publication Books n
on Experience Published | index
Master's  degree
Teachin with 60% marks
Assis tan% / (or an equivalent
Faculty / grade in a point Nil
Lecturer scale  wherever
grading system is
followed)
Master's  degree
Assistant with 60% marks
Professor (or an equivalent Qualified
(Academic | 8@de in a point | ol Nil
Level — 10) scale  wherever
grading system is
followed)
Master's  degree
Assistant with 60% marks 3 (at least 1
(or an equivalent . N
(hendomie | B30 n 3 pon | QS| 5y | mjouma o
Level — 11) scale  wherever 1 repute)
grading system is P
followed)
Master’s  degree
Assistant with 60% -marks 4 (at least 2
Professor (or an equivalent Qualified in journal of
(Academic | 8r2de In a point| ;o Vo | min. Syears | DJP O
scale  wherever
Level — 12) Py - 1 repute)
grading system is
followed) ]
//
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Associate
Professor

Master’s_ Degree
with at least 60%
marks (or an
equivalent. grade
in a point scale
wherever grading
system is
followed)

Ph.D
Degree

min. 8 years
(Min. 5 Years
Post PhD)

5 (at least 2
in journal of
Internationa

1 Repute)

l Sushant
University

Professor

An eminent scholar with Ph.D.
qualification(s) in the
concerned/allied/relevant
discipline and published work of
high quality, actively engaged in
research with evidence of
published work with a minimum
of 10 research publications(of
which 3 in journals of
International Repute) in the peer
reviewed/ UGC listed journals
and a total research score of 120

min. 10 years
post PhD

(min. 4 Years

as Associate
Professor)

Senior
Professor in
Universities

A minimum of twelve years of
teaching/research experience as
Professor or an equivalent grade
in the University/ College/
National level institute with Ph.
D Degree

The selection
shall be
based on ten
best
publications
in the Peer
reviewed/UG
C listed
journals and
award of
minimum
two Ph.D.
degrees under
his/her
supervision
during last 3
years and
interaction
with a
Committee
constituted.

Note: in case of specific program falling under PCI/COA/BCYI/ NCTE/ other statuary body,

minimum qualification and experience shall be as defined by concerned ; eTifiy statuary

body.
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Addendum -3 (Reimbursement Policy)

Disbursement of Remuneration/Reimbursement/Conveyance Charges

FOR SCHOOL EXAMINATION

1. Conveyance charges for the External Examiners/Jurors (Answer Books/Project/Thesis)
a) Rs. 600/- (for Gurugram)
b) Rs. 1000/~ (for any other part of NCR)
¢) Rs. 12/- per km (Outside NCR) or taxi fare (subject to the production of actual
bill) + Actual Toll Expenses

2. Remuneration rates for the External Examiners/Jurors for End Term
Practical/Lab/Viva-Voce Examinations
a) For schools (SAA, SoD and SoPD): A Fixed amount of Rs. 5000/- exclusive of
applicable conveyance charges and staycation.
b) For other schools (SoB, SET, SOL, VHTBS and SHS):

1. A Fixed amount of Rs. 2000/- exclusive of applicable conveyance
charges subject to the minimum of 20 students (even if he/she conducts
two different examinations on the same day).

ii. If number of students is more than 20, Rs. 100/- per student for over and
above 20 students will be added to Rs. 2000.

3. Remuneration rates for the Evaluation and Viva-Voce examination of
Dissertation/Thesis/Project for UG/PG programme
a) Project Report
a. Fixed amount of Rs. 2500/~ exclusive of applicable conveyance charges
subject to the minimum of 20 students
b. If number of students is more than 20, Rs. 150/- per UG/PG Project
report and applicable conveyance charges
b) Dissertation
a. Fixed amount of Rs. 3500/- exclusive of applicable conveyance charges
subject to the minimum of 20 students
b. If number of students is more than 20, Rs. 200/- per PG dissertation and
applicable conveyance charges

4. Remuneration rates for the External- Answer Book Evaluator (External/Visiting) /Re-
evaluator (External/Visiting) for End Term Examination

a) Fixed amount of 750/- subject to the minimum of 20 Anwcr Books plus

applicable conveyance charges ‘
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. D). Rs. 35/ per Answer Book if number of students is more than 20 plus applicable

conveyance charges

5. Remuneration rates for the Evaluators- Ph.D Thesis including Viva-Voce
a) Rs. 5000/- per thesis for evaluation/Pre examination
b) Rs. 3500/- for Viva-Voce and exclusive conveyance charges

6. Remuneration rates for the External- Question Paper Setter
a) Rs. 1000/- per question paper for UG/PG/Ph.D programme

FOR REGISTRAR OFFICE

1. Remuneration rates for the external experts of Executive Committee - Youth Red
Cross, Academic Council, Board of Management, Governing Body and any other
University Level Statutory Committee

a) A Fixed amount of Rs. 6000/- per meeting attended (exclusive of conveyance
charges)

b) A conveyance charges of Rs. 1500/- per meeting attended. In case of
Government officials, Government policy of conveyance charges will apply.

AT SCHOOL LEVEL

1. Remuneration rates for the external experts of Board of Studies (BOS)

a) A Fixed amount of Rs. 5000/- per meeting attended (exclusive of conveyance
charges)

2. Remuneration rates for the external experts of School Research Committee (SRC)

a) A Fixed amount of Rs. 5000/- per meeting attended (exclusive of conveyance
charges)

3. Remuneration rates for the external experts of School Advisory Council

a) A Fixed amount of Rs. 5000/- per meeting attended (exclusive of conveyance
charges)

4. Remuneration rates for the lecture/seminar/workshop of industry external experts

a) Rs. 2000/- per hour rate (exclusive of conveyance charges) up to maximum of
Rs. 6000/- in a day

b) Conveyance Charges
i. Rs. 600/- (for Gurugram)
ii. Rs. 1000/ (for any other part of NCR)
iii. Rs. 12/- per km (Outside NCR) or taxi fare (subjecf"t: -
actual bill) + Actual Toll Expenses
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5. Remuneration rates for the Visiting Faculty -

a) Rs. 900/- per hour rate (exclusive of conveyance charges) for having less than 5

years of academic/professional experience up to maximum of Rs. 2700/- in a
day

b) Rs. 1100/- per hour rate (exclusive of conveyance charges) for having between
6-10 years of academic/professional experience up to maximum of Rs. 3300/-
in a day

¢) Rs. 1300/- per hour rate (exclusive of conveyance charges) having for more than

10 years of academic/professional experience up to maximum of Rs. 3900/- in
a day

d) Conveyance Charges
1. Rs. 600/- (for Gurugram)
ii.  Rs. 1000/- (for any other part of NCR)
ii. Rs. 12/- per km (Outside NCR) or taxi fare (subject to the production of
actual bill) + Actual Toll Expenses

Remunerations rates for the visiting faculty having sound technical knowledge and
expertise may be revised with the prior approval of competent authority

Disclaimer: Service rules approved in BOM: 21.03.2014 are to be interpreted with the revised
Rules/Policy/Amendments made in BOM dated 19.11.2022
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1. CODE OF CONDUCT

2.1 Application

2.2

The provisions contained in this schedule shall apply, without exception, to all
employees of the University whether, ad-hoc temporary, contractual, part time,
probationary or permanent. All employees shall be governed by the code of conduct,
as specified therein and every employee, without exception shall be liable to strict
disciplinary action, including suspension and or termination for the breach of any
provision(s) of the code of conduct.

The Vice-Chancellor shall initiate disciplinary proceedings for non compliance of the
code of conduct/ service regulations/ leave rules or any other regulations of the
University that may be in force from time to time by any employee and shall have the
power to appoint an enquiry officer(s) to conduct an inquiry into the charges against
such an employee. In exceptional circumstances the Vice-Chancellor can be
empowered to make his own opinion without appointing an enquiry committee and
initiate action against the employee.

The Vice Chancellor by a resolution passed by the sponsoring body will be authorised
to administer and control all the matters relating to implementation of these service
& leave regulations in adherence to all applicable laws, prevailing from time to and as
may be applicable to the University.

General:

i.  Every employee shall at all times maintain absolute integrity and commitment
to duty, honesty and impartial in his/her official dealings.

ii.  The University expects all employees to display courtesy in his/her dealings with
other members of the staff, students and members of the public.

iii.  Unless otherwise stated specifically in the terms of appointment, every
employee is a full time employee of the University, and may be called upon to
perform such duties as may be assigned to him/her by the Vice-Chancellor or
his/her higher officer, beyond scheduled working hours and on closed holidays
and Sundays. These duties inter alia shall include attendance at meetings of
committees to which he/she may be appointed by the University.

iv.  An employee shall be required to observe the schedule hours of work, as may
be notified from time to time, during which he/she must be present at the place
of his/her duty. Unless otherwise stated, all employees of the University are
required to work effectively for at least 40 hours per week. Working hours for
the employees associated with the essential services will be 48 hours per week.
The lunch break will be only for 30 minutes during the day as per the time
schedule conducive to the various departments of the University and as
determined by the HOD of the concerned department.

v.  Except for valid reasons and/or unforeseen contingencies no employee shall
absent himself/ herself from duty without prior permission of the designated
authority, the just explanations not limited to the Doc(im ary evidences of




vi.

vii.

viii.

Xi.

Xii.

xiii.

Xiv.

such contingencies can be asked by the authorities and permission may be

“declined for such absenteeism. Failing to provide the explanations such

absenteeism shall be treated as LWP, Absenteeism beyond 3 days without
Notice shall be treated as absconding and a legal action may be initiated.

No employee shall leave station (Delhi/ Gurugram) except with the prior
permission of the Vice-Chancellor or his functional head or designated
authority, even during leave or vacation.

Whenever leaving the station, an employee shall inform the Vice-Chancellor or
his functional head or designated authority to which he/she is attached, the
address where he/she would be available during the period of his/her absence
from station.

All employees are expected to behave according to the ideals of national
integration showing love, concern, respect to all without any discrimination
whatsoever of gender, caste, creed or community. Any act or speech against
this rule will be considered a serious breach of discipline and will invite strict
disciplinary action including suspension and/or termination from service.

Any association, active or passive by any employee with any unlawful
organization is strictly forbidden.

Consumption or distribution of alcohol/ drugs/prohibited substance, by an
employee within the University’s premises is prohibited.

Possession or carrying of any kind of arms and ammunition or weapon of assault
by an employee, within the University’s premises, is strictly prohibited.

All correspondence addressed to an employee or by him/her on behalf of the
University or by the University including press and other such copies of
correspondence, all vouchers, books including all note books containing all
notes or records or prices or other data and apparatus, samples and/or other
goods belonging to the University, circulars and all other papers and document
of any nature whatsoever, relating to the University’s affairs which shall come
into his/ her possession in the course of his/ her employment shall be the
absolute property of the University and he/she shall, at any time, during service
or termination thereof or upon his/ her leaving the services of the University
hand-over the same to the University without demand or claim thereof.

All appointment done by the University shall be treated as private service
contracts and will be dealt with the law of contract and equity. No specific
performance of the private service contract will be enforced by the employees
and by having accepted the terms and conditions of the service contract the
employees deemed to have understood this provision hence barred in seeking
reinstatement of service through legal recourse, in case of termination of
services.

NO FACULTY MEMBER (TEACHER) SHALL: - o

¢  Knowingly or willfully neglect his/her dutiés.



Propagate through his/her teaching lesson or otherwise, a communal

NOTE:

“or sectarian outlook, or incite or allow any student to indulge in

communal or sectarian activities.

Discriminate against any student or any other person on grounds of
caste, creed, gender, language, place of origin, social and cultural
background etc.

Indulge in or encourage, any form of malpractice connected with the
examination or any other activity of the University.

While being present at the University, absent himself/ herself from
classes except with the prior permission of the Vice-Chancellor or
his/her functional head or desighated authority to which he/she is
attached, from class which he/she is required to attend.

Provided that where such absence without leave or without the prior
permission of the Vice-Chancellor or his /her functional-head and in
his/her absence, the designated authority to which he/she is attached,
is due to reasons beyond the control of the teacher, it shall not be
deemed to be a breach of discipline and or the code of conduct, if on
return to duty, the teacher has applied for and obtained, ex post facto,
the necessary sanction for the leave availed.

Accept or give private tuition to any student of the University or any
other person without the written permission of the Vice-Chancellor.

Prepare or publish any book(s) commonly known as guides, or assist, in
their publication other than under authority of the University, obtained
through the Vice-Chancellor.

Enter into any monetary transactions with any student or parent.
Accept or permit any member of his/her family or any other person
acting on his/her behalf to accept any gift or receive advantage from
.any student, parent or any person(s) with whom he/she has come into
contact by virtue of his/her being in the employment of the University.

A casual meal, gift or other social hospitality of a casual nature shall not
be considered as a gift.

On occasions such as weddings, anniversaries, funerals or religious
functions when the making of a gift is in conformity with the prevailing
religious or social customs, a teacher may accept a gift from students/
parents if the value thereof is not unreasonably high.

Besides academic problems, teachers are expected to solve personal

and behavioral problems of student (s) as well. if inany event a student

does not show any improvement despite counseling and, if the teacher

is convinced that the student needs special help; she must
ZANT UNPN
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immediately bring this fact to the notice of the Vice-Chancellor /course
coordinator/Dean/ designated authority. -
A teacher shall not be unreasonable in his/her demands from a student
and should avoid any favoritism. Whilst the teacher may be firm and
consistent with his/ her student(s), every teacher must remember that
student(s) have their self respect and must not be subjected to any

threat, ridicule, sarcasm, or unreasonable punishment.

Every employee shall: -

Be punctual and adhere to attendance norms specified from time to
time. Abide by the Regulations of the University and also show due
respect to his/her higher authority.

All the full time regular staff or staff appointed on contract irrespective
of the period of appointment shall have to register their daily
attendance through bio-metric attendance sensors installed in the
campus of the institution. The monthly salary will be processed based
on the attendance data generated by the bio metric system. The
detailed guidelines which may be amended time to time are appended
with these service regulations as Annex. - |.

Be responsible for the discipline of students even outside the
classrooms on the premises of the University. Since supervision during
the break or off time is vital for the protection of the property of the
University employees may, from time to time, be allotted such duties
to maintain discipline and orderliness at the University.

Be responsible for the proper care, operation and maintenance of all
equipment and machinery, aids, furniture and fixture and sports
equipment etc. under their care. The appropriate authority should
immediately be informed of any damage caused or any repairs/
replacements that may be required.

Ensure that no student(s) indulges in ragging, canvassing and/or cause
harassment of any kind to other student(s) by whatsoever name called
as it is strictly prohibited under law.

Not through any action or omission or any form of speech etc. disturb
or vitiate, in any manner whatsoever, the peace, dignity and harmony
of the University.
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Grievance Redressal Policy — Faculty/Staff

I. POLICY STATEMENT

This Policy is intended to provide a fair, internal process for resolving disputes that arise
between faculty or academic staff members and administrators. The formal procedures described
in this Policy are intended to be used only when matters cannot be resolved informally. A faculty
or staff member who feels aggrieved should first seek an informal resolution at the department,

or school level before filing a formal grievance under this Policy.

Grievance Redressal Mechanism for faculty and staff of Ansal University

~

The Grievance Redressal cell at the University aims at developing a responsive and accountable

attitude amongst all stakeholders in order to maintain a harmonious atmosphere at the University.

The Grievance redressal cell is constituted for the redressal of the problems reported by the

faculty and staff of the University with the following objectives.

e Upholding the dignity of the university by ensuring a strife free atmosphere and
promoting cordial relationships.

e Encouraging faculty and staff to express their grievances fairly and freely without any
fear of being victimized.

e Advising faculty and staff to respect the rights and dignity of one another and show
restraint and patience whenever a rift or interpersonal issue arises.

e Advising faculty members to refrain from inciting students or other faculty and staff
members.

e Advising faculty member to refrain from vindictive action

|. DEFINITIONS

A. Grievance: A written complaint filed by a faculty or staff member alleging a violation of

Uniyexﬁ% college, department, or school, or policy or established practice.
NIV
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Faculty member: A person with a paid University appointment at the rank of professor, associate
professor, assistant professor, or instructor, including those with fixed-term and visiting status.

B. Staff: A full time non-teaching employee of the university including, library , registrar
office, examination office , laboratory staff and other administrative staff

C. Policy: A written statement of principles and procedures that govern the actions of faculty,
staff, and administrators, including written rules, bylaws, procedures, or standards.

D. Practice: Actions taken by the administrato? within an administrative or academic unit
based on customs or standards in that unit that are usually unwritten but of longstanding
duration, and for whose existence the grievant can offer evidence.

E. Violation: A breach, misinterpretation, or misapplication of existing policy or established

practice.

III MECHANISM FOR REDRESSAL OF GRIEVANCES OF FACULTY AND STAFF

e The following two tier approach for grievance redressal is constituted at the university.

¢ SCHOOL LEVEL GREIVANCE COMMITTEE

ﬂ

e UNIVERSITY LEVEL GRIEVANCE COMMITTEE

COMPOSITION OF THE CENTRAL GREIVANCE REDRESSAL COMMITTEE

Pro- Vice Chancellor/Dean Academics (In chair)
Dean or Departmental Head

Senior Professor/s

1.
2.
3.
4,

Director HR

Sector 55, Golf Course Road, Gurgaon, Haryana 122003, India T: +91-124- 4750400/501 F: +91-124-4116411
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IV SCOPE OF THE GRIEVANCE COMMITTEE

The committee shall deal with grievances received in writing about any of the following matter:
e Academic issues including course allocation workload, examinations, question paper
setting and moderation; webcam related issues, adherence to academic schedules ,
plagiarism
® Interpersonal Issues and Interpersonal conflicts

e General: Insubordination, violation of University schedules, impersonation, any other
form of malpractice.
Sexual Harassment: All complaints of sexual harassment shall be referred by the Central
Grievance committee to the University level Committee for Prevention of Sexual
Harassment.
Exclusions:

The Grievance Redressal Committee shall not entertain the following issues:

e Decisions of the academic council , board of studies and executive council

A% GRIEVANCE PROCEDURE

A faculty or staff member may file a formal grievance that alleges a violation of University,

department, school, policy or established practice.

A faculty /staff member who feels aggrieved may discuss histher complaint in a confidential

meeting with his head of department or dean.

To file a grievance, an individual faculty or staff member must submit a written, signed
statement (the "grievance") to the Central Grievance Committee or School level Grievance

committee. The grievance must contain the following information:

1. the specific policy or established practice that has allegedly been violated;

2. the date of the alleged violation and the date on which the grievant became
aware of the alleged violation;

the facts relevant to the alleged violation;

~<\the person(s) against whom the grievance is filed and
*
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5. The redress sought.
The grievant must also submit any documents to the grievance.

VII GRIEVANCE ENQUIRY: PROCEDURES

1. Enquiry shall be scheduled as expeditiously as possible and with due regard for the

schedule of both parties.

2. The chairman of the committee shall provide written notice of the time and place of the
enquiry, the names of panel and copies of any documents submitted by the parties and

deemed relevant, to each party at least four (4) days before the hearing/meeting.

3. The enquiry meeting shall be conducted in good faith and must be completed within 7

calendar days unless the chairman determines that an extension of time is necessary.

4. Minutes of the enquiry shall be maintained. A party may request and obtain a copy

minutes.
5. The privacy of confidential records used in the enquiry shall be respected.
6. All parties may present their cases in person and may call witnesses on their behalf.

7. A party may elect not to appear, in which event the enquiry will be held in his or her

absence. Absence of a party shall not be prejudicial to the enquiry.

8. The grievant has the responsibility of proving that there has been a violation of policy or
established practice. The committee shall decide whether the preponderance of the

evidence supports the allegations made by the grievant.
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9. The Committees shall resolve any issues raised by the parties, after providing each party
the opportunity to be heard on such matters.

10.In case a grievance is received against any of the members of the Central Grievance
committee, then the Vice Chancellor, Pro Vice Chancellor Academics and Advisor to

Chancellor shall conduct the enquiry and submit the report to the Chancellor.

While dealing with complaint, the committees will observe the law of natural justice.

It is important to point out here that while giving a decision on any grievance the relevant
provisions of Act/Regulations should be kept in mind and no decisions should be taken in

contradiction of the same.
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Grievance Redressal Policy — Faculty/Staff

I. POLICY STATEMENT

This Policy is intended to provide a fair, internal process for resolving disputes that arise
between faculty or academic staff members and administrators. The formal procedures described
in this Policy are intended to be used only when matters cannot be resolved informally. A faculty
or staff member who feels aggrieved should first seek an informal resolution at the department,

or school level before filing a formal grievance under this Policy.

Grievance Redressal Mechanism for faculty and staff of Sushant University (Erstwhile Ansal

University)

The Grievance Redressal cell at the University aims at developing a responsive and accountable

attitude amongst all stakeholders in order to maintain a harmonious atmosphere at the University.

The Grievance redressal cell is constituted for the redressal of the problems reported by the

faculty and staff of the University with the following objectives.

e Upholding the dignity of the university by ensuring a strife free atmosphere and
promoting cordial relationships.

® Encouraging faculty and staff to express their grievances fairly and freely without any
fear of being victimized.

e Advising faculty and staff to respect the rights and dignity of one another and show
restraint and patience whenever a rift or interpersonal issue arises.

® Advising faculty members to refrain from inciting students or other faculty and staff
members.

e Advising faculty member to refrain from vindictive action

I. DEFINITIONS
A. Grievance: A written complaint filed by a faculty or staff member alleging a violation of

University, college, department, or school, or policy or established practice.
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Faculty member: A person with a paid University appointment at the rank of professor, associate
professor, assistant professor, or instructor, including those with fixed-term and visiting status.

B. Staff: A full time non-teaching employee of the university including, library , registrar
office, examination office , laboratory staff and other administrative staff

C. Policy: A written statement of principles and procedures that govern the actions of faculty,
staff, and administrators, including written rules, bylaws, procedures, or standards.

D. Practice: Actions taken by the administrator within an administrative or academic unit
based on customs or standards in that unit that are usually unwritten but of longstanding
duration, and for whose existence the grievant can offer evidence.

E. Violation: A breach, misinterpretation, or misapplication of existing policy or established

practice.

III MECHANISM FOR REDRESSAL OF GRIEVANCES OF FACULTY AND STAFF

e The following two tier approach for grievance redressal is constituted at the university.

® SCHOOL LEVEL GREIVANCE COMMITTEE

ﬂ

e UNIVERSITY LEVEL GRIEVANCE COMMITTEE

COMPOSITION OF THE CENTRAL GREIVANCE REDRESSAL COMMITTEE

Pro- Vice Chancellor/Dean Academics (In chair)
Dean or Departmental Head

Senior Professor/s

oo NoR

Director HR

R
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IV SCOPE OF THE GRIEVANCE COMMITTEE

The committee shall deal with grievances received in writing about any of the following matter:
® Academic issues including course allocation workload, examinations, question paper
setting and moderation, webcam related issues, adherence to academic schedules ,
plagiarism
® Interpersonal Issues and Interpersonal conflicts

® General: Insubordination, violation of University schedules, impersonation, any other
form of malpractice.
Sexual Harassment: All complaints of sexual harassment shall be referred by the Central
Grievance committee to the University level Committee for Prevention of Sexual
Harassment.
Exclusions:

The Grievance Redressal Committee shall not entertain the following issues:

e Decisions of the academic council , board of studies and executive council

\4 GRIEVANCE PROCEDURE

A faculty or staff member may file a formal grievance that alleges a violation of University,

department, school, policy or established practice.

A faculty /staff member who feels aggrieved may discuss his/her complaint in a confidential

meeting with his head of department or dean.

To file a grievance, an individual faculty or staff member must submit a written, signed
statement (the "grievance") to the Central Grievance Committee or School level Grievance

committee. The grievance must contain the following information:

1. the specific policy or established practice that has allegedly been violated;

2. the date of the alleged violation and the date on which the grievant became
aware of the alleged violation;
3. the facts relevant to the alleged violation;

4. the person(s) against whom the grievance is filed and
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5. The redress sought.
The grievant must also submit any documents to the grievance.

VI The school level Grievance Committee or the Central Grievance

committee shall verify the following:

1. Whether the grievance has been filed in a timely fashion;

2. Whether the grievance adequately identifies the existing policies and/or established
practices alleged to have been violated
3. Whether the grievance contains a reasonably adequate statement of the facts relevant

to the complaint.

VII GRIEVANCE ENQUIRY: PROCEDURES

1. Enquiry shall be scheduled as expeditiously as possible and with due regard for the
schedule of both parties.

2. The chairman of the committee shall provide written notice of the time and place of the
enquiry, the names of panel and copies of any documents submitted by the parties and
deemed relevant, to each party at least three

3. (2) days before the hearing/meeting.

4. The enquiry meeting shall be conducted in good faith and must be completed within 7
calendar days unless the chairman determines that an extension of time is necessary.

5. Minutes of the enquiry shall be maintained. A party may request and obtain a copy
minutes.

6. The privacy of confidential records used in the enquiry shall be respected.

7. All parties may present their cases in person and may call witnesses on their behalf.

8. A party may elect not to appear, in which event the enquiry will be held in his or her
absence. Absence of a party shall not be prejudicial to the enquiry.

9. The grievant has the responsibility of proving that there has been a violation of policy or
established practice. The committee shall decide whether the preponderance of the

evidence supports the allegations made by the grievant.

»
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9. The Committees shall resolve any issues raised by the parties, after providing each party
the opportunity to be heard on such matters.

10. When an enquiry panel sustains an allegation made in a grievance, it shall recommend
appropriate redress consistent with existing policies, procedures, and practices.

1. In case a grievance is received against any of the members of the Central Grievance
committee, then the Vice Chancellor, Pro Vice Chancellor Academics and Advisor to
Chancellor shall conduct the enquiry and submit the report to the Chancellor.

While dealing with complaint, the committees will observe the law of natural justice.

It is important to point out here that while giving a decision on any grievance the relevant
provisions of Act/Regulations should be kept in mind and no decisions should be taken in

contradiction of the same.
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Grievance Redressal Policy — Faculty/Staff

I. POLICY STATEMENT

This Policy is intended to provide a fair, internal process for resolving disputes that arise
between faculty or academic staff members and administrators. The formal procedures described
in this Policy are intended to be used only when matters cannot be resolved informally. A faculty
or staff member who feels aggrieved should first seek an informal resolution at the department,
or school level before filing a formal grievance under this Policy.

Grievance Redressal Mechanism for facqltv and staff of Sushant University (Erstwhile Ansal

University)

The Grievance Redressal cell at the University aims at developing a responsive "and accountable
attitude amongst all stakeholders in order to maintain a harmonious atmosphere at the University.

The Grievance redressal cell is constituted for the redressal of the problems reported by the
faculty and staff of the University with the following objectives.

e Upholding the dignity of the university by ensuring a strife free atmosphere and
promoting cordial relationships.

e Encouraging facuity and staff to express their grievances fairly and freely without any
fear of being victimized.

® Advising faculty and staff to respect the rights and dignity of one another and show
restraint and patience whenever a rift or interpersonal issue arises.

® Advising faculty members to refrain from inciting students or other faculty and staff
members.

® Advising faculty member to refrain from vindictive action

|. DEFINITIONS

A. Grievance: A written complaint filed by a faculty or staff member alleging a violation of
University, college, department, or school, or policy or established practice.
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Faculty member: A person with a paid University appointment at the rank of professor,
associate professor, assistant professor, or instructor, including those with fixed-term and
visiting status.

Staff: A full time non-teaching employee of the university including, library , registrar
office, examination office , laboratory staff and other administrative staff

Policy: A written statement of principles and procedures that govern the actions of faculty,
staff, and administrators, including written rules, bylaws, procedures, or standards.
Practice: Actions taken by the administrator within an administrative or academic unit
based on customs or standards in that unit that are usually unwritten but of longstanding
duration, and for whose existence the grievant can offer evidence.

Violation; A breach, misinterpretation, or misapplication of existing policy or established
practice.

111 MECHANISM FOR REDRESSAL OF GRIEVANCES OF FACULTY AND STAFF

The following two tier approach for grievance redressal is constituted at the university.
SCHOOL LEVEL GREIVANCE COMMITTEE

UNIVERSITY LEVEL GRIEVANCE COMMITTEE

COMPOSITION OF THE SCHOOL LEVEL GRIEVANCE REDRESSAL COMMITTEE

The school level grievance committee shall have the following compositions

(1)

The school dean/principal/HOD (Chairman/chairperson)

(i1) 3 senior faculty as members

COMPOSITION OF THE CENTRAL GREIVANCE REDRESSAL COMMITTEE

Pro- Vice Chancellor/Dean Academics (In chair)
Dean or Departmental Head

Senior Professor/s

Director HR

pwon e
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IV SCOPE OF THE GRIEVANCE COMMITTEE

The committee shall deal with grievances received in writing about any of the following matter:

\%

Academic issues including course allocation workload, examinations, question paper
setting and moderation, webcam related issues, adherence to academic schedules ,
plagiarism

Interpersonal Issues and Interpersonal conflicts

General: Insubordination, violation of University schedules, impersonation, any other
form of malpractice.

Sexual Harassment: All complaints of sexual harassment shall be referred by the Central
Grievance committee to the University level Committee for Prevention of Sexual

Harassment.

Exclusions:
The Grievance Redressal Committee shall not entertain the following issues:

Decisions of the academic council , board of studies and executive council

GRIEVANCE PROCEDURE

A faculty or staff member may file a formal grievance that alleges a violation of University,
department, school, policy or established practice.

A faculty /staff member who feels aggrieved may discuss his/her complaint in a confidential
meeting with his head of department or dean.

To file a grievance, an individual faculty or staff member must submit a written, signed
statement (the "grievance") to the Central Grievance Committee or School level Grievance
committee. The grievance must contain the following information:

1.

the specific policy or established practice that has allegedly been violated;

2. the date of the alleged violation and the date on which the grievant became

aware of the alleged violation;
the facts relevant to the alleged violation;
the person(s) against whom the grievance is filed and
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5. The redress sought.
The grievant must also submit any documents to the grievance.

Vi The school level Grievance Committee or the Central Grievance
committee shall verify the following:

1. Whether the grievance has been filed in a timely fashion;

2. Whether the grievance adequately identifies the existing policies and/or established
practices alleged to have been violated

3. Whether the grievance contains a reasonably adequate statement of the facts relevant
to the complaint.

VII GRIEVANCE ENQUIRY: PROCEDURES

1. Enquiry shall be scheduled as expeditiously as possible and with due regard for the
schedule of both parties.

2. The chairman of the committee shall provide written notice of the time and place of the
enquiry, the names of panel and copies of any documents submitted by the parties and
deemed relevant, to each party at least three

(3) days before the hearing/meeting.

3. The enquiry meeting shall be conducted in good faith and must be completed within 7
calendar days unless the chairman determines that an extension of time is necessary.

4. Minutes of the enquiry shall be maintained. A party may request and obtain a copy
minutes.

5. The privacy of confidential records used in the enquiry shall be respected.

6. All parties may present their cases in person and may call witnesses on their behalf.

7. A party may elect not to appear, in which event the enquiry will be held in his or her
absence. Absence of a party shall not be prejudicial to the enquiry.

8. The grievant has the responsibility of proving that there has been a violation of policy or
established practice. The committee shall decide whether the preponderance of the
evidence supports the allegations made by the grievant.
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9. The Committees shall resolve any issues raised by the parties, after providing each party
the opportunity to be heard on such matters.

10. When an enquiry panel sustains an allegation made in a grievance, it shall recommend
appropriate redress consistent with existing policies, procedures, and practices.

11. In case a grievance is received against any of the members of the Central Grievance
committee, then the Vice Chancellor, Pro Vice Chancellor Academics and Advisor to
Chancellor shall conduct the enquiry and-submit the report to the Chancellor.

While dealing with complaint, the committees will observe the law of natural justice.

[t is important to point out here that while giving a decision on any grievance the relevant
provisions of Act/Regulations should be kept in mind and no decisions should be taken in
contradiction of the same.

Régistrar:
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Grievance Redressal Policy — Faculty/Staff

|. POLICY STATEMENT

This Policy is intended to provide a fair, internal process for resolving disputes that arise
between faculty or academic staff members and administrators. The formal procedures described
in this Policy are intended to be used only when matters cannot be resolved informally. A faculty
or staff member who feels aggrieved should first seek an informal resolution at the department,
or school level before filing a formal grievance under this Policy.

Grievance Redressal Mechanism for faculty and staff of Sushant University

The Grievance Redressal cell at the University aims at developing a responsive and accountable
attitude amongst all stakeholders in order to maintain a harmonious atmosphere at the University.

The Grievance redressal cell is constituted for the redressal of the problems reported by the
faculty and staff of the University with the following objectives.

e Upholding the dignity of the university by ensuring a strife free atmosphere and
promoting cordial relationships.

® Encouraging faculty and staff to express their grievances fairly and freely without any
fear of being victimized.

® Advising faculty and staff to respect the rights and dignity of one another and show
restraint and patience whenever a rift or interpersonal issue arises.

® Advising faculty members to refrain from inciting students or other faculty and staff
members.

® Adyvising faculty member to refrain from vindictive action

Il. DEFINITIONS

A. Grievance: A written complaint filed by a faculty or staff member alleging a violation of
University, college, department, or school, or policy or established practice.
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Faculty member: A person with a paid University appointment at the rank of professor, associate
professor, assistant professor, or instructor, including those with fixed-term and visiting status.

B. Staff: A full time non-teaching employee of the university including, library , registrar
office, examination office , laboratory staff and other administrative staff

C. Policy: A written statement of principles and procedures that govern the actions of faculty,
staff, and administrators, including written rules, bylaws, procedures, or standards.

D. Practice: Actions taken by the administrator within an administrative or academic unit
based on customs or standards in that unit that are usually unwritten but of longstanding
duration, and for whose existence the grievant can offer evidence.

E. Violation: A breach, misinterpretation, or misapplication of existing policy or established
practice.

III MECHANISM FOR REDRESSAL OF GRIEVANCES OF FACULTY AND STAFF

¢ The following two tier approach for grievance redressal is constituted at the university.
e SCHOOL LEVEL GREIVANCE COMMITTEE

ﬂ

e UNIVERSITY LEVEL GRIEVANCE COMMITTEE

COMPOSITION OF THE SCHOOL LEVEL GRIEVANCE REDRESSAL COMMITTEE

The school level grievance committee shall have the following compositions

(i) The school dean/principal/HOD (Chairman/chairperson)

(i) 3 senior faculty as members

COMPOSITION OF THE CENTRAL GREIVANCE REDRESSAL COMMITTEE

Pro- Vice Chancellor/Dean Academics (In chair)
Dean or Departmental Head
Senior Professor/s

Director HR

W N R
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IV SCOPE OF THE GRIEVANCE COMMITTEE

The committee shall deal with grievances received in writing about any of the following matter:

® Academic issues including course allocation workload, examinations, question paper
setting and moderation, webcam related issues, adherence to academic schedules |,
plagiarism

e [nterpersonal Issues and Interpersonal conflicts

e General: Insubordination, violation of University schedules, impersonation, any other
form of malpractice.
Sexual Harassment: All complaints of sexual harassment shall be referred by the Central
Grievance committee to the University level Committee for Prevention of Sexual
Harassment.
Exclusions:
The Grievance Redressal Committee shall not entertain the following issues:

e Decisions of the academic council , board of studies and executive council

\4 GRIEVANCE PROCEDURE

A faculty or staff member may file a formal grievance that alleges a violation of University,
department, school, policy or established practice.

A faculty /staff member who feels aggrieved may discuss his/her complaint in a confidential
meeting with his head of department or dean.

To file a grievance, an individual faculty or staff member must submit a written, signed
statement (the "grievance") to the Central Grievance Committee or School level Grievance
committee. The grievance must contain the following information:

1. the specific policy or established practice that has allegedly been violated;

2. the date of the alleged violation and the date on which the grievant became
aware of the alleged violation;

3. the facts relevant to the alleged violation;

4. the person(s) against whom the grievance is filed and

Sector 55, Golf Course Road, Gurugram, Haryana 122003, India T: +91-124- 4750400/501 F: +91-124-4116411
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5. The redress sought.
The grievant must also submit any documents to the grievance.

VI The school Ilevel Grievance Committee or the Central Grievance
committee shall verify the following:

1. Whether the grievance has been filed in a timely fashion;

2. Whether the grievance adequately identifies the existing policies and/or established
practices alleged to have been violated

3. Whether the grievance contains a reasonably adequate statement of the facts relevant
to the complaint.

VII GRIEVANCE ENQUIRY: PROCEDURES

1. Enquiry shall be scheduled as expeditiously as possible and with due regard for the
schedule of both parties.

2. The chairman of the committee shall provide written notice of the time and place of the
enquiry, the names of panel and copies of any documents submitted by the parties and
deemed relevant, to each party at least three
(3) days before the hearing/meeting.

3. The enquiry meeting shall be conducted in good faith and must be completed within 7
calendar days unless the chairman determines that an extension of time is necessary.

4. Minutes of the enquiry shall be maintained. A party may request and obtain a copy
minutes.

5. The privacy of confidential records used in the enquiry shall be respected.

6. All parties may present their cases in person and may call witnesses on their behalf.
7. A party may elect not to appear, in which event the enquiry will be held in his or her
absence. Absence of a party shall not be prejudicial to the enquiry.

8. The grievant has the responsibility of proving that there has been a violation of policy or
established practice. The committee shall decide whether the preponderance of the
evidence supports the allegations made by the grievant.
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9. The Committees shall resolve any issues raised by the parties, after providing each party
the opportunity to be heard on such matters.

10. When an enquiry panel sustains an allegation made in a grievance, it shall recommend
appropriate redress consistent with existing policies, procedures, and practices.

11. In case a grievance is received against any of the members of the Central Grievance
committee, then the Vice Chancellor, Pro Vice Chancellor Academics and Advisor to
Chancellor shall conduct the enquiry and submit the report to the Chancellor.

While dealing with complaint, the committees will observe the law of natural justice.

It is important to point out here that while giving a decision on any grievance the relevant
provisions of Act/Regulations should be kept in mind and no decisions should be taken in
contradiction of the same.

e
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Grievance Redressal Policy — Faculty/Staff

I. POLICY STATEMENT

This Policy is intended to provide a fair, internal process for resolving disputes that arise
between faculty or academic staff members and administrators. The formal procedures described
in this Policy are intended to be used only when matters cannot be resolved informally. A faculty
or staff member who feels aggrieved should first seek an informal resolution at the department,
or school level before filing a formal grievance under this Policy.

Grievance Redressal Mechanism for faculty and staff of Sushant University

The Grievance Redressal cell at the University aims at developing a responsive and accountable
attitude amongst all stakeholders in order to maintain a harmonious atmosphere at the University.

The Grievance redressal cell is constituted for the redressal of the problems reported by the
faculty and staff of the University with the following objectives.

e Upholding the dignity of the university by ensuring a strife free atmosphere and
promoting cordial relationships.

e Encouraging faculty and staff to express their grievances fairly and freely without any
fear of being victimized.

e Advising faculty and staff to respect the rights and dignity of one another and show
restraint and patience whenever a rift or interpersonal issue arises.

e Advising faculty members to refrain from inciting students or other faculty and staff
members.

e Advising faculty member to refrain from vindictive action

Il. DEFINITIONS

A. Grievance: A written complaint filed by a faculty or staff member alleging a violation of
University, college, department, or school, or policy or established practice.
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B. Faculty member: A person with a paid University appointment at the rank of professor,
associate professor, assistant professor, or instructor, including those with fixed-term and
visiting status.

C. Staff: A full time non-teaching employee of the university including, library , registrar
office, examination office , laboratory staff and other administrative staff

D. Policy: A written statement of principles and procedures that govern the actions of faculty,
staff, and administrators, including written rules, bylaws, procedures, or standards.

E. Practice: Actions taken by the administrator within an administrative or academic unit
based on customs or standards in that unit that are usually unwritten but of longstanding
duration, and for whose existence the grievant can offer evidence.

F. Violation: A breach, misinterpretation, or misapplication of existing policy or established
practice.

IIT MECHANISM FOR REDRESSAL OF GRIEVANCES OF FACULTY AND STAFF

® The following two tier approach for grievance redressal is constituted at the university.
e SCHOOL LEVEL GREIVANCE COMMITTEE

e UNIVERSITY LEVEL GRIEVANCE COMMITTEE

COMPOSITION OF THE SCHOOL LEVEL GRIEVANCE REDRESSAL COMMITTEE
The school level grievance committee shall have the following compositions

(i) The school dean/principal/HOD (Chairman/chairperson)
(1) 3 senior faculty as members

COMPOSITION OF THE CENTRAL GREIVANCE REDRESSAL COMMITTEE

Pro- Vice Chancellor/Dean Academics (In chair)
Dean or Departmental Head

Senior Professor/s

Director HR

PwNne
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IV SCOPE OF THE GRIEVANCE COMMITTEE

The committee shall deal with grievances received in writing about any of the following matter:

e Academic issues including course allocation workload, examinations, question paper
setting and moderation, webcam related issues, adherence to academic schedules .
plagiarism

e Interpersonal Issues and Interpersonal conflicts

® General: Insubordination, violation of University schedules, impersonation, any other
form of malpractice.
Sexual Harassment: All complaints of sexual harassment shall be referred by the Central
Grievance committee to the University level Committee for Prevention of Sexual
Harassment.
Exclusions:
The Grievance Redressal Committee shall not entertain the following issues:

e Decisions of the academic council , board of studies and executive council

\4 GRIEVANCE PROCEDURE

A faculty or staff member may file a formal grievance that alleges a violation of University,
department, school, policy or established practice.

A faculty /staff member who feels aggrieved may discuss his’her complaint in a confidential
meeting with his head of department or dean.

To file a grievance, an individual faculty or staff member must submit a written, signed
statement (the "grievance") to the Central Grievance Committee or School level Grievance
committee. The grievance must contain the following information:

1. the specific policy or established practice that has allegedly been violated,

2. the date of the alleged violation and the date on which the grievant became
aware of the alleged violation;

3. the facts relevant to the alleged violation;

4. the person(s) against whom the grievance is filed and
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5. The redress sought.
The grievant must also submit any documents to the grievance.

VI The school level Grievance Committee or the Central Grievance
committee shall verify the following:

Whether the grievance has been filed in a timely fashion;

2. Whether the grievance adequately identifies the existing policies and/or established
practices alleged to have been violated

3. Whether the grievance contains a reasonably adequate statement of the facts relevant
to the complaint.

VII GRIEVANCE ENQUIRY: PROCEDURES

1. Enquiry shall be scheduled as expeditiously as possible and with due regard for the
schedule of both parties.

2. The chairman of the committee shall provide written notice of the time and place of the
enquiry, the names of panel and copies of any documents submitted by the parties and
deemed relevant, to each party at least three

(3) days before the hearing/meeting.

3. The enquiry meeting shall be conducted in good faith and must be completed within 7
calendar days unless the chairman determines that an extension of time is necessary.

4. Minutes of the enquiry shall be maintained. A party may request and obtain a copy
minutes.

5. The privacy of confidential records used in the enquiry shall be respected.
All parties may present their cases in person and may call witnesses on their behalf.

7. A party may elect not to appear, in which event the enquiry will be held in his or her
absence. Absence of a party shall not be prejudicial to the enquiry.

8. The grievant has the responsibility of proving that there has been a violation of policy or
established practice. The committee shall decide whether the preponderance of the
evidence supports the allegations made by the grievant.
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9. The Committees shall resolve any issues raised by the parties, after providing each party
the opportunity to be heard on such matters.

10. When an enquiry panel sustains an allegation made in a grievance, it shall recommend
appropriate redress consistent with existing policies, procedures, and practices.

11. In case a grievance is received against any of the members of the Central Grievance
committee, then the Vice Chancellor, Pro Vice Chancellor Academics and Advisor to
Chancellor shall conduct the enquiry and submit the report to the Chancellor.

While dealing with complaint, the committees will observe the law of natural justice.

It is important to point out here that while giving a decision on any grievance the relevant
provisions of Act/Regulations should be kept in mind and no decisions should be taken in
contradiction of the same.

7
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1. CODE OF CONDUCT
2.1 Application

The provisions contained in this schedule shall apply, without exception, to all
employees of the University whether, ad-hoc temporary, contractual, part time,
probationary or permanent. All employees shall be governed by the code of cbnduc_‘t,
as specified therein and every employee, without exception shall be liable to strict
"disciplinary action, including suspension and or termination for the breach of any
provision(s) of the code of conduct.

The Vice-Chancellor shall initiate disciplinary proceedings for non-compliance of the
code of conduct/ service regulations/ leave rules or any other regulations of the
University that may be in force from time to time by any employee and shall' have
the power to appoint an enquiry officer(s) to conduct an inquiry into the charges
against such an employee. In exceptional circumstances the Vice-Chancellor can be
empowered to make his own opinion without appointing an enquiry committee and
initiate action against the employee.

The Vice Chancellor by a resolution passed by the sponsoring body will be
authorised to administer and control all the matters relating to implementation of
these service & leave regulations in adherence to-all applicable laws, prevailing from
time to and as may be applicable to the University.

2.2 General:

i. Every employee shall at all times maintain absolute integrity and commitment:
to duty, honesty and impartial in his/her official dealings.

ii.  The University expects all employees to display courtesy in his/her dealings
with other members of the staff, students and members of the public.

iii. Unless otherwise stated specifically in the terms of appointment, every
employee is a full time employee of the University, and may be called upon to
perform such duties as may be assigned to him/her by the Vice-Chancellor or
his/her higher officer, beyond scheduled working hours and on closed holidays
and Sundays. These duties ‘inter alia shall include attendance at meetings of
committees to which he/she may be appointed by the University.

iv.  An employee shall be required to observe the schedule hours of work, as may
be notified from time to time, during which he/she must be present at the

ATUNIDN place of his/her duty. Unless otherwise stated, all employees of the University

571 Ve are required to work effectively for at least 40 hours per week. Working hours

\i) for the employees associated with the essential services will be 48 hours per

4 / week. The lunch break will be only for 30 minutes during the day as per the

LS time schedule conducive to the various departments of the University and as

determined by the HOD of the concerned department.

V. Except for valid reasons and/or unforeseen contingencies no employee shall
absent himself/ herself from duty without prior permission of the designated
authority, the just explanations not limited to the Documentary evidences of

/
\




vi.

vii.

viii.

xi.

Xii.

Xiv.
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such contingencies can be asked by the authorities and permission may be
declined for such absenteeism. Failing to provide the explanations such
absenteeism shall be treated as LWP, Absenteeism beyond 3 days without
Notice shall be treated as absconding and a legal action may be initiated.

No employee shall leave station (Delhi/ Gurugram) except with the prior
permission of ‘the Vice-Chancellor or his functional head or designated
authority, even during leave or vacation.

Whenever leaving the station, an employee shall inform the Vice-Chancellor or
his functional head or designated authority to which he/she is attached, the
address where he/she would be available during the period of his/her absence
from station.

All employees are expected to behave according to the ideals of national
integration showing love, concern, respect to all without any discrimination:
whatsoever of gender, caste, creed or community, Any act or speech against
this rule will be considered a serious breach of discipline and will invite strict
disciplinary action including suspension and/or termination from service.

Any association, active or passive —by any employee with any unlawful
organization is strictly forbidden. B

Consumption or distribution of alcohol/ drugs/prohibited substance, by an
employee within the University’s premises is prohibited.

Possession or carrying of any kind of arms and ammunition or weapon of
assault by an employee, within the University’s premises, is strictly prohibited.

All correspondence addressed to an employee or by him/her on behalf of the
University or by the University including press and other such copies of
correspondence, all vouchers, books including all note books containing all
notes or records or prices or other data and apparatus, samples and/or other
goods belonging to the University, circulars and all other papers and document
of any nature whatsoever, relating to the University’s affairs which shall come
into his/ her possession in the course of his/ her employment shall be the
absolute property of the University and he/she shall, at any time, during
service or termination thereof or upon his/ her leaving the services of the
University hand-over the same to the University without demand or claim
thereof.

All appointment done by the University shall be treated as private service
contracts and will be dealt with the law of contract and equity. No specific
performance of the private service contract will be enforced by the employees
and by having accepted the terms and conditions of the service contract the
employees deemed to have understood this provision hence barred in seeking
reinstatement of service through legal recourse, in case of termination of

£l

services.

NO FACULTY MEMBER (TEACHER) SHALL: -
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Knowingly or willfully neglect
his/her duties.
Propagate  through his/her

teaching lesson or otherwise, a
communal or ‘sectarian outlook,

_or incite or allow any student to

inddlge in communal or sectarian
activities.

Discriminate against any student
or any other person on grounds of
caste, creed, gender, language,
place of origin, social and cultural
background etc.

Indulge in or encourage, any form
of malpractice connected with
the examination or any other
activity of the University.

While being present at the
University, absent himself/ herself
from classes except-with the prior
permission of the Vice-Chancellor
or his/her functional head or
designated authority to which
he/she is attached, from class
which he/she is required to
attend.

Provided that where such
absence without leave or without
the " prior permission of the
Vice-Chancellor or his /her
functional head and in his/her
absence, the designated authority
to which he/she is attached, is
due to reasons beyond the’
control of the teacher, it shall not
be deemed ta be a breach of
discipline and or the code of
conduct, if on return to duty, the
teacher has applied for and
obtained, ex post facto, the
necessary sanction for the leave
availed.
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® Accept or give private tuition to
any student of the University or
any other person without the
written  permission of the
Vice-Chancellor.

® Prepare or publish any book(s)
commonly known as guidés, or
assist, in their publication other
than under authority of the
University, obtained through the
Vice-Chancellor.

e Enter into  any  monetary
transactions with any student or
parent. Accept or permit any
member of his/her family or any
other person acting on his/her
behalf to accept any gift or
receive advantage from any
student, parent or any person(s)
with whom he/she has come into
contact by virtue of his/her being
in the employment of the
University.

NOTE:

® A casual meal, gift or other social
hospitality of a casual nature shall
not be considered as a gift.

® On occasions such as weddings,
anniversaries, funerals or religious
functions when the making of a
gift is in conformity with the
prevailing religious = or " social
customs, a teacher may accept a

23T UNIDN gift from students/ parents if the
TN value thereof is not unreasonably
¢ 5‘ \ high.
<\ ; .
. '\\J ® Besides academic problems,
\\/ teachers are expected to solve

personal and behavioral problems
of student (s) as well. If in any
event a student does not show
any improvement despite
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counseling and, if the teacher is.
convinced that the student needs
special help, he/ she must
immediately bring this fact to the
notice of the Vice-Chancellor
/course coordinator/Dean/
designated authority.

e A teacher shall not be
unreasonable in his/her demands
from a student and should avoid
any favoritism. Whilst the teacher
may be firm and consistent with '
his/ her student(s), every teacher
must remember that student(s)
have their self respect and must
not be subjected to any threat,
ridicule, sarcasm, or unreasonable
punishment.

Every employee shall: -

e Be punctual -and adhere to
attendance norms specified from
time to time. Abide by  the
Regulations of the University and
also show due respect to his/her
higher authority.

e All the full time regular staff or
staff appointed on contract
irrespective of the period of
appointment shall have to
register - their daily attendance
through bio-metric attendance
sensors installed in the campus of
the ‘institution. The monthly

X salary will be processed based on

' the attendance data generated by

‘\\ ,) / the bio metric system. The

N N 7/ - detailed guidelines which may be
L, G amended time to time are

appended with these service

regulations as Annex. - I.

e Be responsible for the discipline
of students even outside the
classrooms on the premises of the
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University. Since supervision
during the break or off time is
vital for the protection of the
property of the University
employees may, from time to
time, be allotted such duties to
maintain discipline and
orderliness at the University.

e Be responsible for the proper
care, operation and maintenance
of all equipment and machinery,
aids, furniture and fixture and
sports equipment etc. under their
care. The appropriate authority
should immediately be informed
of any damage caused or any
repairs/ replacements that may
be required.

® Ensure that no student(s) indulges
in ragging, canvassing and/or
cause harassment of any kind to
other student(s) by whatsoever
name called as it is strictly
prohibited under law.

e Not through any action  or

. omission or any form of speech
etc. disturb or vitiate, in any
manner whatsoever, the peace,
dignity and harmony of the
University.
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Employee Hand Book
SERVICE REGULATION, LEAVE RULES & Travel Policy

(Under Section 34 of Haryana State Private Universities Act 2006)

Extracted from the
“SERVICE REGULATION & LEAVE RULES”

To Be referred along with the amendments annexed herewith based on the
changes approved in the Statutory body meetings and accordingly incorporated in
the revised Employee Hand Book.

otnnt URiversity

_ o
\ll\ GER Sl
\ nd v’ A,
,

Sushant University Service Regulations

|



Sushant
University

PART -

SERVICE REGULATIONS

In_these Requlations, unless the context otherwise requires, all Definitions specified in the act, the
es and Ordin hall also appl

SERVICE REGULATIONS o W/
1. SHORT TITLE =

1.1 These REGULATIONS shall be called the “SUSHANT UNIVERSITY SERVICE REGULATIONS”.
These REGULATIONS shall apply to all employees, whether ad-hoc, temporary, part time,
contractual or permanent, in the service of the SUSHANT University

1.2 The Board of Management herein after called “BOM” with the approval of the Governing
Body, reserves the exclusive right, at any time hereafter and without notice, to amend,

2
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alter, modify, add or delete any provision to all or any of these service regulations, from
time to time and, to bring such amendments, alterations, modifications, additions,
deletions into effect from a date to be notified by the “BOM”.

Such amendments, alterations, modifications, additions, deletions if any, shall become binding on
all the employees covered by these service regulations from the date of their notification

by the University.

The Chancellor of the University or the person empowered by the Chancellor shall have the
exclusive power to clarify any issue or to remove any doubt relating to these “service
regulations” and or its implemeritation.

1.3  Definitions
In these rules, unless there is anything repugnant to the subject or context:

a. “CCT” means “CHARANJIV CHARITABLE TRUST” hereinafter called ‘CCT’ which is
responsible for the establishment and management of the SUSHANT University, as

sponsoring body.

b. The “University” means SUSHANT University, hereinafter called “SU” established by
the CCT under the Haryana Private Universities Act, 2006 and the Haryana Private
Universities (Amendment) Act, 2012 and also implies the authorities of the University
and the Management.

“Employee” includes all employees, in whole or part time employment of the
University, whether such employment is probationary, adhoc, temporary, regular or

0

contractual.
d. “Sponsoring Body” means Chiranjiv Charitable Trust.

e. “Governing Body” means governing body of the university constituted in
consonance with the act and statues.

f. “Board of Management” means board of management of the university constituted
in consonance with the act and statues.

g. “Members of the family” in relation to an employee includes:-

i.  The spouse, child or step child of such employee residing with and
dependent on him/ her and

ii.  Any other person related, whether by blood or by marriage to the employee
P ] \\\ or to such employee’s wife or husband and wholly dependent on such
2 A University employee, but does not include a wife or husband legally
,j separated from the employee or child or step child who is no longer in any
way dependent upon him or her, or whose custody the employee has been

deprived of by law.

h. “Service” means service with the University.

Sushant University Service Regulation:
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i. “Management” means management of the sponsoring body i.e. Chiranjiv Charitable
trust and inter-alia signifies the authorities of the university also unless the context

requires otherwise.
j. The “BOM” means the Board of Management of SUSHANT University

k. The “Vice-Chancellor means the persons appointed b'y Chancellor of the University,
who shall be the principle academic and executive officer/executive head of the
University and who shall be responsible for the proper and efficient administration of
the University in accordance with the rules and guidelines laid down in this respect by
the act and statutes for the imparting of instruction and maintenance of discipline
therein.and compliances of all applicable laws.

I "Registrar" means Registrar of the SUSHANT University, who shall be the member
Secretary to the authorities of the University established as per the act of 2006 and
also shall be the signing authority and custodian of the records of the university

m. “Chancellor” means Chancellor of the University.
n. “Chairman” means the chairman of the Chiranjiv Charitable trust

0. “Pay” means the monthly pay (excluding allowances and reimbursements) including
increments drawn by the employee from time to time.

p. “An emolument” means the total amount including pay and allowances drawn by the
employee from time to time.

q. “Temporary employee” means an employee appointed on probation and who has not
been confirmed in his post. It includes a person whose period of probation has been
extended for any reason.

r. “Leave” means various kinds of leave as detailed in the Leave Rules at Part-ll of these

regulations.

s. “Probationary employee” means an employee appointed on probation and who has
not been confirmed in his post. It includes a person whose period of probation has
been extended for any reason.

t. “Regular employee” means an employee, who upon satisfactory completion of his
period of probation, has been confirmed in his employment by a written order.

2. CODE OF CONDUCT

2.1  Application

The provisions contained in this schedule shall apply, without exception, to all
e employees of the University whether, ad-hoc temporary, contractual, part time,
»\\ . probationary or regular. All employees shall be governed by the code of conduct, as

‘ —%pecified therein and every employee, without exception shall be liable to strict
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disciplinary action, including suspension and or termination for the breach of any
provision(s) of the code of conduct.

The Vice-Chancellor shall initiate disciplinary proceedings for non compliance of the
code of conduct/ service regulations/ leave rules or any other regulations of the
Uni\;ersity that may be in force from time to time by any employee and shall have the
power to appoint an enquiry officer(s) to conduct an inquiry into the charges against
such an employee. In exceptional circumstances the Vice-Chancellor can be empowered
to make his own opinion without appointing an enquiry committee and initiate action
against the employee.

The Vice Chancellor by a resolution passed by the sponsoring body will be authorised to
administer and control all the matters relating to implementation of these service &
leave regulations in adherence to all applicable laws, prevailing from time to and as may
be applicable to the University.

2.2  General:

i Every employee shall at all times maintain absolute integrity and
commitment to duty, honesty and impartial in his/her official dealings.

ii.  The University expects all employees to display courtesy in his/her dealings
with other members of the staff, students and members of the public.

iii. Unless otherwise stated specifically in the terms of appointment, every
employee is a whole time employee of the University, and may be called
upon to perform such duties as may be assigned to him/her by the
Vice-Chancellor or his/her higher officer, beyond scheduled working hours
and on closed holidays and Sundays.  These duties inter alia shall include
attendance at meetings of committees to which he/she may be appointed
by the University.

iv. An employee shall be required to observe the schedule hours of work, as
may be notified from time to time, during which he/she must be present at
the place of his/her duty. Unless otherwise stated, all employees of the
University are required to work effectively for at least 40 hours per week.
Working hours for the employees associated with the essential services will
be 48 hours per week. The lunch break will be only for 30 minutes during
the day as per the time schedule conducive to the various departments of
the University and as determined by the HOD of the concerned department.

absent himself/ herself from duty without prior permission of the

> NOp\ v Except for valid reasons and/or unforeseen contingencies no employee shall
’5
designated authority.
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vi.  No employee shall leave station (Delhi/ Gurgaon) except with the prior
permission of the Vice-Chancellor or his functional head or designated
authority, even during leave or vacation.

vii.  Whenever leaving the station, an employee shall inform the Vice-Chancellor
or his functional head or designated authority to which he/she is attached,
the address where he/she would be available during the period of his/her
absence from station.

vii.  All employees are expected to behave according to the ideals of national
integration showing love, concern, respect to all without any discrimination
whatsoever of gender, caste, creed or community. Any act or speech against
this rule will be considered a serious breach of discipline and will invite strict
disciplinary action including suspension and/or termination from service.

iX.  Any association, active or passive by any employee with any unlawful
organization is strictly forbidden.

X.  Consumption or distribution of alcohol/ drugs/prohibited substance, by an
employee within the University’s premises is prohibited.

Xi. Possession or carrying of any kind of arms and ammunition or weapon of
assault by an employee, within the University’s premises, is strictly
prohibited.

xii.  All correspondence addressed to an employee or by him/her on behalf of

the University or by the University including press and other such copies of
correspondence, all vouchers, books including all note books containing all
notes or records or prices or other data and apparatus, sampleé and/or
other goods belonging to the University, circulars and all other papers and
document of any nature whatsoever, relating to the University’s affairs
which shall come into his/ her possession in the course of his/ her
employment shall be the absolute property of the University and he/she
shall, at any time, during service or termination thereof or upon his/ her
leaving the services of the University hand-over the same to the University
without demand or claim thereof.

xiii.  All appointment done by the University shall be treated as private service

contracts and will be dealt with the law of contract and equity. No specific

AEUNT : performance of the private service contract will be enforced by the
iR N \ employees and by having accepted the terms and conditions of the service
) contract the employees deemed to have understood this provision hence

\ ( /Ad, barred in seeking reinstatement of service through legal recourse, in case of
O A4S termination of services.

&g o

R
/:

xiv. NO FACULTY MEMBER (TEACHER) SHALL:-
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e Knowingly or willfully neglect his/her
duties.

® Propagate through his/her teaching
lesson or otherwise, a communal or
sectarian outlook, or incite or allow
any student to indulge in communal
or sectarian activities,

e Discriminate against any student or
any other person on grounds of caste,
creed, gender, language, place of
origin, social and cultural background
etc.

e Indulge in or encourage, any form of
malpractice connected with the
examination or any other activity of
the University.

e While being present at the University,
absent himself/ herself from classes
except with the prior permission of
the Vice-Chancellor or his/her
functional head or designated
authority to which he/she is attached,
from class which he/she is required to
attend.

e Provided that where such absence
without leave or without the prior
permission of the Vice-Chancellor or
his /her functional head and in
his/her absence, the designated
authority to which he/she is attached,
is due to reasons beyond the control
of the teacher, it shall not be deemed
to be a breach of discipline and or the
code of conduct, if on return to duty,

, ) the teacher has applied for and

5 , Wl obtained, ex post facto, the necessary

/ ) sanction for the leave availed.

S ® Accept or give private tuition to any
Lo student of the University or any other
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person  without the  written
permission of the Vice-Chancellor.

e Prepare or publish any book(s)
commonly known as guides, or assist,
in their publication other than under
authority of the University, obtained
through the Vice-Chancellor.

e Enter into any monetary transactions
with any student or parent. Accept or
permit any member of his/her family
or any other person acting on his/her
behalf to accept any gift or receive
advantage from any student, parent
or any person(s) with whom he/she
has come into contact by virtue of
his/her being in the employment of
the University.

NOTE:

® A casual meal, gift or other social
hospitality of a casual nature shall not
be considered as a gift.

® On occasions such as weddings,
anniversaries, funerals or religious
functions when the making of a gift is
in conformity with the prevailing
religious or social customs, a teacher
may accept a gift from students/
parents if the value thereof is not
unreasonably high.

e Besides academic problems, teachers
are expected to solve personal and
behavioral problems of student (s) as
well. If in any event a student does
not show any improvement despite

: "j)' counseling and, if the teacher is
“ ’ convinced that the student needs
— special help, he/ she must
b= ‘immediately bring this fact to the

notice of the Vice-Chancellor /course
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coordinator/Dean/ designated
authority.

® A teacher shall not be unreasonable
in his/her demands from a student
and should avoid any favoritism.
Whilst the teacher may be firm and
consistent with his/ her student(s),
every teacher must remember that
student(s) have their self respect and
must not be subjected to any threat,
ridicule, sarcasm, or unreasonable
punishment.

Every employee shall: -

® Be punctual and adhere  to
attendance norms specified from
time to time. Abide by the
Regulations of the University and also
show due respect to his/her higher
authority.

@ All the full time regular staff or staff
appointed on contract irrespective of
the period of appointment shall have
to register their daily attendance
through bio-metric  attendance
sensors installed in the campus of the
institution. The monthly salary will be
processed based on the attendance
data generated by the bio metric
system. The detailed guidelines which
may be amended time to time are
appended with these service:
regulations as Annex. - I.

® Be responsible for the discipline of
' students even outside the classrooms
} on the premises of the University.

\ Jx/ Since supervision during the break or
L et % off time is vital for the protection of
== the property of the University

employees may, from time to time,
be allotted such duties to maintain

9
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discipline and orderliness at the
University.

® Be responsible for the proper care,
operation and maintenance of all
equipment and machinery, aids,
furniture and fixture and sports
equipment etc. under their care. The
appropriate authority should
immediately be informed of any
damage caused or any repairs/
replacements that may be required.

® Ensure that no studeht(s) indulges in
ragging, canvassing and/or cause
harassment of any kind to other
student(s) by whatsoever name called
as it is strictly prohibited under law.

e Not through any action or omission
or any form of speech etc. disturb or
vitiate, in any manner whatsoever,
the peace, dignity and harmony of
the University.

3.  TAKING PART IN POLITICS AND ELECTION

3.1 No employee shall take part in politics or be associated with any party or organization

which takes part in political activity.
3.2 No employee shall canvas or otherwise interfere or use his influence in connection with or

take part in any election to a legislative body or local authority.

Provided that an employee of the University qualified to vote at such election may exercise his
right to vote but where he does - so, he shall give no indication of the manner in which

he proposes to vote or has voted.

4. CONNECTION WITH PRESS OR RADIO OR PATENTS

4.1  No employee shall, except with the prior sanction of the Vice-Chancellor own wholly or in
part, or conduct or participate in the editing or managing of any newspaper or other
periodical publications.

4.2 No employee shall, except with the prior sanction of the Vice-Chancellor or any other
authority empowered by him/ her in this behalf, or in the bona-fide discharge of his/her
duties, participate in a radio broadcast or contribute any article or write any letter either
anonymously or in his/her own name or in the name of any other QEFSUH‘SO\ any
newspaper or periodical. sy, \
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Provided that no such sanction shall be required if such broadcast or such contribution is of a
purely literary, artistic or scientific character.

NOTE:

Members of the staff are at liberty however, without any sanction, to publish their original
scientific works in journals of repute in India and abroad. However, in case of any
financial implication involving the University in publishing the work, prior sanction of the
Vice-Chancellor will be necessary.

Such articles must be strictly confined to purely scientific subjects and should not touch upon
administrative matters related to the University. They shall be free from all political

leanings.

Publications of articles relating to India’s boundary areas and the tribal population in such areas is
prohibited without prior permission of the Vice-Chancellor and if hecessary, the
Government of India.

4.3 If during the term of his/ her employment, an employee shall make any inventions or
improvements relating to the manufacture of any materials or products, all rights in
respect of such invention or improvement shall belong to the University, and he/she will, if
required, at the cost of the University cause such inventions or improvements to be
patented in such countries as the University may desire and shall when required to do
concur in all things necessary to cause or procure any patent or patents so obtained, to be
vested in the University.

5.  CRITICISM OF THE UNIVERSITY:

No employee shall, in any radio broadcast or in any document published anonymously or in his/ her own
name or in the name of any other person or in any: communication to the press or in any public

utterance, make any statement of fact or opinion:

5.1 Which has the effect of any adverse criticism of any. current or recent policy or action of
the University; or -

5.2 Which is capable of embarrassing the relations between the University and the Central
Government or any.State Government including any of their agencies or any other
institution or Organization or members of the public.

Provided that nothing in this paragraph shall apply to any statements made or view expressed by
an employee in his/ her official capacity or in the due performance of duties assigned to

him/her.,
6. EVIDENCE BEFORE COMMITTEE OR ANY OTHER AUTHORITY:

6.1 No employee shall, except with the prior sanction of the Vice-Chancellor, give evidence in
connection with any inquiry conducted by any person, committee or authority.

/ & 1
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6.2 Where any sanction has been accorded, no employee giving such evidence shall criticize
the policy or any action of the University or the Central Government or any State
Government or their respective agencies. Nothing in this paragraph shall apply to:-

a. Evidence given at any inquiry before any authority appointed by the University by
Parliament or by a State Legislature; or

b. Evidence given in any judicial enquiry; or

¢. Evidence given in any departmental enquiry ordered by the Vice-Chancellor of the
University.

7.  UNAUTHORIZED COMMUNICATION OF INFORMATION:

7.1 No employee shall, except in accordance with any general or special order of the
Vice-Chancellor or in the perforrhance in good faith of the duties assigned to him/ her,
communicate, directly or indirectly any official document or information to any person to
whom he/she is not authorized to communicate such document or information.

7.2 During the term of his/ her employment with the University, or at any time thereafter, an
employee shall not use or disclose to the other society, firm, organization or person any
information concerning the secrets, activities or affairs of the University, nor countenance
any act prejudicial to the interest of the University.

7.3 By virtue of his/ her assighment with the University, an employee may acquire technical
knowhow and gain access to secrets relating to the University’s activities. It is, distinctly
understood that in the event of his/ her relinquishing his/her employment with the
University, he/she will under no circumstances divulge the technical knowhow and secrets
of the University or uses these in any manner detrimental to the University. In the event
of an employee violating this condition, the University'will_be entitled to claim damages at
his /her cost and take any action as it may deem fit against him/her.

8. PRIVATE TRADE EMPLOYMENT

No employee shall, except with the permission of the Vice Chancellor /Management/BOM engage directly
or indirectly in any trade or business or any private tuition or undertake any employment outside
his/her official assignments.

Provided that the above restrictions shall not apply to academic work and consultative practice undertaken
with the permission of the Vice-Chancellor which may be given subject, to as regards acceptance
of remuneration, as may be laid down by the University from time to time.

9. INVESTMENTS, LENDING AND BORROWING:

9.1 No employee makes or permits his/her spouse or any member of his/ her family to make
any investment likely to embarrass or influence him / her in the discharge of his /her
official duties. In case the employee comes to know of any such interest, he/she shall

/e ~
f

promptly bring it to the notice of the Vice-Chancellor in writing.
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9.2 No employee shall lend money at interest to any person or shall he/she borrow money
from any person with whom he/she is likely to have official dealings of any kind

whatsoever
10. INSOLVENCY, HABITUAL INDEBTEDNESS AND CRIMINAL PROCEEDINGS

10.1 An employee shall so manage his/her private affairs as to avoid habitual indebtedness or
insolvency. When an employee is found liable to be arrested for debt he/she may be
liable for dismissal. An employee who becomes the subject of legal proceedings for
insolvency shall forthwith report full facts to the University. '

10.2 An employee who gets involved in some criminal proceedings shall immediately inform
the Vice-Chancellor through the Head of Department to which he/she is attached,
irrespective of the fact whether he / she has been released on bail or not.

10.3 An employee who is detained in police custody whether on criminal charge or otherwise
for a period longer than 8 hours shall not join his/her duties at the University unless
he/she has obtained written permission to that effect from the Vice-Chancellor of the

University.
11. VINDICATION OF ACTS AND CHARACTER OF EMPLOYEES
No employee shall, except with the prior sanction of the Vice-Chancellor, take recourse to any court of law

or to the press for the vindication of any act, which has been the subject matter of adverse
criticism or an attack of defamatory character.

Provided nothing in this rule, shall be deemed to prohibit an employee, from vindicating his private
character or any act done by him/ her in his/her private capacity.

12. REPRESENTATIONS

Whenever an employee wishes to put forth any claim, or seeks redress of any grievances or of any wrong
done to him/ her, he/she must forward his/her case through proper channel, and shall not forward
such advance copies of his/ her application to any higher authority, unless the lower authority has
rejected the claim, or refused relief, or the disposal of the matter is delayed by more than three

months.
13. JURISDICTION

Dispute(s) if any, arising out of these Service regulations or any other regulations that may be in force from
time to time or the terms of employment of any employee shall be subject to the jurisdiction of

Gurgaon Courts only.

14. IDENTIFICATION

It shall be mandatory for every employee of the University to carry on his/her personal identity card or any
other mark of identification, as may be prescribed by the university from time to time while in the
University and produce the same on demand. An employee shall on resignhing and/or termination
from the services of the University, immediately hand over identity card issued by the University,
failing which, full and final settlement of his/her account shall be withheld.
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The use of such identity card and/or mark of identification shall be governed by the terms and conditions of
the University from time to time.

15.  MISCONDUCT

Without prejudice to the generality of the meaning of misconduct the following acts of omission or
commission on the part of the employee shall amount to misconduct.

15.1 Minor Misconduct

a) Absence from the appointed place of work without permission.

b) Idling or loitering during duty hours.

c) Entering or leaving or attempting to enter or leave the establishment except in
accordance with the standing orders or any regulations framed or instructions given
by the Emplovyer.

d) Absence without leave for a day

e) Late attendance or leaving work earlier

f) Creating or contributing to insanitary conditions.

g) Abetment of or incitement to commit any act of minor misconduct
h) An employee found guilty of minor misconduct may be:-

i) Warned or censured or reprimanded.

i) Suspended without pay for a period not exceeding 7 days.

k) Fined subject to the provisions of payment of wages act.

15.2 Major Misconducts

a) Insubordination, refusal to work, or disobedience whether alone or with others of
any lawful and reasonable order of a superior including the orders which the
Employer may issue under these regulations.

b) Striking work either singly or with others in contravention of these Service
regulations, or agreement, or any statue, law rule on enactment for the time being

in force or participating or inciting any employee to strike work or bring about
activities detrimental to employer’s interest or any interruptions in the work

whatsoever.

¢} Hunger strike, go-slow, dharna, gherao, stay in strike for any reason whatsoever.

d) Blocking or obstructing the gate or gates of the establishment or any of its
department.

e) Thefts, fraud, or dishonest in connection with the employer’s business or property
or the theft or property of another person or employee on the premises._of

‘ ""’ ."'
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establishment.
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f)  Soliciting, taking offering, or giving bribes or any illegal gratification or accepting
costly presents or borrowing from subordinates.

g) Habitual absence without leave or absence without leave for more than seven
consecutive days or over staying the sanctioned leave without sufficient cause.

h) Late attendance on three occasions or more within a month.

i)  Soliciting or collecting contributions for any purposes whatsoever or distribution,
Working or affixing any hand bill poster etc. or canvassing union membership or
doing any union activity or personal work at any time in the establishment without
the written permission of the employer.

j)  Unauthorized use or occupation of Employer’s quarters or permitting others to use
them.

k) Engaging in Trade including money - lending within the premises of the
establishment without the written permission of the employer.

I) Riotous, disorderly indecent behavior or wrongfully interfering with work of other
employees or any improper act within the establishment premises or preaching or
inciting violence.

m) Commission of any act subversive of discipline.
n) Neglect of work or gross or habitual negligence.

o) Breach of the service regulations or any provision of law for the maintenance and
running of any department or equipment.

p) Damage, due to irresponsible action or inadvertence, to any property of the
employer or tampering with any equipment, thing or any written record including
notice put upon the notice board.

q) Organization, holding, attending or taking part in any meeting within the
establishment without the prior sanction of the employer in writing.

r) Disclosing to any unauthorized person any information in regard to the process o
business of the establishment which may come into possession of an employee in
the course of his employment.

s} Gambling or drinking within the premises of the establishment.
t) -Smoking within the establishment except in places where smoking is permitted.

u) Refusal to accept, a charge sheet, order or other communication served in
accordance with these regulations or refusal to explain when required by superiors.

v) Unauthorized possession of any lethal weapon in the establishment.

w} Engaging in other employment while still in the service of the establishment
without the prior permission of the employer. UM,
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x) Sleeping during working hours.

y) Making or publishing false, derogatory defamatory or malicious statements against
the establishment or its products or its officers/employees of the establishment.

2} Willful falsification, defacement or destruction of records of the establishment.

aa) Failu_fe by an employee to inform the employer of the occurrence in his house of a
communicable disease viz., cholera, small pox, Leprosy, diphtheria, , Meningitis,
plague, Bacillary, dysentery, yellow fewer, typhoid or enteric fever, Mumps,
epidemic, dropsy, Measles and any other contagions disease etc.

bb) Habitual commission of any act of minor misconduct.
cc) Abetment of or incitement to commit any act of major misconduct.
15.3 Punishment for major misconduct
An employee guilty of major misconduct may be:-
a) Suspended for a period not exceeding one month

b) Demoted with consequential reduction in salary and status or reduced to a lower
stage in the grade or stoppage of increment.

c) Discharge without notice or compensation in lieu thereof.
d) Dismissal without notice or compensation in lieu thereof.

e) The penalties mentioned above (a) and (d) shall only be imposed after employee
concerned has had an opportunity to explain his conduct. Before any penalty is
imposed, a charge sheet clearly setting forth the allegations against him will be
issued requiring him to give an explanation within the specified time limit which will
not be less than 24 hours. If no explanation is received within the time fixed or
explanation is not satisfactory, an enquiry may be held in-which the employee
concerned will be given full opportunity to produce evidence and to cross examine
management witnesses. The enquiry Officer will submit his report to the university,
which in turn, issue final orders in writing and a copy of the said order will be
supplied to the employees concerned. In case any previous bad record is relied
upon then such record will be brought to the notice to the employee concerned and
he will be given opportunity to explain the record before the final orders are passed
in his case. If the employee concerned wishes to rely on his past good record as
mitigating circumstances he shall produce such record during the enquiry, if any,

16.  SAFETY OF WOMEN EMPLOYEES

All male employees of the Company are strictly prohibited to indulge in any sexual harassment, directly or
indirectly, at any time, at the workplace, towards any women employee/s

Sexual harassment includes such unwelcomed sexually determined behavior (whether directly or by
implication) as: (a) physical contact and advances; (b) a demand or request for sexual favors; {c)

( ( 16\ <)
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Sexually coloured remarks; (d) showing pornography; (e) any other unwelcome physical, verbal or
non-verbal conduct of sexual nature.

Sexual harassment by male employee towards a female employee shall constitute a Major Misconduct as
per Service regulations of the University resulting in appropriate disciplinary action by the
University and punishment shall be imposed on the male employee after he has been given an
opportunity to explain his conducts.

A separate SOP has already been prepared and circulated in consonance with the “Vishakha guidelines” as
laid down by the Hon’ble Supreme Court of India.

17. TERMS OF TEMPORARY EMPLOYMENT

17.1 The service of a temporary employee shall be liable to termination at any time by notice in
writing given either by the employee to the university or by the university to the
employee. The period of such notice shall be one day, unless otherwise agreed to by the
University and the employee.

17.2 The other terms and. conditions of service of such employee shall be such as may be
specified by the university in his/her letter of appointment.

18.  APPPOINTMENTS ON SPECIAL CONTRACT/HONARARY/EMIRITUS POSITIONS

Notwithstanding anything contained in these service REGULATIONS, the Chancellor on behalf of the
university may, in special circumstances, appoint an eminent person on contract for a period of 2
years subject to renewal for a further period of two years, on appropriate terms and conditions as
the management may thinks fit at the time of such engagement.

19.  VICE-CHANCELLOR

The Vice-Chancellor shall be the Principal academic and executive officer of the University and
shall be responsible for the proper administration of the University and for the imparting of
instruction and maintenance of discipline therein.

20. DEAN/HEAD OF DEPARTMENT

Each School/department of the University shall have a Head who shall be selected by the Vice-Chancellor
on rotation basis from amongst the Professors, Associate Professors, provided that when in the
opinion of the Vice-Chancellor the situation so demands, the Vice-Chancellor may himself/herself
take temporary charge of a department(s) or place under the charge of such other Professor/
Associate Professor from another Department for a period not exceeding six months. The Head of
Department shall be responsible for the entire working of the Department, subject to the general
and overall control of the Vice-Chancellor.

It shall be the duty of the Head of the Department to ensure that the decisions of the university and of
the Vice-Chancellor are faithfully carried out. He/ she shall perform such other duties as may be
assigned to him/her by the Vice-Chancellor from time to time. The position of the Dean/ HOD will be
rotational and or for a maximum period of three years or any other period which may be decided by.the
Management. '

( y
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21.  CLASSIFICATION OF MEMBERS OF THE STAFF
The members of the staff of the University shall be classified as:

a) Academic ~ which term shall include Vice-Chancellor, Director, Dean, Associate
Dean, Asstt. Dean, Professor, Associate Professor, Assistant professor, controller
of examination, part time faculty, Visiting faculty, Workshop superintendent,,
Instructor, Scientific Officer, and such other academic posts as may be decided
by the university.

b} Technical — which term shall include, System Manager, System Analyst, Software
Engineer, Programmer, Civil Engineer, Superintendent, Lab Assistant, foreman,
Supervisor (workshop),Carpenter, Mechanic, Overseer, Medical Staff; House
Surgeon and other Medical staff, Wardens/ Matron and such other
administrative and other staff as may be decided by the university.

c) Administrative and others — which term shall include Registrar, Director, Joint
Registrar, Chief Finance and Accounts Officer , Dy. Registrar, Dy. Director,
Assistant  Registrar,  Assistant Director, Administrative Officer, Asstt,
Administrative officer, Section Officer, Training and Placement Officer,
Manager/Senior Manager (Marketing) Manager/Senior Manager (Finance and
Accounts), Accounts Officer, Audit Officer, Stores Officer, Estate Ofﬁcer,
Accountants, Chief Store Keeper, Steward, Office Superintendent and such other
administrative and other staff as may be decided by the university. The term
shall also include Head, Training and Placement, Head Markeﬁng/Branding...

Cleaning and other staff — which term shall include Security Guards, Gardeners,
Sweepers, Electrician, skilled and unskilled Attendants, Peons etc., and such other staff
as may be decided by the university.

RECRUITMENT BY PROMOTION:

22.1 Appointment to a post in any grade by promotion shall be made, whether in a
permanent or officiating capacity, from amongst employees serving in posts in the next
lower grade.

22.2  Every appointment by promotion shall be on the basis of merit and record of service dye
regard being paid to seniority.

23. ADHOC APPOINTMENTS:

Notwithstanding anything contained in the above rules, the Board of Management may by a
general or special order and subject to such conditions as it may specify in such order delegate
to any authority in the University the power to make ad hoc appointments.,

24, CONDITIONS OF SERVICES
{ 18
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Every teacher and such other employee as are mentioned in the Regulations shall be appointed
under a written contract, which shall be lodged with the University and a copy thereof shall be
furnished to the employee concerned.

25. PLACE OF POSTING:

Place of posting will be SUSHANT University, Gurgaon, Haryana. However, the management may
transfer any Teaching Faculty & other staff to any other offices/campuses/ locations existing or to
be opened in future by the University and the sponsoring body. Consequent upon such transfer,
the rules and regulations of service applicable to such post or at the place of posting will become

applicable.
26. STANDARD PAY SCALES:

The standard scales of pay are as given under:

Professor 37400-67000 AGP Rs. 10000

Associate Professor 37400-67000 AGP Rs.9000

GR 115600-39100 AGP Rs.6000
Assistant Professor GR 215600-39100 AGP Rs.7000

GR 315600-39100 AGP Rs.8000

The management reserves the right to offer different pay scales, consolidated honérarium or
alternative pay packages to the teachers of the university besides the above standard pay scale.
A professor holding substantive post may additionally be assigned Deanship for academic
administration of School of study of the university and a separate special allowance/honorarium
in addition to the normal pay package of the post of Professor, as may be decided by the
management of the University, keeping in view the stature and credentials of the said professor
may also be paid for such additional assignment as Dean till the incumbent holds the position.
This will be applicable only for the Dean of the School of study of the University and not for

other equivalent positions.

27. INCENTIVES FOR PH.D.
If a candidate is appointed as Asstt. Prof. with Ph.D. two increments may be made admissible, as
per the discretion of the appointing authority.

28. FITNESS:

No person shall be appointed to any post unless the appointing authority is satisfied that he
possesses good character and antecederits.

The “appointment and its continuance is subject to being found and remaining medically
(physically and mentally) fit. The University reserves the right to have any employee medically
examined at any time during the course of employment through a medical practitioner

\ :, 19
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nominated by the management and a report of medical examination will be submitted to the
management whose decision in this regard will be final and binding.

29. VARIATIONS IN TERMS AND CONDITIONS OF SERVICE:
Every teacher of the University shall be bound by the Regulations which are in force in the
University from time to time.

30. SPECIAL CONTRACTS:

Notwithstanding anything contained in the Ordinance, the Board of Management may, in special
cases, appoint teachers on contract on such terms and conditions as it may deem fit:

Provided that no appointment shall be made under this clause for a period exceeding two years
at a time.
31. TERM OF EMPLOYMENT OF TEACHERS:

No teacher of the University, without the permission of the Board of Management shall engage
directly or indirectly in any Trade or Business or any private tuition or any other work to which an
emolument or honorarium is attached except'in work the work undertaken in connection with
the examination of Universities or learned Bodies or Public Service Commissions or to any
literary work or publication or radio talk or extension lectures or, to any other academic work
with the permission of the Vice-Chancellor.

32. NATURE OF DUTIES:

Every teacher shall take part in the teaching and research programmes activities of the
University and perform such duties as may be assigned to him/her from time to time in
accordance with the Act, the Statutes and Ordinances framed there under, for the time being in
force, and generally act under the direction of the authorities of the University.

33. PROBATION:

Teachers shali be appointed on probation ordinarily for a period of twelve months, but in no case
the total period of probation shall exceed twenty four months.

Provided further that the condition of probation shall not apply in the case of teachers
appointed on invitation by the Board of Management with specific provisions.

34, CONFIRMATION/ANNUAL APPRAISAL:

Annual appraisal will be done by the University for the purpose of annual review of the
performance of the employees/ confirmation/grant of annul increment/ promotions.

This appraisal consists of:
34.1 Self appraisal of the employee.
34.2 Appraisal by the immediate authority (with feedback session with the subordinate)

35.3 Such appraisals will be placed before the committee that may be constituted by the
Vice- Chancellor for the purpose, in which Vice Chancelior will be the Chairman and

20
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Registrar as member Secretary. The decision taken by the committee will be
implemented/communicated by the Registrar or officer authorized by the Vice
Chancellor

36 AGE OF RETIREMENT:

All appointments to posts under the University shall ordinarily be made on probation for a period of one
year after which period the appointee, if confirmed, shall continue to hold his office subject to
the provisions of the Service Rules, till the end of the month in which he attains the age of 60
years .As per the Haryana Private Universities Act 2006 the Vice Chancellor can initially be
appointed for a period of 3 Years which can be extended for a similar term at the discretion of
the management. This signifies that the tenure of the Vice Chancellor will be maximum 6 yrs or
completion of 65 years of age whichever is earlier unless expressly revised by the management
beyond 65 years. However, any extension beyond the age of 65 years cannot be more than the
age limit prescribed by the Government of Haryana for Vice Chancellors of State Universities.

37. RE-EMPLOYMENT IN SERVICE BEYOND THE DATE OF RETIREMENT:

Nothing in these rules shall be construed to limit or abridge the power of the Board of
Management to re-employ persons in the service of the University who have reached the date of
retirement prescribed by the Board of Management provided that:-

37.1  such re-employment is certified to be in the interest of the University.

37.2 For other special circumstances to be recorded in writing and sanctioned by the
Vice-Chancellor,

Appointment after superannuation shail only be done on contract basis with a fixed
honorarium. All service benefits such as leave encashment, gratuity etc. shall cease with
effect from the date of superannuation as mentioned in the clause 26 above.

37.3  Provided that where the University considers that in the interest of students and for the
purpose of teaching and guiding the research scholars, any member of the academic
staff should be re-employed, it may re-employ such a member till the end of the
semester of the academic session as may be considered appropriate in the
circumstances of each case. However no member of academic staff shall be retained in
service beyond the age of 60 years on regular employment term and can only be given
contract appointment on year to year basis or for a period of 2 to 3 years from the date
of attaining the age of superannuation at the sole discretion of the BOM/Governing
Body/management. All such contract appointment after the age of superannuation shall
be on a fixed Honorarium as may be decided by the management. No appointment for
academic post shall be done beyond the age of 65 years under any circumstances. In
case of non academic staff the management at its sole discretion can re-employ any staff
beyond 60 years of age on contract basis and on a consolidated salary as the
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management may deem fit at the time of re-employment. However, this type of
engagement is restricted up'to the maximum age of 65 years.

37.4 A reemployed teacher shall not normally be eligible to be appointed as Chairperson of a
Centre or Dean of a School or for any other administrative assignment such as Dean of
Students welfare, Chief Proctor, Provost, etc. However, in the remaining situations not
involving administrative functions and responsibilities such as Advisory and Consultative
Bodies, the University will continue to utilize the expertise of all its faculty members. The
superannuated teacher will continue to contribute not only in teaching and research
guidance but aléo for academic evaluation and assessment as well as management of
research projects. They will also continue to be members of various academic bodies
such as Board of Studies, Special Committees, Selection Committees and various other
committees constituted at the level of University, School or Centre for making
recommendations for the consideration of the Authorities of the University.

37.5 Notwithstanding the provisions of sub-clause (1) above, an employee shall be retired: -

a) On his being declared medically unfit for service by a Medical Board to be
appointed by the Board of Management in this behalf, or

b) On the imposition of the penalty of compulsory retirement.

38. RESIGNATION:
An Employee may, at any time, terminate his engagement by giving 15 days notice during
probation. Thereafter, the notice period required will be One month in case of confirmed
employees or the specific term stipulated in the appointment letter.

Management may waive or reduce the requirement of notice period at its discretion on case to
case basis.

39. TERMINATION:

39.1 During the initial or extended period of probation, the service can be terminated at any
time without assigning any reason and without any notice and vice versa.

39.2 The Management of the University shall have the power to terminate the services of any
regular/confirmed member (academic or non academic) of the staff without assigning
any reason thereof for such termination by giving one month notice or payment in lieu
of notice.

39.3  All appointment done by the University shall be treated as private seryvicecontracts and

will be dealt with the law of contract and equity. No specific perfor;nan'cé,of the private -
: /

({‘-K
“o

Sushant University Service Regulations |




|Sushant
|University

service contract will be enforced by the employees and by having accepted the terms
and conditions of the service contract the employees deemed to have understood this
provision hence barred in seeking reinstatement of service through legal recourse, in

case of termination of services.

39.4 The Management may terminate the services of any employee, if the result of the
background check reveal information that is inconsistent with the standard of the
University; if there is a reasonable ground to believe that an employee is guilty of
misconduct or negligence or have committed any breach of the terms and conditions of
his/her appointment or if any point of time if it is observed that the performance of the
employee is not up to the mark even after the opportunity given to improve; absence
from service without prior notice in writing or without sufficient cause for seven days or
more; causing damages to the property of the University; disclosure of any information
that the University may consider confidential or breach of the employee non
competition, non disclosure; on solicitation agreement, violation of any University policy
; In such cases proper notice is to be served to the employee and be given chance to
defend himself in writing. If the management does not deem the explanation of the
employee tenable it will be at a liberty to terminate the services of the employee.

39.5 Any confirmed employee of the University may terminate his/her engagement by giving
one months notice in writing or surrender of salary in lieu of notice, provided that the
management may, for sufficient reasons, either reduce this period or call upon the
employee concerned to continue till the end of the academic session in which the notice
is received. Acceptance of resignation should be there to bring an end to contractual

relationship of employment.

39.6 In the event of any violation whatsoever of the terms of employment or service rules or
any breach of trust or commitment or any act prejudicial to the interests of the
University by an employee, his/ her services may be terminated by the University on the
basis of recommendation by the Vice chancellor only without any notice or payment in

lieu of notice.

39.7  Service of an ad-hoc temporary, contractual or part time employee shall come to an end
on completion of the specified work for which he/she was employed or on the expiry of
the period for which he/she was appointed, whichever is earlier,

In principle, any Faculty wishing to resign cannot be relieved in the mid semester irrespective of
the period of notice as per the letter of appointment.

40. Increments:

An increment shall ordinarily be drawn as a matter of course unless it is withheld by the
Management, if the conduct of the employee has not been good or his - work has-no

been satisfactory. ; \
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40.1 Service counted for Increment:

The following service shall count for increment on the time-scale of post: - If the
employee is on loss of pay for long duration, that period will not be counted as service
and consequently it will not be taken for increment purpose. Also if any employee is on
leave for a period more than a month except during vacation in the university the
increment month will also be deferred till rejoining of the duties by such employee.

40.2  Pay during suspension:

An employee under suspension shall, during the period of suspension, draw subsistence
allowance, equivalent to half the rate of pay (basic plus dearness allowance, (DA) if any
and in case who are not in receipt of DA, basic pay plus HRA} which is admissible
immediately before commencement of the suspension and such compensatory
allowances admissible from time to time on the basis of pay which he/she was in receipt
on the date of suspension, subject to fulfillment of other conditions laid down for the

drawal of such allowances.

Provided that where the period of suspension exceeds three months, the authority
which made or is deemed to have made the order of suspension, shall be competent to
vary the amount of subsistence allowance for any period subsequent to the period of
the first three months as follows:- ‘

a) the amount of subsistence allowance may be increased by a suitable
amount, not exceeding 50 percent of the subsistence allowance
admissible during the period of the first three months, if in the opinion
of the said authority the period of suspension has been prolonged for
reasons to be recorded in writing not directly attributable to the

University employee;

‘b) the amount of subsistence allowance may be reduced by. a suitable
amount, not exceeding 50% of the subsistence allowance admissible
during the period the first three months, if in the opinion of the
authority, the period of suspension has been prolonged due to the
reasons to be recorded in writing , directly attributable to the University
employee;

40.3  No payment under sub-rule 40.2 shall be made unless the University employee furnishes
a certificate that he is not engaged in any other employment, business, profession or

vocation:

41. Compulsory deductions:

/
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41.1 Income-tax (provided the employee’s yearly income calculated with
reference to subsistence allowance is taxable).

41.2 House Rent and allied charges, i.e. electricity, water, furniture etc.

41.3 Repayment of loans and advances taken from the University at such rates as
the Vice-Chancellor may decide.

41.4 Special pay, personal pay, honorarium and fee:

The University may sanction to an employee in any special circumstances, such special
pay, personal pay, honorarium or fee and on such conditions as it may deem fit.

41.5 Drawal of Pay:

41.5.1 An employee shall be entitled to draw the pay of the post to
which he is appointed from the date on which he assumes
charge of the post.

41.5.2 Pay in respect of any month shall become payable on or after
the first working day of the following month.

41.5.3 An employee resigning from the service of the University
without the notice prescribed shall not, unless the
Vice-Chancellor directs otherwise, be allowed to draw the pay
due to him.

41.6 Different Allowances

The employees will be eligible to Dearness allowance, House Rent Allowance, Transport
allowance, and other allowances as may be sanctioned by the University according to
the rules in force from time to time.

42. APPOINTMENT OF THE TEACHING AND NON-TEACHING STAEF:

This section will be referred and copied from the appointment policy after its approval which is
under process.

43. MISCELLANEQUS

43.1 Special provision for existing employees:

Every person holding a post under the University at the commencement of these rules
shall, on such commencement be deemed to have been appointed under the provision

( | *
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to these rules to the corresponding post and shall draw the pay drawn by him
immediately before such commencement.

44, SERVICE BOOKS AND APPRAISAL FILE:
44.1  The University shall maintain a Service Book and an appraisal file for each employee.

44.2 The entries in the Service Book of an employee shall be authenticated by an Officer
authorised in this behalf by the Vice-Chancellor.

45. RESIDUARY CONDITIONS OF SERVICE:

Any matter reléting to the conditions of service of-an employee for which no provision is made in
these rules shall be determined by the Board of Management.

46. REMOVAL OF DOUBTS:

Where a doubt arises as to the interpretation or application of any of the provisions of these
rules, the matter will be referred to the Board of Management for decision, which shall be final.

47. PAY AND ALLOWANCES FOR THE EMPLOYEES

48. Scales of Pay:
The scales of pay for the posts in the University service shall be as specified from time to time by the
University.

48.1 The pay scales to be followed for employees may be in accordance with the regulations
prescribed by the statutory bodies or any other pay package evolved by the
management.

All employees working under the sanctioned post are entitled to pay according to pay scale of
their post and in addition allowances as may be prescribed by the University time to
time.

48.2 Special pay, personal pay, honorarium and fee:

The University may sanction to an employee in any special circumstances, such special
pay, personal pay, honorarium or fee and on such conditions as it may deem fit.

49, OTHER ALLOWANCES:

The employees will be eligible to House Rent Allowance, Transport allowance/Travelling
Allowance/conveyance reimbursement/telephone reimbursement and other allowances as
sanctioned by the University according_to the rules practice prevalent or in force time to time.
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50. PAYMENT OF SALARIES

As far as possible, under normal circumstances, every employee shall be paid his/ her salary on or before
the 7" day of each succeeding month.

51. DEDUCTIONS
All payments to an employee of the University are subject to deductions at source under the Income tax

Act, and any other enactment that may be in force at any time during the period of his/ her
appointment, including professional tax, service tax, if any.

The University shall also be entitled to deduct from the payment due to any employee, any dues payable
by him/ her to the University.

52. PROVIDENT FUND AND OTHER BENEFITS

All employees shall subscribe to the Provident Fund by contribution to be deducted from their
salary in accordance with the EPF Act and regulations, as may be applicable from time to time.
The University shall contribute to the employees’ Provident fund in accordance with the
regulations of the EPF Act from time to time. '

Gratuity: All employees eligible for payment of gratuity as per the payment of gratuity act 1972

shall be paid the gratuity as per the payment of gratuity act 1972. However, all these benefits
will stop after attaining the age of superannuation, even if the employee continues to be in

service.
52.1 NOMINATION:

A subscriber shall, at the time of joining the EP fund, send to the Registrar/ Dy. Registrar/administrative
officer, a nomination conferring on one or more persons the right to receive the amount that
may stand to his credit in the EP fund, in the event of his death before that amount has become
payable or having become payable has not been paid as per the provisions of EPF Act.

53. LEAVE

An employee will be entitled to leave as per regulations laid down in this respect by the University
for time to time. Sanction of leave shall be in accordance with the regulations of the University from

time to time.

54. MEDICLAIM FACILITY.

All the employees and their family members who are not covered under the ESI scheme shall be
provided mediclaim facility as per the separate policy notified in this regard from time to time by
the promoters of the university.

55. TRAVELLING EXPENSES
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In case an employee is required to travel on official work, he / she shall be reimbursed traveling
expenses in accordance with the relevant policy laid down in this respect from time to time. The
policy framed by the management in this regard is appended with these regulations as Annexure
i

SERVICE RECORD

Personal files for each employee will be maintained containing all relevant information of the
employees such as copies of the certificates for education qualifications etc.. Leave account for
each employee shall be maintained-and updated from time to time. The entries relating to family
history, permanent and present address, date of birth, medical history, educational and
professional qualifications, past service record, emergency contact details etc. shall also be made.

Employees are obliged to immediately inform in writing to the Registrar, any change in their
particulars and ensure that the change if any has been entered in the service record.

Suppression, concealment or misrepresentation of any information shall be a serious breach of the
service regulations and shall invite strict disciplinary action including suspension and or
termination from service.

POWER TO RELAX:

Notwithstanding anything contained in these rules, the Chancellor may, in the case of any
employee, relax any of the provisions of these rules to relieve him of any undue hardship arising
from the operation of such provisions, or in the interests of the University.
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POLICY FOR FINANCIAL SUPPORT FOR PARTICIPATION OF FACULTY IN SEMINARS, CONFERENCES,
WORKSHOPS, QIPS, TEACHERS’ TRAINING PROGRAMMIES ETC.

SUSHANT University encourages its teachers to go for higher education, to be actively engaged in
research and also enhance and broaden their knowledge by attending various training programs and
academic research works in the allied fields. The following Policy has been laid down for providing
financial support to faculty members for attending Conferences / Seminars/Workshops in India and

abroad:
Policy guidelines for Staff (Teaching / Non-teaching) Development Programs:
1. _Eligibility

a) Teachers who are confirmed should only be allowed in such development programs maximum
twice in an academic year. Teachers desirous of attending such programs should make/suggest
alternative arrangements to conduct the classes and academic assignments without any
inconvenience to the students.

b) Nomination for participation in such training programmes must be recommended by the
concerned Head / Dean of the School. Also, relevance of such programmes has to be established
by the forwarding authority with regard to academic applications, relevance,
reputation/standing of the Organization and benefit to institution as to how such participation
would improve the teaching and pedagogic process. Also such programmes must relate to the
field / branch of the faculty member.

2. Frequency and Duty Leave

a) For the first time nomination in the academic year, Registration fee, subject to maximum of Rs
10000/-, and travelling expenses for national/international level seminars, workshops &
conferences in India may be considered for reimbursement. Duty leave will be at most for three
days for local venue and one week for outstation. Conveyance reimbursement as per the
institute policy for local trave! shall be considered.

/

Sushant University Sewvice Regulations

N 30




Sushant
Umversuty

b) Participation during 2™ time in a year will be subject to sanctioning of 50% of registration
charges or 50% of travelling expenses whichever is less along with duty leave of maximum three
days for local venue and one week for outstation.

c) For participation in international Seminar; conference, workshops etc. that are being held abroad
Head/Dean of : the School shall
recommend to the Vice-Chancellor for allowing a faculty member to attend international
conference to present his research paper, after adjudging the relevance, academic application
and importance of such participation, stability of the faculty, his / her contributions to the
institution and students’ feedback. Head/Dean of the School may recommend reimbursement of
registration fee or 50% of the travel cost. Maximum one week duty leave may be considered for
presenting research paper in international conferences. The IPR of such research paper shall
remain with SUSHANT University. Participation in the international conference to present a
paper shall be considered once in three years. The concerned faculty has to submit a bond to
work at least for one year after his / her return from the conference (Proforma for the Bond is

given at Annexure - 1

A written report of proceedings of such conferences/seminars/ training has to be submitted to the
Head/Dean of the School within one week of the conclusion of such programme.

3. Incentive for publication in a refereed international journal of repute

If a faculty member publishes a research paper in a refereed international journal of high
reputation, he / she may be awarded upto Rs. 10,000/- cash prize on recommendation of HOI to Vice

Chancellor

4. Complementary Support

Several organizations support participation in Conferences / Seminars being held in India and
abroad such as DST, INSA, UGC CSIR, DBT, etc. The faculty concerned should be encouraged to
apply for complementary financial support also from such organizations.

5. Procedure

Along with the application in a prescribed format (attached as Annexure - II), the following
documents will be forwarded to Jt. Registrar {Academics) through the Head/Dean of the School
for approval at least 15 days in advance to give time for proper processing:

(a) Synopsis and a copy of the Paper to be presented

(b) Certificate from the Author about originality of paper and “No Objection” Certificates
from the Co-Authors, if any

(c) Brochures of Seminar / Conference
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(d) Letter of Acceptance / Invitation from the organizers

(e) Detailed information about the organizers of the International Conference/ Seminar and
their credibility

(f) Expenditure details as under:
(i) Registration Fee
(ii) Fare
(iii) Board & lodging / other expenses
(2) Detailed recommendation of the Head of the Institution

th) Documentary proof of action taken on Para-4 above for complimentary financial support
and progress thereafter.

6 Study Leave (For Higher Education / Research)

If a staff (Academic or Non-Academic) wishes to go on an long-term leave for career
enhancement, depending on the exigencies of the situation, the University may sanction study
leave without any salary and without any financial liability on the University for such a training;
however the concerned staff shall have to give an undertaking to join the University after the
expiry of the study leave and serve the University at least for one year.

7. Permission to pursue higher Studies

Faculty may be permitted to pursue further studies provided it will not affect the duties and
responsibilities in the institution and will be without detrimental to the teaching assignments
throughout the academic year except the leave for appearing in examination on scheduled days.
Prior permission is mandatory for enrollment for further studies.

No leave of any kind will be considered for preparation of examinations. Leave will'be granted
only on the examination days as per the date sheet submitted by the faculty/staff and as per
eligibility of the faculty/staff.

8. Consultancy Work

a) Faculty members are encouraged to take up consultancy assignments. 33% of the total
proceeds through consultancy, after deducting the amount spent by the faculty, will be paid by
the faculty to the University. If a faculty pays back his/her annual salary, the net proceeds to be
given to the University will be reduced to 20% in that year

b) For any Projects, Consultant Work Orders, Project Bidding etc the Signatory will be Jt. Registrar
(Establishment). These will also need administrative approval with signatures of Coordinator,
Head/Dean of School, Accounts and Vice Chancellor.

¢) Projects/Proposals to be bid in the name of respective Schools, SUSHANT Uhiversity. Turnover
and Service Tax records need be filed and declared accordingly. ~
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PART I
LEAVE RULES

THESE LEAVE RULES HAVE BEEN FRAMED BY THE MANAGEMENT OF THE UNIVERSITY AND ARE EFFECTIVE
W.E.F. 1st August 2020. THEY ARE SUBJECT TO ALTERATION / MODIFIATION/ REVIEW AT THE
EXCLUSIVE DISCRETION OF THE MANAGEMENT, EITHER IN PART OR WHOLE, AT ANY TIME

HEREAFTER.

1. APPLICABILITY

These Leave rules, shall apply to all employees who are on regular service of the University. To be
considered as confirmed, every employee’s appointment shall necessarily have to be approved
by a Review Committee duly constituted by the Vice-Chancellor of the University.

2. RIGHT TO LEAVE

Leave cannot be claimed as a right by any employee whatsoever, and when the exigencies so demand, -
leave of any description may be refused or revoked, postponed or reduced by the authority
empowered to sanction leave.

3. AUTHORITY EMPOWERED TO SANCTION LEAVE

a) Application for leave shall be addressed to Chancellor or to the trustee empowered
by the Chancellor, by the Vice-Chancellor, The Chancellor or the trustee empowered
by the Chancellor may sanction leave of any description to the Vice-Chancellor.

b) For all other staff as per the procedure laid down and notified by the University time
to time.

4, COMMENCEMENT AND TERMINATION OF LEAVE
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a) Leave ordinarily begins from the date on which leave as such is actually availed of and
ends on the day preceding the one on which duty is resumed.

b) The unauthorized absence of an employee for three days or over stay of sanctioned
leave for three days without information will attract disciplinary action. The
Vice-Chancellor shall be within his/her right to presume that such employee has
abandoned the job of his/ her own accord if there is no information available about
the whereabouts of the employee beyond the reasonable period as may be deem fit
and the University shall be at liberty to dispense with the services of such employee.

c) Any Holiday, Weekly offs comes between the beginning of leave and ending of leaves
will be consider as leave.

5. GENERAL

a. Leave should always be applied for on the prescribed format and sanction obtained
before it is taken except in cases of emergency only. Any leave availed without prior
sanction shall not only invite disciplinary action, but shall also be treated as
unauthorized absence without pay.

b. Leave shall be availed of only after it is sanctioned by the competent authority, but one
day’s casual leave may be availed of without prior sanction, in case of unforeseen
circumstances only, provided the competent authority to sanction leave is promptly
informed by phone or otherwise of the circumstances under which, prior sanction could

not be obtained.

¢. During the period of leave, an employee shall not take up or accept any employment or
work whether on remuneration or without remuneration without the permission of the

Vice chancellor.

d. Before proceeding on leave, an employee shall intimate to the sanctioning authority
his/her address and telephone number, if any while he/she is on leave and shall keep the
said authority informed of the changes in address if any.

e. If an employee, after proceeding on leave, desires an extension thereof, he/she shall
make an appiication in writing to the sanctioning authority with reasons. Such
application shall contain full postal and telegraphic address (including telephone
number, if any) and shall be made in sufficient time to enable the office to process the
application and communicate the decision to him/her.

f.  No leave or extension of leave of any description shall be deemed to have been granted
unless an order to that effect is posed and communicated to the employee concerned.

g. An employee on leave on medical grounds has to submit a medical fitness certificate at
the time of resuming duties. The competent authority may require an employee who
has availed of leave, of any kind, for reasons of health to produce a medical certificate of
fitness, even though such leave was not granted on medical grounds.
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h. The sanctioning authority may, at his discretion secure a second medical opinion either
for grant of leave or for satisfying that the employee is fit to resume duty, from a medical
examiner of its choice, if considered necessary. The cost of such second medical
examination will be borne by the University. An employee not getting the said medical
examination done will be liable for appropriate disciplinary action.

i. Any absence of more than the number of days allowed for casual leave shall, when not
due to sickness, be treated as unauthorized absence from duty.

j. When leave is not taken with the prior sanction of the sanctioning authority,
Registrar/Jt.. Registrar or concerned Administrative officer shall notify the absence to the
sanctioning authority in writing. -

k. Taking leave or extending leave without sanction will be treated as absence from duty
and renders an employee liable to disciplinary action including suspension and/or
termination from the services of the University. '

l. An employee on leave shall be allowed to return to duty before the expiry of leave with
prior information to the concerned authority or to the sanctioning authority.

m. It shall be obligatory on part of the academic staff to suggest alternative arrangement for
classes assigned to them during the period of leave.

n. Leave entitlement of the Vice-Chancellor or any other academic staff who is exclusively
disposing the administrative duties and does not avail vacation period during the
academic year shall be same as entitled to non teaching staff.

6. KINDS OF LEAVE
The following kinds of leave shall be admissible to member staff,

i. Casual Leave (CL)
ii. Earned Leave (EL)
iii. Maternity Leave (ML)
iv. Special Leave (Spl. L)
v. Medical Leave{MDL)/Half Pay Leave
vi. Extraordinary Leave (EOL)
vii. Vacation Leave (VL)
viii. Study Leave (SL)

7. CASUAL LEAVE (CL)

An employee will be entitled to take casual leave for personal or any special reasons up to a
maximum of 12 days per calendar year (including two restricted holidays).

Application for and grant of casual leave will be governed by the following REGULATIONS:

a) CL may be granted at the exclusive discretion of the concerned authorities empowered to grant
leave by the Vice-Chancellor as and when occasion arises, provided that the total period of
absence from duty does not exceed 3 days at a time excluding Sundays and Holida/ys.
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b) CL will be credited to the employees ,those are on probation or yet be confirmed, on 1st of every
month on prorate basis. For all those employees whose services are confirmed in writing, CL will
be credited in 2 parts, 05 CL will be credited on 1st day of January and 2nd set will be credited
on 1st day of July every year. Casual leave shall not be encashable..

¢} CL cannot be combined with any form of leave.

d) CL should be evenly spaced in calendar year. Prior to proceeding on casual leave, alternative
arrangements of assigned work are to be made and brought to the notice of the sanctioning
authority, except in cases of emergency when, leave could not be applied for and the necessary

sanction obtained.
e} Unutilized CL in any calendar year can neither be carried forward nor encashed.

f) "CL, as far as possible, should be sanctioned prior to the date on which the employee wishes to
take leave. Circumstances beyond the control of the employees are the only reason that the
employee may fail to get sanction of leave in advance. The decision of the Vice-Chancellor on the
question whether the circumstances were beyond the employee’s control will be final.

g8) Even if circumstances are beyond the employee’s control the employee should use other means
of communication (phone, SMS etc.) to contact the office of the University and give the
necessary information to his/her functional head. A written application should be forwarded to
the sanctioning authority immediately on reporting for duty.

8. EARNED LEAVES (EL)

All employees are entitled to earned leaves, grant of earned leave {EL) will be subject to the following

regulations:

a) EL may be granted to all teaching and non-teaching staff, on entering the service, two and half
days per month for each completed calendar month of service subject to maximum of 30 days in
a year. (15 days in case of employees appointed on contract basis). EL will be credited to the
employees at Pro-Rata basis every month during prdbation and contractual period on 1st of
every month. For all those employees whose services are confirmed in writing, EL will be
credited in 2 parts, 15 EL will be credited on 1st day of January and 2nd set will be credited on
1st day of July every year. EL cannot be availed in without prior approval. However, if an
employee has no other leave to his/her credit the competent authority may relax this condition
on case to case basis & depending upon the merit of the case.

b} The leave to the credit of the employee at the close of the previous year shall be carried forward
to the next year, subject to the condition that The total accumulation of Earned Leave for the
purpose of leave encashment shall be restricted to 45 days only during entire service, or as may
be revised time to time by the management.

¢} The maximum amount of accumulated EL that can be granted to a member of non teaching staff
shall not exceed 30 days in a year and 45 days in case of Teaching staff. However, this condition
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may be relaxed at the discretion of the granting authority and per the merit of the case as the
sanctioning authority may deem fit.

d) An employee wishing to avail of EL must submit his application at least one week in advance to
the sanctioning éuthority as per the procedure laid down in the Clause no 3 above. The
sanctioning authority may refuse to grant the leave from the requested date if he feels that it is
not in the interest of the University. Instead, the leave may be granted from an earlier or a
‘subsequent date. However, the employees those have no other leave credit except the earned
leave the condition of advance application may be relaxed at the discretion of the sanctioning

authority.

e) The employees those who have no other leave at their credit the EL will be deducted for the
purpose of bio-metric attendance compliance and the restrictions afore-mentioned for availing
EL will not be applicable in this case.

"9. MATERNITY LEAVE (MTL)

Only female employees are eligible to maternity leave. Grant of Maternity leave (MTL) is subject to the
following regulations:

a. MTL may be granted to a permanent woman member of the staff on full pay for a period up
to 182 days from the date of its commencement.

b. MTL may be combined with EL.

¢. MTL can only be availed of once in a period of three years and only twice during the entire
-period of the employee’s service.

d. MTL can be applied 15 days prior to expected date of delivery in case of so desired by the
employee due to medical reasons. MTL shall not be debited to the leave account.

e. During the period of MTL she will be paid leave salary equal to the pay drawn immediately
before proceeding on leave. MTL will not be applicable for contractual/ temporary or ad-hoc

appointees.

f.  MTL can be extended beyond the prescribed limit of 182 days, as leave without pay if a
female employee is not in a position to resume duties for various compelling reasons.
However such leave without pay shall not be given for more than a period of six months. The
sanction of leave without pay beyond the MTL will be on a specific written request made to
the Vice Chancellor and is dependent upon the discretion of the Vice Chancellor keeping in
view his assessment of the circumstances on case to case basis.

10. SPECIAL LEAVE (SPL)

Members of the academic staff only, who have completed six years’ continuous service with the University
desirous of availing study leave for training in or out of India, may apply and be considered for
special leave as determined by the University in case and on such terms and conditions as may be

decided by the university management.
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An employee shall not be entitled to any increment for and during the time of special leave and the same
period will not be counted for calculating service period. The maximum period for which such

special leave may be considered will be two {2) years.
11. MEDICAL LEAVE (MDL)/ HALF PAY LEAVE

a) Employees shall be eligible for 10 days half pay leave in respect of each completed year of
service and the said leave could be availed on account of illness duly supported by Medical
certificate from a registered medical practitioner having registration with the medical council of

India.

b) Commuted leave not exceeding half the number of half pay leave due may be granted on
medical grounds, subject to the following conditions, namely;

¢} Such leave can be availed on full pay on medical ground subject to production of valid medical

-certificate.

d) Every application for half pay leave (commuted) for more than two days must be accompanied
by a medical certificate from an authorised medical practitioner registered with the Medical
Council of India. However, the authorities of the University shall be at liberty to subject an
employee seeking medical leave to have him/her medically examined by the doctor on panel of
the University and produce the medical certificate thereon.

e} MDL will be credited to the employees on prorate basis, those are on probation or yet be
confirmed, account on 1st of every month. For all those employees whose services are
confirmed in writing, Medical Leave will be credited in 2 parts, 05 MDL will be credited on 1st
day of January and 2nd set will be credited on 1st day of July every year. Medical leave shall not
be encashable.

12. EXTRAORDINARY LEAVE {EOL)/ STUDY LEAVE (SL)

Another leave by whatsoever name called shall be granted at the exclusive discretion of the University only,
on a case to case basis and on such terms and conditions as may be decided by it depending on the
merits of the case and tenure/ service record of the employee concerned.

If a staff (Academic or Non- Academic) wishes to go on an extended leave for career enhancement;
depe{nding on the exigencies of the situation, the University may sanction study leave without any
salary and without any financial liability on the University for such a training; however, the
concerned staff shall have to give an undertaking to join the University after the expiry of the study
leave before proceeding on such leave. Such study leave without pay cannot be given for more than

a period of 2 Years.

13. DUTY LEAVE
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a.Faculty members and non academic staff can be deputed in India for specialized training for
career enhancement to meet the academic and administrative requirements of the University at

the sole discretion of the management.

b.  Faculty member can be given duty leave for the academic assignments such as evaluation,
external examiner/jury with prior recommendation of the concerned HOD and duly approved
by the Vice-Chancellor. No more than 7 days (working Days) duty leave be considered in an
academic year. The faculty member engaged in institutional consultancy practice shall be
considered duty leave subject to the condition that such leave should not adversely affect their
normal teaching assignments. The total number of days allowed for institutional consultancy
work shall be guided by the rules of consultancy practice framed and notified separately.

14. FOREIGN DEPUTATION

A staff may be deputed on official visit overseas over an extended period to participate in teaching and
research in his/her area of interest. The Vice-Chancellor shall recommend such deputations for
getting a formal approval from the Chancellor or a Trustee empowered by the Chancellor. No
salary and allowances on such foreign deputation will be permissible for payment by the
University. It is expected that adequate subsistence allowance will be paid by the host University
being visited by the deputed staff on foreign visit. Such a staff sent on official deputation will be
required to sign a bond for serving the University for a minimum period of 3 years. The above
guidelines on overseas official visits are based on the following stipulations.

a. Approval of the Chancellor or any other officer of the university empowered by the
Chancellor is mandatory.

b. Visit will be less than six month in accordance with the approval of the Chancellor or any
other officer of the university empowered by the Chancellor,

39

e e s
AR Y b

Sushant University Service Regulations



Sushant
University

Annexure-1
BIOMETRIC ATTENDANCE POLICY

® Reporting time for all employees (téaching & non-teaching) including Dean/HOD, Director, Registrar,
and CFAO are either 8.00AM, 9.00AM or 10.00AM depending upon the time slot allotted to the
employees on all working days. This is subject to change as per the policy of the University as may be
notified from time to time., All employees as mentioned shall have to mark their attendance through
biometric sensors placed at the ground floor of block B & D and any other place in future,
immediately upon reporting in the morning(s)and also at time of leaving office in the evening(s) after
the stipulated working hours.

Employees reporting for duty after 10 minutes but between 10 minutes to 30 minutes from his/ her
reporting time, will have to forfeit half day leave (or salary in lieu thereof), for every fourth late
coming in a month.

® Employee reporting duty after 30 minutes from his/ her reporting time will surrender their half day
leave (or salary in lieu thereof) for each late coming but reporting duty after 5 Hours from his/ her
reporting time shall be treated as a absence from the duties and full day leave/ salary will be

deducted.

e Employee/s leaving early after 4.30 Hours will surrender their half day leave (or salary in lieu
thereof), for on each occasion of such early leaving.

e Marking the attendance through bio-metric sensors, at the time of arrival and departure is
mandatory for all employees also in case of outdoor duties assigned during the work hours, if the
employee does not return back for the day.

® in case an employee misses to finger punch his/her attendance either in morning or in the evening,
half day leave (or salary in lieu thereof), will automatically be deducted on each such occasion, even
if he or she is actually in the campus as the system on its own will not have any way to indicate
his/her presence. Similarly, in case a faculty/staff member misses to finger punch his presence both
times in day he/she will be treated as absent for the day and one-day leave (or salary in lieu thereof)
will automatically be deducted on each such occasion. The monthly payment of the salary will be
prepared based on the data generated by the bio-metric attendance.

® The Vice Chancellor, in case of faculty members and Registrar in case of non teaching staff may relax
any inadvertent omission in this regard, for the reasons to be recorded for such omissions.

e If any employee is assigned or performs outside duty during the working hours, they have to apply |
OD in ERP and get it approved by the competent authority (reporting authority) - &
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e An employee can take one short leave of 2 hours {(morning / evening) in an Attendance cycle, subject
to prior written approval from the reporting officer.

e Under no circumstances below 8 hours working in a day shall be allowed except for the outdoor
duty assigned for which prior approval of the assigning authority should be obtained and submitted

in the EPR in advance.

e The flexibility in arrival and departure timings may be given to the executive administrative
authorities of the University as defined in the act of 2006, keeping in view of their arduous nature of
duties and higher responsibilities, however such authorities has to account for the reasons, if there
are any shortcomingé in the daily working hours or in working schedule notified, except for the VC.

*Attendance month - 21! day of previous month to 20" day of subsequent
month.

—_—
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Annexure-2
Sub: Domestic Travel Policy

The Travel Policy shall be applicable to all employees of University subsequent to the implementation of
the service regulations w; e. f. 21.03.2014. It shall cover exhaustively the Entitlements of Travel, Hotel stay
& other expenses. It shall act as a comprehensive document covering all grades of employees for
journeys on official business and shall be as follows:

ENTITLEMENTS
Employees are entitled to claim Daily Allowance and Traveling charges in accordance with the schedule
and conditions stated hereunder-
Boarding - Lodging Entitlements (per day)
(In Indian Rupees)
Entitlement: Boarding 30% Max. & Lodging 70% Max.

Category/ Designation Metros Sub-Metros | Others Mode of Travel
Vice-Chancellor/Pro “r
Vice-Chancellor/ / Registrar Actual Actual Actual .IJ_ A;IT ss/1AC/AC
Director/CFAO/DEAN/COE 9000 7500 5000 I AC/ACTAXI
Professor [Associate
Professor/Joint Registrar/ Dy. 505 000 000 Il AC SLEEPER/ AC
Registrar/ Dy. Director and 7 5 & TAXI
equivalent
Asst. Prof. | Asstt. Registrar &
equivalent cadre 5000 3500 2500 It AC/ AUTO/ BUS
Admin. Officers / Officer / Jr.
Engineer/Executives & 2500 2000 1500 Il ACJAUTO/BUS
employees drawing grade pay
up to Rs. 4200 or equivalent.
Employees drawing grade Pay Ordinary SL/ Bus
between Rs. 1800 - 4200 or 1500 1500 1000

. : Fare
equivalent (Clerks)
Other Employees drawing
grade pay below Rs. 2800/- or o o o Ordinary SL/Bus
equivalent (Office Boy/ 75 75 35 ‘_[—fa,re\
Others/ Drivers / Electrician) U N\
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Note:
e All Air travel can be undertaken only with the approval of the competent authority. The

Chancellor or any other officer of the university empowered by the Chancellor can relax the class
of travel in case of upper management level employees for meeting any exigency which may arise
while performing their official duties.

® Boarding and lodging are subject to production of the bills. In Case where lodging facility is not
available/availed the maximum 30% of the entitlement for lodging and boarding will be
reimbursed subject to production of bills and 15% without bills. The combined amount towards
Boarding and Lodging shall be termed as Daily Allowance.

- & Entitlement for the members of Governing Body will be as per actual.

BOARDING/LODGING ENTITLEMENTS
" ‘mits of reimbursement as above, have been drawn based on a mix 70% towards boarding i.e. stay in

hotels/room rent and 30% (with bills, else 15%) towards lodging i.e. food and miscellaneous expenses
other than room rent.

OWN ARRANGEMENTS -Own boarding & Own Lodgings:

Employees, who neither avail of stay at a hotel or at guest house, but elect to either stay with their friends or
relatives, in the process, save University costs on account of boarding and lodging, will be paid a fixed
sum irrespective of the bills @ 40% (40% for the first 3 days of stay and thereafter 20%) of the total

reimbursement limits/ entitlements (Refer page-1)

GENERAL TRAVEL REGULATIONS ,
a. Boarding (accommodation charges) includes taxes/services/charges, as shown in bills produced for

reimbursement of accommodation charges.

b. Lodging Entitlement shall includes the expenses for food and miscellaneous expenses covering personal
expenses such as laundry, coolie charges, tips, local telephone calls, post/courier charges, etc. (Where
ever possible, bills may be submitted).

¢. “Actual” means any amount which is reasonable and justified and within the parameters of the status of the
employee and the situation prevailing at the time of the expenditure,

Air Meal Allowance: Employees entitled for Air Travel for official purposes shall be given an additional
allowance of Rs. 500/- per single journey i.e. Rs. 1000/-per return journey, if they use a Low Cost Carrier
primarily Go Air, Indigo or Spice jet, under AMA (Air Meals allowance) in the domestic travel
reimbursement policy. (No any bills or receipts required for claiming AMA)

e. State Capitals will be considered as sub Metros.

All Hill Station for the purpose of these REGULATIONS will be treated as Sub-Metros.

All other town/cities will be treated as “other Cities”

BILLS/RECEIPTS
It is distinctly understood that any amount paid by the University to the employees, as per this REGULATIONS,

is reimbursement of expenses incurred by them for the business purpose of the Company, unless the
colleague elect to be paid on fixed allowance basis as above. Hence all receipts/bills should be provided.
In case this is not possible a suvitable declaration has to be given by the empldyer about the amount
spent by him for the official purpose of the University. y A

|
TRAVEL TO NEARBY STATIONS “*{3& : g '}
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Travel from Delhi to following stations — Sonepat, Panipat, Rohtak, Ghaziabad, Meerut, Gurgaon, Faridabad,
Surajkund, Bahadurgarh, Noida or Greater Noida or any other nearby station as notified by HRD where
one can return on the same day will be considered as a local duty, without payment of full DA.
However, colleagues will be reimbursed 30% of lodging component to meet their local/miscellaneous
expenses.

The following cities will be classified as Sub Metros:-

(The University, depending on requirements, may add or delete to this list)

Kanpur, Allahabad, Varanasi, Lucknow, Yamuna Nagar, Bhatinda, Jodhpur, Jaipur, Bhilwara, Bikaner, Ajmer,
Amritsar, Agra, Ludhiana, Jalandhar, Mohali, Kurukshetra, Ambala, Jammu, Baroda, Indore, Pune,
Karnal, Bhilwara, Bikaner and such other city as may be notified by HRD.

CALCULATION OF D.A :
or purpose of the Daily Allowance a period of less than 4 hours will not be considered and period from 4 hours
to 14 hours will be considered as half day, and the period exceeding 14 hours, will be considered as one
day. For all calculations 12 O’ Clock (Mid-night) shall be the base Hotel charges are payable only up to
12.00 noon (or check out time) only for the day of departure. Delay in flights, trains, etc. not exceeding
four hours, will be considered for the total hours for calculating Daily allowance.

CLAIM

All T.A. bills must be submitted in the prescribed form only. All TA. bills along with receipts/bills etc must be
submitted within 7 days of the completion of tour, through Head of the Department, duly verified along
with the unutilized advance drawn for traveling, to the Accounts Department. In case of non
submission of T.A. bills or balance Advanced within the specified time, all further payments on account
of salary, etc whatsoever payable, will be stopped without any notice till the settlement of account.

CLARIFICATION
HR & Administration Department shall give clarification/s as and when required.
Mode of Local Travel Permitted on Tour:

Office Boy//Drivers/Electricians/Attendants -Bus/Rickshaw
Clerks /Assistants - Bus/ Auto
Rickshaw

Officers/Executives/Admin. Officers/ -Auto Rickshaw/Bus

Asst. Prof. [Asstt. Registrar & equiv. Cadre

Associate Professor/Registrar/CFAQ/ Joint Registrar/
Dy. Registrar/Deans/HOD & equiv. cadre
Vice-Chancellor/Pro Vice-Chancellor/

Dy. Director or equiv. cadre -AC Taxi

Local Travel by personal vehicles

For Four wheelers - Rs. 8.00 per km
For Two wheelers C-\\ \ - Rs.4 .00 per km

/

\

L

These rules will supersede all thé: ;e:adie_;gféyisions and service conditions mentioned.
in the appointment letters of the?&g&df"tﬁe university at the beginning and till the
date of these rules come to effect.
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Addendum -1 ( Leave Policy)
LEAVE POLICY

Purpese: ,
To communicate the leave rules and regulations application to all employees.

Policy Statement & Objective:

This Policy encourages its employees to take break from work as this provides for a
healthy and efficient staff. The leave policy sets out the various types of leaves that an
employee is eligible for and outlines the procedure for taking leave.

Leave Types and annual Credit:

Types of Leaves :
Casual Leave (CL): 12 days per calendar year including 2 days of
restricted holiday,
Medical Leave (MDL): 10'Days for per calendar year.
Earmed Leave (EL): 18 Days for per calendar year for Teaching staff
25 Days for per calender year for Non-Teaching
Staff.
® All leaves may be granted to all teaching and non-teaching staff, on entering the
service.

® Leaves will be credited on 1% day of every calendar month to the employees at
Pro-Rata basis during probation and contractual period as per the eligibility of the

Leaves.
® Any unutilized/ Remaining CL & Restricted Holiday will be lapsed on 31* December
® Any unutilized/ Remaining Medical and Earned Leave will carry forwarded to the next
year.

Applicability:
These Leave rules, shall apply to all employees who are on regular service (i.e Probation.
Confirmed or contractual) of the University on accrual basis
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General Guideline and Procedure for availing leave/s

Leave should always be applied in advance and it shall be availed only
after its sanctioned from the competent authority.

In case of exigency or emergency or in any circumstances that are
beyond the employee’s control the employee should use other means of
communication (phone, SMS etc.) to contact the office of the University
and give the necessary information to his/her functional head. A
written application should be forwarded to the sanctioning authority
immediately on reporting for duty.

Employees should submit application for leave of more than 3 days, in
the prescribed format, 7 days in advance to his/ her functional head

which will further sent to the management.

Simultaneously employee should also need to apply leaves in the ERP.

All leaves sanctioned by the Management will be sent to the HR
department for records.

Any employee’s absenting without prior sanction/information will be
marked absent for the day and salary for the same will be deducted.

Leave Rules:

Sushant University Service Regulations

Leave is a privilege and is not a right. It is earned and does not automatically
become admissible as soon as one joins the service.
The leave admissibility in respect of all the employees shall be governed by the
rules framed as under:

ix. Casual Leave (CL)

X. Earned Leave (EL)

xi. Maternity Leave (ML)
xii. Medical Leave(MDL)
xiii. ‘Vacation Leave (VL)

xiv. Compensatory Casual Leave(CCL) ( [/ ‘
L1 f

B\ ;
Leave year is the calendar year viz. 01% January to 31+ Decem\Be'rl
On severance of the services, if an individual has availed Earned Leave/ Casual
Leave/ Medical in excess of the entitlement, the same shall be recovered at
the time of settlement of the accounts.
In the event of an individual resigning from the services of the University then,
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during the notice period, no leave of any kind/ nature shall be allowed.

A. CASUAL LEAVE (CL)
i. Casual leave is catered to meet emergent/unforeseen requirements of an

employee. However, an employee shall get it sanctioned in advance unless
unavoidable. HODs/ Deans are the only authority to sanction leave over the

telephone.

ii. CL can be ava1led up to a number of CL earned or up to three days whichever is
less.

ili.  Casual leave can be availed for even the half day. Two half day will be counted
as 1 CL.

iv.  The restricted holidays, 02 per year, will be a part of Casual leave only.

B. MEDICAL LEAVE (MDL)

f} Employees shall be eligible for 10 days medical leave and the said leave could be availed on
account of illness duly supported by Medical certificate from a registered medical practitioner
having registration with the medical council of India.

g) Such leave can be availed on medical ground subject to production of valid medical certificate for
leaves applied for 2 or more days.

h) Every application for MDL for two or more days must be accompanied by a medical certificate
from an authorised medical practitioner registered with the Medical Council of India. However,
the authorities of the University shall be at liberty to subject an employee seeking medical leave
to have him/her medically examined by the doctor on panel of the University and produce the

medical certificate thereon.

i) MDL will be credited to the employees on prorate basis, account on 1st of every month. Medical
leave shall not be encashable.

i} 50% of MDL may be carried forwarded to next year with max. ceiling of 60 Leaves.

e.g if you have 8 MDL remaining at the end of the 1* year then only 4 will be carried forwarded to
the next year. Subsequently In the Beginning of Next Year you will have 4 MDL but in case you did
not take any MDL during the Year then in December you have 14 MDL remaining in your account
then only 9 will be carried forwarded to the 3" Year. (5 of the unavailed 10 leaves in the 2™ Year)

C.  EARNED LEAVE (EL)

i.  Earned leave means the leave earned by an employee for the services rendered
‘during the calendar year.
ii.  The request for EL shall be made well in advance (generally 1 month); and
requests made less than 7 days in advance may not be entertained.
iii.  However, if an employee has no other leave to his/her credit the competent
authority may relax this condition on case to case baS}s’& degendmg upon the

merit of the case.
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The immediate superior/departmental head shall recommend EL.
EL shall not be admissible during the teaching classes of the academic session

except in case of emergency.
The leave to the credit of the employee at the close of the previous year shall

be carried forward to the next year.
The total accumulation of Earned Leave for the purpose of leave encashment shall be

restricted to 45 days only during.entire service, or as may be revised time to time by the
management.

50% of EL may be carried forwarded to next year with max. ceiling of 45 Leaves.

e.g if you have 20 EL remaining at the end of the particular calender year then only 10 will be carried
forwarded to the next year. Subsequently In the Beginning of Next Year you will have 10 EL but in
case you did not take any EL during the Year then in December you have either 28 EL remaining in
your account then only 19 (10 from previous year and half of the 18 i.e. 9 from current year) will be

carried forwarded to the 3" Year,

MATERNITY LEAVE (MTL)

Only female employees are eligible to maternity leave. Grant of Maternity leave (MTL) is subject to the

Sushant University Service Regulations

following regulations:

i.  MTL may be granted to a permanent woman member of the staff on full pay for a
period up to 182 days from the date of its commencement. MTL will be granted to
Confirmed Female Employees who have served the organization for a min. period of
245 days prior to applying Maternity Leave.

ii. MTL can only be availed of once in a period of three years and only twice during the
entire period of the employee’s service at SU or elsewhere

iil. MTL can be applied 15 days prior to expected date of delivery in case of so desired by
the employee due to medical reasons. MTL shall not be debited to the leave account.

iv. During the period -of MTL she will be paid leave salary equal to the pay drawn
immediately before proceeding on leave only after resuming duty and serving a
declaration that employee will tender services for the next 1 year at the very least
after resuming her duty, MTL will not be applicable for on probation or contractual/
temporary or ad-hoc appointees.

V. MTL can be extended beyond the prescribed limit of 182 days, as leave without pay if
a female employee is not in a position to resume duties for various compelling
reasons. However, such leave without pay shall not be given for more than a period
of six months. The sanction of leave without pay beyond the MTL will be on a specific
written request made to the Vice Chancellor and is deper)dent upon the discretion of
the Vice Chancellor keeping in view his assessment ﬂf the circumstances on case to

case basis.
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E. Vacation Leave (VL)

. Summer Break -; Summer break for a period of 12 Days during non-academic period
as per the Academic Calender during which Teaching Staff can avail a maximum of 6
Days of Summer Break in 1 stretch on Rostered Basis during this period. Non-Teaching
or Administrative staff cannot avail Summer Break.

ii.  Winter Break --: Winter Break is for 7 Days between 25" December to 01% January
and can be availed by everyone.

F. Compensatory Casual Leave (CCL)

All employees are entitled to compensatory leaves, grant of compensatory leave (CCL) will be subject to the
following regulations:

a) CCL may be granted to all teaching and non-teaching staff, on entering the service, in lieu of
working on a Holiday/Weekoff as approved by the reporting officer. CCL will be credited to the
employees on monthly Basis. CCL cannot be availed in without prior approval and can only be
availed during Vacation Period in a multiple of 3 only.

b) The leave to the credit of the employee at the close of the previous year shall be carried forward
to the next year.

An employee wishing to avail of CCL must submit his application at least one week in
advance to the sanctioning authority as per the procedure laid down in service rule book. The
sanctioning authority may refuse to grant the leave from the requested date'if he feels that it
is not in the interest of the University. Instead, the leave may be granted from an earlier or a

subsequent date.

losing Statement:

To know more about the leave policy please refer to the Service rule book

—
7 ~

Addendum -2 (Appointpointment Policy)
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Appointment Policy

Recruitment and Selection
1. Objective

professionals in line with the Mission and Vision of the SU,

1.2. We are committed to select and offer candidates based on their Qualification and Experience
as seem fit for the vacant position.

1.3. We do not Support any kind of discrimination while employing people.

2. Applicability
2.1. This policy is applicable to all full-time and part-time employees, including those appointed

on contract basis.

3._Classification of Staff
The members of the employee of the University shall be classified as:

d) Academic — which term shal] include Vice-Chancellor, Director, Dean,
Associate Dean, Assistant Dean, Professor, Associate Professor, Assistant
professor, controller of examination, part time faculty, Visiting faculty,
Workshop Superintendent, Instructor, and such other academic posts as

may be decided by the university.

€) Technical — which term shall include, System Manager, System Analyst,
Software Engineer, Prog_rammer, Civil Engineer, Superintendent, Lab
Assistant, foreman, Supervisor (WOI‘kShOp), Carpenter, Mechanic,
Overseer, Medical Staff, House Surgeon and other Medical staff, Wardens/
Matron and such other administrative and other staff as may be decided by

the university.

f) Administrative and others — which term shall include Registrar, Director,
Joint Registrar, Chief Finance and Account;«@.éﬁ?[)y. Registrar, Dy.
Director, Assistant Registrar, Assistant Di(géfer, Administrative Officer,
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Assistant Administrative officer, Section Officer, Training and Placement
Officer, Assistant Manager/ Manager/ Senior Manager (Marketing,
Finance & Accounts, HR, CRC etc) Accounts Officer, Audit Officer,
Stores Officer, Estate Officer, Accountants, Store Keeper, Steward, Office
Superintendent and such other administrative and other staff as may be
decided by the university. The term shall also include Head-Training and

Placement, Head- Marketing/Branding, Head-HR.

Cleaning and other staff — which term shall include Security Guards, Gardeners,
Sweepers, Electrician, skilled and unskilled Attendants, Peons etc., and such other

staff as may be decided by the university.

4. Classification of Appointment :

4.1 APPOINTMENT BY PROMOTION :

4.1i.  Appointment to a post in any grade by promotion shall be made, whether in a
permanent or officiating capacity, from amongst employees serving in posts or in

the next lower grade.

4.Lii  Bvery appointment by promotion shall be based on the recommendation of the
promotion committee as per the policy lay down by the university under the

“Promotion Policy”.
4.2, TEMPORARY EMPLOYMENT

4.2.i Appointment of the temporary employee will be for short duration or fixed term for

3 months to 10 months.

4.2.ii. The service of a temporary employee shall be liable to termination at any time by
notice in writing given either by the employee to the university or by the university

to the employee. The period of such notice shall be one day, unless otherwise agreed

to by the University and the employee.

4.2.ii. The other terms and conditions of service of such employee shall be such as may be

specified by the university in his/her letter of appointment -
(2 .
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4.3. APPPOINTMENTS ON SPECIAL CONTRACT/ HONARARY/ EMIRITUS
POSITIONS

In order to meet higher quality bench marks in teaching and research, acclaimed academicians
and/or person of eminence from industry are required in the University. Such eminent and
competent faculty are required to be invited by the university as Professor Emeritus. It is
experienced that Professor Emeritus will supplement teaching and collaborate with the faculty
to stimulate activities for quality education & research besides playing mentoring and
inspirational roles.

PROFESSOR EMERITUS

1. Professor Emeritus is prestigious faculty position that may be conferred upon to
fully retired (more than 65 years of age), distinguished personality and who
meet the eligibility criteria as per UGC norms. Emeritus position provides an
opportunity to the superannuated distinguished teachers/ industry experts who
have been actively engaged in research and teaching programmes in the
preceding years to undertake teaching and research, without any restriction of
position or pay scales.

2. The eligibility will be based on the quality of research and published work
contributed by the teacher in her/his service career. The awardee
(superannuated) can work under this scheme with a well-defined time bound
action plan up to the age of 70 years (annually renewed). No extension under
the scheme is admissible beyond 70 years of age.

3. Consolidated pay shall be admissible as per the university norms.

4.4 APPOINTMENT OF PERMANENT OR REGULAR EMPLYEES

4.4.1 All the employees hired on permanent or regular basis will be hired as per guideline and

criteria laid down in the Annexure 1. .

4.4.ii. All the appointment made under this category will hired on the initial probation
for 1(one) year, but in no case the total period of probation shall exceed four years.

4.4.iii. Criteria for Confirmation of Services is completion of PhD in relevant fields
failing which the Contract of Appointment stands terminated. (

|
|
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4.4.iv. PhD in relevant field from.an institute of repute with or without teaching
experience can be appointed on permanent basis subject to confirmation of probation

period of 1 year.

4.4. ADHOC APPOINTMENTS:
Notwithstanding anything contained in the above rules, the Board of Management may
by a general or special order and subject to such conditions as it may specify in such

order delegate to any authority in the University the power to make ad hoc appointments.

4.5. SPECIAL CONTRACTS:

Notwithstanding anything contained in the Ordinance, the Board of Management may, in

special cases, appoint teachers on contract on such terms and conditions as it may deem
fit:

Provided that no appointment shall be made under this clause for a period exceeding two
years at a time.

5. CATEGORIZATION OF EMPLOYEES

5.1 Regular employees
Person engaged on permanent basis and includes any person engaged against
permanent position and confirmed.

5.2 Probationary Employee

Person hired against any permanent position will on probation for the 1 year of their service.
Based on the evaluation/ review and recommendation of Dean (in case of School) and HoD
(in case of Non- Teaching Department), probation will be extended for the next 3 month or

services will be terminate in accordance to the policy laid down by the university.

5.3. Fixed Term (Contractual) Employees

Person who has been appointed for the Specific Project or appointed for fixed tenure, whose
services are terminable at the end of the tenure. Their Contract may be extended for another

term depending upon the requirement of their services.

5.4 Other Categories
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Management Trainee/Graduate Trainee means candidates fresh from institutes (MBA, CA,

ICWA, B.Tech, M.Tech, LL.B) and with no initial or prior work experience in past.

5.5 Part Time

Part time employees are those hired for work less than the normal working hour on a
consolidated monthly salary. They will not be entitled nor they could claim any benefit

provided to full time employees.

6. RECRUITMENT

To attract and retail people with multi-dimensional skills and experience that matches with

the present and future requirement of SU.

Categories of Vacancies

A. As per Annual and Semi-Annual Manpower Plan

B. Replacement Vacancy

C. New Positions; Due to Expansion of Statuary Obligations.
Modes of Recruitment

1. Advertisement in Local and National Newspaper/ Social Media
ii. Internal Job Posting / Transfer

iii. Existing Data Bank

iv Job Portal

v. Rehires

vi. By Invitation: The Board shall have the power to decide on the recommendations of the
Director that a particular post be filled by invitation, or by promotion from amongst the

members of the staff of the Institute under a scheme approved by the Board.
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Points to be noted

a. No family relation of an existing employee will be considered for a position when the
existing employee can directly or indirectly influence the recruitment & have any
relation/role in supervising the employee or be in any position to determine/decide the

performance of the new employee.

b. In case of the hire of a family relation of any employee, the same will have to be brought
to the notice of the Vice Chancellor and decision to hire finally rests with the Vice
Chancellor. In case it is found at a later stage a hire has been made of a family relation of
an employee without prior approval, then it will be deemed as a violation to this policy &
appropriate action will be initiated that can ultimately result in termination of the
employee. In the event that an existing employee becomes related to another employee
through their own marriage or the marriage of their child, or otherwise, then the same

will need to be declared to the Registrar.

i. Newspaper advertisement

An advertisement in newspaper/social media/magazine shall be published at least once a year

taking into consideration the following points.
a) Target publications for advertisements (Geographical Spread - Regional/Pan; India/Global)

b) All relevant information will be contained in the advertisement (About SU; Position; Job

description; Compensation, if needed to be stated; relevant contact details; etc.)

¢) Budget for publishing the advertisement.

d) Outcome of the screening committee results should be communicated to the shortlisted

candidates within 1 month from the date of interview so that TSU does not lose good

candidates.
ii. Internal Job Posting / transfer

a). Open positions can be filled by either transferring or deput;r@_ employees from different

departments/divisions. K ; <
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b). Internal transfer has to be in consultation and agreement between the Dean/HOD’s of the

employees, HR and the Vice Chancellor.

iii. Existing Data Bank

a). Applications received from candidates directly, through any advertisement, web-portals,
other sources will be filed for future use in a data bank.

b). HR will maintain the updated Data Bank & before commencing any recruitment through
consultant, job portal, or any other source, etc., the relevant data bank will be searched for

suitable applicants.

¢). Candidates rejected will be removed from the databank.

iv. Consultants/Search Firms

a. HR will recommend to the Vice Chancellor for the empanélment of search firms &

recruitment consultants for the hiring needs of the Institute based on the current recruitment

norms at various levels.

b. Director on recommendations of HR shall approve the empanelment of consultants and

search firms, SU shall enter into a contract with each of the empaneled consultants before

awarding the assighment.

v Job Portal

a. All Job portals to be used by the institute will be recommended by HR to the Vice

Chancellor. The contract will specify the commercials and terms of service to be rendered.

b. The performance of all job portals in terms of applications coming in will be monitored
against defined parameters and decision to continue their services, terminate the contract or

to modify the nature of the contract/service will be taken periodically.

;‘/-

vi. Rehiring of Former Employees ( / i
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a. As a policy, SU is open to consider former employees for rehiring which will be against
specific needs. Rehiring them may be considered a good move, since they already know
who's who in the University; they are familiar with the internal policies, practices and culture
and are well versed with the working of the Institute. The cost and time of hiring, induction,
and training is significantly reduced by recruiting former employees. They bring along with

them experience and knowledge that they gained while outside the University.

b. Rehiring of former employees must happen against the open positions

c. For the purpose of recruitment, all former employees shall be considered as new
candidates and similar recruitment process will be followed as what is applicable for any new
hiring.

d. Former employees who have good performance ratings, who have exceptionally
contributed to the growth of the Institute will be considered for rehiring.

e. The HR Division is however, precluded from arriving at a decision to rehire former

employee who have earlier:

i) Been tagged as ‘not good for rehiring’ by the Dean/ HOD in the exit feedback.
ii) Already been rehired once & have exited again.

iii) Absconded.

iv Who have not served their notice period

v) Been removed from service on- grounds of misconduct, acts of moral turpitude or

otherwise on lack of integrity.

vi) If were asked to leave due to performance issues

f). To ensure a right selection is made the second time, when and if a rehire opportunity

comes up, the following aspects of an employee’s exit are taken into consideration by the HR
Division.
i) If the former employee exited even when the corrective actions were taken to control their

exit, is most likely to leave again,
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i) If the reason for leaving still exists, this would indicate that the rehire is likely to leave
again.
iii) If the former employee had stated their disinterest in rejoining the institute at the time of

exit, they will be probed to identify the reason of change of mind.

iv) Refer to Dean/ HOD’s comment. If the manager had recommended * good for rehiring’,

the rehiring process must be initiated for the former employee

7. PROBATION:

Employee Shall be shall be appointed on probation ordinarily for a period of twelve months,

but in no case the total period of probation shall exceed Fourty Eight months.

Provided further that the condition of probation shall not apply in the case of teachers

appointed on invitation by the Board of Management with specific provisions.

8. APPOINTMENT OF VICE-CHANCELLOR

The Vice-Chancellor shall be the Principal academic and executive officer of the University
and shall be responsible for the proper administration of the University and for the imparting

of instruction and maintenance of discipline therein.
9. DEAN/HEAD OF DEPARTMENT

Each School/department of the University shall have a Head who shall be selected by the
Vice-Chancellor on rotation basis from amongst the Professors, Associate Professors,
provided that when in the opinion of the Vice-Chancellor the situation so demands, the
Vice-Chancellor may himself/herself take temporary charge of a department(s) or place under
the charge of such other Professor/ Associate Professor from another Department for a period
not exceeding six months. The Head of Department shall be responsible for the entire

working of the Department, subject to the general and overall control of the Vice-Chancellor.

It shall be the duty of the Head of the Department to ensure that the decisions of the
university and of the Vice-Chancellor are faithfully carried out.. He/ she shall perform such
other duties as may be assigned to him/her by the Vice-Chancellor from time to time. The
position of the Dean/ HOD will be rotational and or for a maximum period of three years or

any other period which may be decided by the Management.
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10. PLACE OF POSTING:

Place of posting will be Ansal University, Gurgaon, Haryana. However, the management
may transfer any Teaching Faculty & other staff to any other offices/campuses/ locations
existing or to be opened in future by the University and the sponsoring body. Consequent
upon such transfer, the rules and regulations of service applicable to such post or at the place

of posting will become appiicable.
11. STANDARD PAY SCALES:

The standard scales of pay are as given under:

67000-79000 AGP Rs. 10000 {Academic Level-15)

Professor / Sr. Professor
37400-67000 AGP Rs. 10000 (Academic Level-14)

Associate Professor 37400-67000 AGP Rs.9000 (Academic Level-13A)

15600-39100 AGP Rs.6000 (Academic Level-10)
Assistant Professor 15600-39100 AGP Rs.7000 {Academic Level-11)
15600-39100 AGP Rs.8000 (Academic Level-12)

The management reserves the right to offer different pay scales, consolidated honorarium or
alternative pay packages to the teachers of the university besides the above standard pay
scale. A professor holding substantive post may additionally be assigned Deanship for
academic administration of School of study of the university and a separate special
allowance/honorarium in addition to the normal pay package of the post of Professor, as may
be decided by the management of the University, keeping in view the stature and credentials
of the said professor may also be paid for such additional assignment as Dean till the
incumbent holds the position. This will be applicable only for the Dean of the School of

study of the University and not for other equivalent positions.

12, INCENTIVES FOR PH.D.

If a candidate is appointed as Asstt. Prof. with Ph.D. two increments may be made

admissible, as per the discretion of the appointing authority.

13. Fitness:
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No person shall be appointed to any post unless the appointing authority is satisfied that he

possesses good character and antecedents.

The appointment and its continuance is subject to béing found and remaining medically
(physically and mentally) fit. The University reserves the right to have any employee
medically examined at any time during the course of employment through a medical
practitioner nominated by the management and a report of medical examination will be

submitted to the managément whose decision in this regard will be final and binding,.
14. Variations in Terms and Conditions of Service:

Every teacher of the University shall be bound by the Regulations which are in force in the

University from time to time.
15. Term of employment of teachers:

No teacher of the University, without the permission of the Board of Management shall
engage directly or indirectly in any Trade or Business or any private tuition or any other
work to which an emolument or honorarium is attached except in work the work undertaken
in connection with the examination of Universities or learned Bodies or Public Service
Commissions or to any literary work or publication or radio talk or extension lectures or, to

any other academic work with the permission of the Vice-Chancellor.

16. NATURE OF DUTIES:

Every teacher shall take part in the teaching and research programmes activities of the
University and perform such duties as may be assigned to him/her from time to time in
accordance with the Act, the Statutes and Ordinances framed there under, for the time

being in force, and generally act under the direction of the authorities of the University.

17. CONDITIONS OF SERVICES

Every teacher and such other employee as are mentioned in the Regulations shall be
appointed under a written contract, which shall be lodged with the University and a copy

s/

thereof shall be furnished to the employee concerned.
18.Eligibility Criteria l %

As mentioned in Annexure A

60
Sushant University Service Regulations




I'Sushan_t
lUnlversrty

19. Guidelines for Appointment

19.1 All posts at the University shall normally and as, far as possible, be filled by
advertisement; but, the Chancellor on behalf of the Governing Body shall have the
exclusive power to decide, either on its own or on the recommendations from the
Vice-Chancellor, that a particular post be filled by invitation, or by promotion from
amongst the members of the staff of the University.

19.2 Every appointment for the faculty positions and senior administrative post (upper
management) shall be filled by the selection committee of the University constituted as
per the procedure and the proceedings to be forwarded to the Management for
information and concurrence. For all other ministerial staff the Vice-Chancellor shall be
empowered to fill the vacancy or he may suggest constitution of a three member
committee for the purpose. Appointments so done shall. be reported to the
Chancellor/management. Appointments, with or without grades, in the University will be
created on ad-hoc, Temporary and Regular basis by the University as per the requirement
shall be ascertained on the basis of the norms prescribed by the appropriate authority
from time to time. Additional posts may also be created, as required, for the extension of
specific projects and or research and development activities.

19.3 All appointments shall be approved by the “BOM” and reported to the Governing Body.

194 The selection committee will judge the suitability of all the candidates for the members of
the teaching faculty. Letters of confirmation in services shall only be issued by the
Registrar for all employees except to the Vice Chancellor; on the recommendations of the
Vice-Chancellor on the basis of the recommendation of the review committee formed
time to time for the purpose of review the cases for annual increment /promotion etc. In
case of the Vice-Chancellor, the Chancellor, on behalf of the Management has the sole
power to confirm his services as the Vice-Chancellor.

19.5 Every appointment, whether temporary, contractual or part time will be made for a
specific tenure and all such appointments shall become invalid from the date specified in
their appointment letter/ contract. Such appointments, may however, be extended,
subject to a written confirmation of such extension duly approved by the
Vice-Chancellor, for such period (s) as he may deem fit, failing, which, no extension shall

be considered valid and binding on the University.
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19.6  All appointments shall be made on mutually accepted Terms & Conditions between the

parties.

20. Constitution of Selection Committee

Standard Operating Procedure appointments of academic and non-academic staff at

Ansal University

a) Purpose: The purpose of this Standard Operating Procedure is to establish a
procedure to be followed before appointing any academic and non-academic staff
at Sushant University.

b) Responsibility: All concerned members/officers entrusted with the responsibility
of recruitment would be responsible for maintaining, documenting and
implementing this procedure.

c) Rationale:

Ansal University is committed to establish itself as a paragon of excellence in the

Indian higher education space by providing world class learning environment to

its students. In order.to achicve this goal it is of paramount importance that we

adhere to the set of processes and standards that are followed in leading
educational institutions across the world.

e Transparency and governance are pre requisite. in winning trust and
confidence of the public. Respect of an institution, valuation of an enterprise,
standing of a nation is directly proportional to the transparency and
governance. Transparency and governance are two touchstones to fathom the
character and gravitas of an organization. As a university we are committed to
instill trahsparency and governance in every process and procedure that we
employ in pursuit of the University’s mission, objectives and goals.

e As a leading educational institution we are answerable to not only to our
board but also to our students, government, educational bodies and the public
at large.

e In this age of transparency every detail is available to public at large through
Right to Information (RTI) act coupled with enormous reach of information
through internet. Therefore it is imperative that we establish well defined
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procedures and processes that are transparent and objective and that can stand

any test or scrutiny.

e Academic and non academic staff plays a critical role in the development of a
stimulating teaching and learning environment and therefore appointment of
these personnel is very critical.. Therefore it is of utmost importance that we
define, document and implement standard processes for the hiring of the
human resources.

e Implementation of these standard processes would be a step forward in
implementing transparency and good governance at Ansal University.

d) Process of Selection:

e Every vacancy (for academic and non-academic staff) would be advertised
and a pool of applicants would be generated

e Resumes of all applicants would be rated and documented

e Selected applicants would be called for interviews

e) Selection Committees: The following will be the constitution of selection
commiittees for various positions:
28.1 Director/Deans/Professors & Equivalent Positions and Above:

e Chancellor or his nominee

e Vice Chancellor

e Director- Human Recourse

e Three Experts of the concerned subject/field (not connected with
the University) nominated by Chancellor/Vice chancellor.

e For Architecture discipline, Nominee of COA will also be called.

28.2 Other Teaching Positions (Associate Professors, Assistant Professors and

below):
e Chancellor or his nominee
e Vice Chancellor
& Director- Human Resourse
e Three Experts of the concerned subject/field (not connected with the
University) nominated by Chancellor/Vice chancellor. = |
e Dean/ Head of Institution of concerned subject/field (
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e For Architecture discipline, Nominee of COA will also be called

¢ Registrar-Member Secretary

28.3 Non - Teaching Upper Management Level
e Chancellor or his nominee
e Vice Chancellor
e Director- Human Resourse
® Decan/HOI of the concerned School
® Registrar - Member Secretary

28.4 Others ministerial Staff:
@ Vice Chancellor or his nominee
® Registrar, Joint Registrars, HODs as applicable.

28.5 Visiting Faculty:

- The appointments of visiting faculty will be decided by the concerned Dean/ Head of

Institution in consultation with the Vice Chancellor.
28.6  Procedure for holding selection committee meeting.

a) The meeting of a Selection Committee shall be convened by the
Vice-Chancellor.

b) The Vice-Chancellor shall preside at the meetings of a Selection
Committee.

¢) The Registrar, and or his nominee shall be the ex-officio Secretary
wherever it may be required. However, he will be a nonvoting
member in the selection committee for teaching staff above the
label of Associate professor.

d) Ordinarily a week’s ndtice of a meeting shall be given.

e) Four members inclusive of the Chairman shall form quorum.

f) The Chairman shall be entitled to vote at the meeting and shall
have and exercise a casting vote in the case of an equality of
votes.

g) The meeting of every Selection Committee shall be held at AU or
at such other place as the Vice-ChancelLQf may decide,
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h) The Selection Committee shall consider and submit to the Board
of Management recommendations as to the appointment(s)
referred to it.

i) The Chairman shall have the power to lay down the procedure in

respect of any matter not mentioned herein.

J) If the Board of Management is unable to accept any recommendation
made by the Selection Committee, it may remit the same to the Selection
Committee for reconsideration and if the difference is not resolved, the
Board of Management shall record its reasons and submit the case to the
Chancellor for orders.

k) The constitution of the Selection Committee for the purpose of
recognizing teachers shall be as suggested by the Board of management.

1) All Appointments should be approved by the BOM and reported to the
Governing Body/Management

m) The appointment of Dean, Associate Dean and Assistant Dean in various
Schools across the University, shall strictly be on rotational basis for the
period as may be determined by the University, which however should not
be more than three years. These positions should be offered to the senior
professors having requisite qualifications and experience as per the
prescription of the UGC. All the benefits entangled with such kind of
additional responsibilities shall be automatically withdrawn when the
Professor incumbent is reverted back in the event of rotational change of

assignments as Dean, Associate Dean and Assistant Dean.

Annexure A
. . Minimum Man(!atory Mlnlm.um Research No. of Citation
Designation g ge Qualificati Teaching N Books .
Qualification . Publication . index
on Experience T UNTY Published
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Master‘s  degree
Teaching with 60% .marks
Assistant / (or an 'equlvale.nt .
Faculty / grade in a point Nil
Lecturer scale  wherever
grading system is
followed)
Master's  degree
Assistant with 60% .marks
Professor (or an .equ1vale.nt Qualified .
(Academic | &de 1n a point | o \py Nil
Level—10) |Scale  wherever
grading system is
followed)
Master's  degree
Assistant with 60% .marks 3 (atleast 1
Professor (or an'equlvale.nt Qualified . in journal of
(Academic | &ade in a point |\ prn Gy | min. 3 Years International
Level — 11) scale  wherever repute) ’
grading system is
followed)
Master‘s  degree
Assistant with 60% .marks 4 (at least 2
Professor (or an.equlvale.nt Qualified . In journal of
(Academic grade in a point UGC-NET | ™o > years international
scale  wherever
Level - 12) di _ . repute)
grading system 1is
followed)
Master‘s Degree
with at least 60%
marks (or an . 5 (at least 2
Associate equivalent grade Ph.D . 8 years in journal of
Professor in a point scale Degree (Min. 5 Years International
p : gre Post PhD)
wherever grading Repute)
system is
followed)
An eminent scholar with Ph.D.
qualification(s) in the
concerned/allied/relevant min. 10 years
discipline and published work of | post PhD
Professor high quality, actively engaged in | (min. 4 Years
resecarch  with evidence of | as Associate )
e

published work with a minimum
of 10 research publications(of
which 3  in  journals of

Professor)
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International Repute) in the peer
reviewed/ UGC listed journals
and a total research score of 120

The selection
shall be based
on ten best
publications in
the Peer
reviewed/UG
C listed

A minimum of twelve years of | .
journals and

teaching/research experience as

Professor or an equivalent grade a".Va.rd of tw
i  the University/ College/ gl}inll)mg;nreecs)
National level institute with Ph. D - GOBE
Degree

Senior
Professor in

Universities
under his/her

supervision
during last 3
years and
interaction
with a
Committee
constituted.

Note: in case of specific program falling under PCI/COA/BCI/ NCTE!/ other statuary body,

minimum qualification and experience shall be as defined by concerned specific statuary
body.

Addendum — 3 (Reimbursement Policy)

Disbursement of Remuneration/Reimbursement/Conveyance Charges

FOR SCHOOL EXAMINATION

1. Conveyance charges for the External Examiners/Jurors (Answer Books/Project/Thesis)

a) Rs. 600/- (for Gurugram)
b) Rs. 1000/- (for any other part of NCR)
¢) Rs. 12/- per km (Outside NCR) or taxi fare (subject to the production of actual

bill) + Actual Toll Expenses

2. Remuneration rates for the External Examiners/Jurors for End Term
Practical/Lab/Viva-Voce Examinations
a) For schools (SAA, SoD and SoPD): A Fixed amo/_uﬂ’f'?f_ Rs. 5000/~ exclusive of
applicable conveyance charges and staycation. /
b) For other schools (SoB, SET, SOL, VHTBS andKSflS):

&\
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i. A Fixed amount of Rs. 2000/- exclusive of applicable conveyance charges
subject to the minimum of 20 students (even if he/she conducts two

different examinations on the same day).
ii. If number of students is more than 20, Rs. 100/~ per student for over and

above 20 students will be added to Rs. 2000.

3. Remuneration rates for the Evaluation and Viva-Voce examination of
. Dissertation/Thesis/Project for UG/PG programme

a) Project Report
a. Fixed amount of Rs. 2500/- exclusive of applicable conveyance charges

subject to the minimum of 20 students
b. If number of students i$ more than 20, Rs. 150/- per UG/PG Project report
and applicable conveyance charges

b) Dissertation
a. Fixed amount of Rs. 3500/- exclusive of applicable conveyance charges

subject to the minimum of 20 students
b. If number of students is more than 20, Rs. 200/- per PG dissertation and

applicable conveyance charges

4. Remuneration rates for the External- Answer Book Evaluator (External/Visiting)

/Re-evaluator (External/Visiting) for End Term Examination
a) Fixed amount of 750/- subject to the minimum of 20 Answer Books plus

applicable conveyance charges
b) Rs. 35/- per Answer Book if number of students is more than 20 plus applicable

conveyance charges

5. Remuneration rates for the Evaluators- Ph.D Thesis including Viva-Voce
a) Rs. 5000/- per thesis for evaluation/Pre examination
b) Rs. 3500/- for Viva-Voce and exclusive conveyance charges

6. Remuneration rates for the External- Question Paper Setter
a) Rs. 1000/- per question paper for UG/PG/Ph.D programme

FOR REGISTRAR OFFICE

1. Remuneration rates for the external experts of Executive Committee - Youth Red Cross,
Academic Council, Board of Management, Governing Body and any other University

Level Statutory Committee o
a) A Fixed amount of Rs. 6000/- per meeting atteudc"d/ (exclusive of conveyance

charges)
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b) A conveyance charges of Rs. 1500/- per meeting attended. In case of
Government officials, Government policy of conveyance charges will apply.

AT SCHOOL LEVEL

1. Remuneration rates for the external experts of Board of Studies (BOS)
a) A Fixed amount of Rs. 5000/- per meeting attended (exclusive of conveyance

charges)

2. Remuneration rates for the external expetts of School Research Committee (SRC)
a) A Fixed amount of Rs. 5000/- per meeting attended (exclusive of conveyance
charges)

3. Remuneration rates for the external experts of School Advisory Council
a) A Fixed amount of Rs. 5000/- per meeting attended (exclusive of conveyance
charges)

4. Remuneration rates for the lecture/seminar/workshop of industry external experts
a) Rs. 2000/- per hour rate (exclusive of conveyance charges) up to maximum of
Rs. 6000/- in a day
b) Conveyance Charges

i. Rs. 600/- (for Gurugram)
ii. Rs. 1000/~ (for any other part of NCR)
iii. Rs. 12/- per km (Outside NCR) or taxi fare (subject to the production of
actual bill) + Actual Toll Expenses

5. Remuneration rates for the Visiting Faculty
a) Rs. 900/- per hour rate (exclusive of conveyance charges) for having less than 5
years of academic/professional experience up to maximum of Rs. 2700/- in a.

day
b) Rs. 1100/- per hour rate (exclusive of conveyance charges) for having between

6-10 years of academic/professional experience up to maximum of Rs. 3300/~ in
a day '
¢) Rs. 1300/- per hour rate (exclusive of conveyance charges) having for more than
10 years of academic/professional experience up to maximum of Rs. 3900/- in a
day
d) Conveyance Charges
i. Rs. 600/- (for Gurugram)
ii. Rs. 1000/- (for any other part of NCR)
ifii. Rs. 12/- per km (Outside NCR) or taxi fare (subject to the production of
actual bill) + Actual Toll Expenses

69
Sushant University Service Regulations




Sushant
University

Remunerations rates for the visiting faculty having sound technical knowledge and
expertise may be revised with the prior approval of competent authority

" Disclaimer: Service rules approved in BOM: 21.03.2014 are to be interpreted with the revised
Rules/Policy/Amendments made in BOM dated 19.11.2022

70
Sushant University Service Regulations

——




|Sushant
University

Code of Conduct

Leave Policy



lSushant
* Umversuty

LEAVE POLICY

Approved in the

16" Board of Management
Meeting & Ratified in 10"

Governing Body Meeting

FOR FACULTY AND STAFF
With Effect From 01-12-2022

—

5
\
\

N




Eﬂ! pose:

To communicate the leave rules and regulations applicable to all regular employees on
the Pay Roll of Sushant University.

oli t jective:

Introduction: “Leave” is a period when an employee is away from his / her job,
while maintaining the status of the employment. Leaves are granted to the employees
with good intention of providing rest, recuperation of health and for fulfilling family
and social obligations. The leave policy sets out the various types of leaves that an
employee may be eligible for and outlines the procedure for taking leave. ‘Leave’ is
admissible from the first day of absence to the first day of presence.

li s

1. This revised leave Policy shall commence from 01.12.2022 until such time it
is amended. :

2. These Leave rules, shall apply to all employees who are on regular service (i.c
Probation, Confirmed or Contractual/term employment of the University on
accrual basis unless separately specified.

3. Tt shall not be applicable to employees appointed on Part time, Visiting, Adjunct
and daily basis.

4. This policy shall supersede all existing leave policies henceforth.

Defititions:

Leave: Leave is a provision to stay away from work, for genuine reasons, with prior
approval of the competent authorities.

Holiday: It is a provision to stay away from work without prior approval of
competent authority, unless specifically called through an office order.

web [l




1. Leave Tvpes and Annual Credit;

Types of Leaves No. of Leaves Eligibility

Casual Leave (CL) 10 Days per calendar year. Beoch he s Liipiins ofe prosad

Medicghteaye 10 Days per calendar year. Gasis

(MDL)

12 Days per calendar year
E s aay B for Teaching Staff From the date of joining on pro-rata
20 Days per calendar year for basis
Non- Teaching Staff.
— Maternity Leave 182 Days from the date of'its : s

(MTL) kPt As per Statuary Guidelines

10 days in Summer — All
N e ‘Tea(fhmg L] Vacation Leave will be on pro-rata basis.*
(VL) 7 days in Winter — All Faculty
& Staff

1.1 Apart from the above-mentioned Leaves, Faculty & Staff members will
observe Gazette Holiday as per the list declared by the Registrar Office in
the beginning of the calendar year. The Faculty and staff can also avail up to
a maximum of two Restricted Holidays (RH) from the prescribed list of RH
within one calendar year depending on their joining date & month. Those
Faculty & Staff members who have joined prior to 30" June can avail two
RH whereas the Faculty & Staff members Joining after 30" June can avail
only one RH during that particular calendar year.

1.2 Leaves will be credited on 1 day of every calendar month to the employees
on Pro-Rata basis during probation and contractual period as per the
eligibility of the Leaves.

1.3 Any Unutilized/Remaining CL & Restricted Holiday will be lapsed on
31* December.

1.4 Any Unutilized/Remaining Medical and Earned Leave(s) will carry forward to the
next year (subjected to the rules/conditions defined below).

1.5 In Case Any Faculty and/or staff member is not having enough EL balance in their
accounts due to any reason, they may be allowed vacation leave subject to the
sanction of their advance EL by competent authority.

2. ideli r r availin v

2.1 Right of Leave: Leave cannot be claimed as a m -of right. When the
exigencies of service so demand, leave of any d.e@'za:;‘t‘;:m may be refused or
revoked by the leave sanctioning authority. .

; T,
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2.2 Leave should always be applied for and have to be sanctioned before it is
taken except, in case of emergency and for satisfactory reasons.

2.3 In case of exigency or emergency or in any circumstances that are
beyond the employee’s control the employee should use other means of
communication (phone, SMS etc.) to contact the office of the University
and give the necessary information to his/her functional head. A written
application should be forwarded to the sanctioning authority immediately
on reporting for duty.

2.4 Employees should submit application for leave of more than 3 days,
in the prescribed format, 7 days in advance to his/ her functional head
which will further be sent to the management.

2.5 Simultaneously employee also need to apply leaves in the ERP.

2.6 All leaves sanctioned by the Management will be sent to the IIR department for
records.

2.7 The leave account shall also be maintained (besides HR) for each Staff in the
Department/Faculty concerned.

2.8 In case a Staff is recalled to duty before the expiry of his/her leave, such recall to
duty shall be treated as compulsory in all cases.

2.9 Any employee’s absenting without prior sanction/information will be marked
Absent for the day and salary for the same will be deducted.

3. Earning of Leave: Except as otherwise provided in these Rules, leave shall be earned
for period spent on duty only.

4. Commencement and Termination of Leave: Leave ordinarily begins from the first
day of absence and ends on the day preceding working day on which duty is resumed.

5. Leave Rules
The leave admissibility in respect of all the employees shall be governed by the rules
Framed as under:

Casual Leave (CL)

Earncd Leave (EL)

Matemity Leave (ML)

Medical Leave (MDL)

Vacation Leave (VL)
Compensatory Casual Leave (CCL)

MEC 0>

5.1 The leave year shall run from 1* January in every year to the 31* December.

5.2 On severance of the services, if an individual has availed Earned Leave/ Casual
Leave/ Medical Leave in excess of the entitlement, the same shall be recovered at
the time of settlement of the accounts.

5.3 In the event of an individual resigning from the services of the University then,
during the notice period only one Casual lcave may/b;*adnﬁssibie with approval
from competent authority /5
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CASUAL LEAVE (CL)

i1

1l

Casual leave is catered to meet emergent/unforeseen requirements of an
employee. However, an employee shall get it sanctioned in advance unless
unavoidable. HODs/ Deans are the only authority to sanction leave over the
telephone.

CL can be availed up to a number of CL earned or up to three days whichever
is less.

Casual leave can be availed for even the half day. Two half days will be counted
as one CL.

MEDICAL LEAVE (MDL)

i.

il.

iil.

Employees shall be eligible for 10 days medical leave and the said leave could
be availed because of illness duly supported by Medical Certificate from a
registered medical practitioner having registration with the Medical Council of
India.

Every application for MDL for two or more days must be accompanied by a
medical certificate from an authorized medical practitioner registered with the
Medical Council of India. However, the authorities of the University shall be at
liberty to subject an employee seeking medical leave to have him/her medicaily
examined by the doctor on panel of the University and produce the medical
certificate thereon.

MDL will be credited to the employees on prorate basis on 1* of every month.
Medical leave shall not be encashable.

iv. Only 50% MDL may be carried forwarded to next year.

EARNED LEAVE (EL)

i.

i,

iil.

v.

vi.

/

/

h
/

/

Earned leave means the leave earned by an employee for the services rendered
during the calendar year.

The request for EL shall be made well in advance (preferably 1 month);
and requests made less than 7 days in advance may not be entertained.
However, if an employee has no other leave to his/her credit the competent
authority may relax this condition on case-to-case basis & depending upon the
merit of the case.

The reporting head shall recommend EL.

EL shall not be admissible during the teaching classes of the academic session
except in case of exigency.

The total accumulation of Earned Leave for the purpose of leave encashment
shall be restricted to 45 days only during entire service, or the management
may revise as time to time.

XW S




Nep>-

vii. 50% of EL may be carried forward to next year with maximum ceiling of 120

Leaves. ¢.g. if a Non-Teaching Staff has 20 EL remaining at the end of the
Ist calendar year then only 10 will be carried forward to the 2nd year.
Subsequently in the Beginning of 2nd Year S/he will have 10 EL but in case
you take 2 EL during the entire year, then in the month of December you will
have 28 EL balance in your account, But 20 EL (10 from previous year and
half of the 20 i.e. 10 from current year) will be carried forward to the 3rd
Year.

MATERNITY LEAVE (ML)

Only female employees are eligible to matemity leave. Grant of Maternity leave
(ML) is subject to the following regulations:

-

ii.

1il.

iv.

E.

ML may be granted to a female employee of the staff on full pay for a period
up to 182 days from the date of its commencement. ML will not be applicable
for on probation or contractual/ temporary/visiting or ad-hoc appointees.

ML can only be availed of once in a period of threc ycars and only twice
During the entire period of the employee’s service at SU or elsewhere

ML can be applied 15 days prior to expected date of delivery in case of so
desired by the employee due to medical reasons. ML shall not be debited to
the leave account.

During the period of ML she will be paid lcave salary equal to the pay drawn
immediately before proceeding on leave only after resuming duty and serving
a declaration that employee will tender services for the next | year at the very
least after resuming her duty.

ML can be extended beyond the prescribed limit of 182 days, as leave without
pay if a female employee is not in a position to resume duties for various
compelling reasons. However, such leave without pay shall not be given for
more than a period of six months. The sanction of leave without pay beyond
the ML will be on a specific written request made to the Vice Chancellor and is
dependent upon the discretion of the Vice Chancellor keeping in view his
assessment of the circumstances on case-to-case basis.

Vacation Leave (VL)

Summer Vacation Leave (SVL): SVL can be availed by Teaching Staff during
summer non-peak academic period as per the Academic Calendar for a maximum
period of 10 Days. SVL can only be availed on Rostered Basis during this period.
SVL may also be granted to the Non-Teaching Staff depending upon the
requirements of respective School/Department (In that case their Earned Leaves
will be deducted accordingly.)

However, for non-teaching staff the Reporting Head may grant such leaves during
the non-peak period.
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Appointment Cum Appraisal Policy

1. OBJECTIVE

The objective of this policy is to lay down gmdelmes for hiring quahﬁed and
competent professionals in line with the Mission and Vision of the SU.. ...
We are committed to select and offer candidates based on their Qualification
and Bxperience as deemed fit for the vacant position.

Appointment pohcy is based on equal opportunity without discrimination of
any kind:

2. APPLICABILITY
This policy is applicable to all full-time and part-time employees, including those
appointed on contract/special contract basis.

3. CLASSIFICATION OF EMPLOYEE
The members of the employee of the University shall be classified as:

a)

b)

d)

Academic — which term shall include Viece-Chancellor, Diréctor, Dean,
Associate Dean, Assistant Dean, Professor Sr. Professor, Associate Professor;
Assistant professor, controller of examination, part time faculty, Visiting
faculty, Workshop superintendent, Instructor, and such other academic posts
as may be decided by the university.

Technical — which term shall include, Librarian, Systém Manager, System
Analyst, Software Engineer, Programmer, Civil Engineer, Superintendent, Lab
Assistant, foreman, Supervisor (workshop), Carpenter, Mechanic, Overseer,
Medical Staff, House Surgeon and other Medical staff, Sports Incharge and
such other technical and other staff as may be decided by the university.
Administrative and others — which term shall include Registrar, Director, Joint
Registrar, Chief Finance and Accounts Officer, Chief Librarian, Dy. Registrar,
Dy. Director, Assistant Registrar, Assistant Director, Administrative Officer;

Assistant Administrative officer, Section Officer, Training and Placement

Officer, Assistant Manager/ Manager/ Senior Manager (Marketing, Finance &
Accounts, HR, CRC etc) Accounts Officer, Audit Officer, Wardens/ Matron,

Stores Officer, Estate Officer, Accountants, Store Keeper, Steward, Office
Superintendent and such other administrative and other staff as may be
decided by the university. The term shall also inclade Head-Training and

Placement, Head- Marketing/Branding, Head-HR, Head-IT, Academic
Coordinator ete. .

Cleaning and other staff — which term shall include Security Guards,
Gardeners, Sweepers, Electrician, skilled and unskilled Attendants, Peons etc.,
and such other staff as may be decided by the university.

4. CATEGORIZATION OF EMPLOYEES
4.1 Regular employees

Person employed on regular basis including any person engaged aga nsl
regular position and has completed the probation period suecessfully.




4.2 Probationary Employee

Person employed will be on probation for 1 year of their service. Based on
the evaluation/ review and recommendation of Dean (in case of School) and
HoD (in case of Non- Teaching Department), probation may be confirmed or
extended. The extension of probation may be given for the next 6 month
subject to maximum extension uptol2 Months extended in the multiple of 6
months or services may be terminated in accordance to the policy laid down
by the university.
4.3 Fixed Term (Contractual) Employees

Person who has been appointed for the Specific Project or appointed for fixed
tenure, whose services are terminable at the end of the tenure. Their Contract
may be extended for another term depending upon the requirement of their
services.

4.4 Other Categories

Management Trainee/Graduate Trainee (Interns) means graduated/post-
graduated candidates from institute/university with no work experience.

4.5 Part Time/ Visiting Faculty

Such employees are those hired for the work less than the normal working
hour on a consolidated monthly salary or paid on hourly basis. They will not
be entitled nor could they claim any benefit as provided to regular employees.

5. GUIDELINES FOR APPOINTMENT

3.1 All posts at the University shall normally and as far as possible, be filled by
advertisement; but, the Chancellor on behalf of the Governing Body shall have the
exclusive power to decide, either on its.own or on the recommendations from the
Vice-Chancellor, that a particular post be filled by invitation, or by promotion from
amongst the members of the staff of the University.

3.2 Every appointment for the faculty positions and senior administrative post shall be
filled by the selection committee of the University. Additional posts may be created
as required, for the extension of specific projects and or research and development
activities,

-5.3 Every appointment, whether temporary, contractual or part time will be made for a
specific tenure and all such appointments shall become invalid from the date specified
in their-appointment letter/ contract. Such appointments, may however, be extended,
subject to a written confirmation of such extension duly approved by the Vice-
Chancellor, for such period (s) as may deemed fit, failing which, no extension shall be
considered valid and binding on the University.

S.4 All appointments shall be made on mutually accepted Terms & Conditions between
the parties.

3.5 All appointments shall be approved by the “BOM” and reported to the Governing
Body.

6. CONSTITUTION OF SELECTION COMMITTEE

6.1 Standard Operating Procedure for appointments of academic and non-
academic staff at Sushant University
a) Purpose: The purpose of this Standard Operating Procedure is to
establish a procedure to be followed before appointing any academic and
non-academic staff at Sushant University.
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b) Responsibility: All concerned members/officers entrusted with the
responsibility of recruitment would be responsible for maintaining,
documenting and implementing this procedure. '

¢) Rationale: ‘

Sushant University is committed to establish itself as a paragon of
excellence in higher education space by providing world class learning
environment to its students. In order to achieve this goal it is of
paramount importance that we adhere to the set of processes and
standards that are followed in leading educational institutions across the
world.

d) Process of Selection:

e Bvery vacancy (for academic and non-academic staff) would be
advertised and a pool of applicants would be generated
¢ Resumes of all applicants would be rated and documented
Selected applicants would be called for interviews
o Selection Committees: The following will be the constitution of
selection committees for various positions:
(i) Director/Deans/Professors & Equivalent Positions and
Above:
¢ Chancellor or his nominee
e Vice Chancellor
e Director- Human Recourse
o Three Experts of the concemned subject/field (not
connected with the University) nominated by
Chancellor/Vice chancellor.
o For Architecture discipline, Nominee of COA will also
be called.
(ii) Other Teaching Positions (Associate Professors, Assistant
Professors and below):
e Vice Chancellor
e Director- Human Resourse
e Two Experts of the concerned subject/field nominated
by Chancellor/Vice chancellor.
» Dean/ Head of Institution of concerned subject/field
¢ For Architecture discipline, Nominee of COA will also
be called
 Registrar-Member Secretary
(iii)Non - Teaching Upper Management Level

Vice Chancellor

Director- Human Resourse

Dean/HOI of the concerned School

Registrar - Member Secretary

6.1.2 Others Statutory Staff: (As per the act and statutes of the Haryana

- Private University Act.)
6.1.3 Visiting Faculty:The appointments of visiting faculty will be decided by
the concerned Dean/ Head of Institution in consultation with the Vice

Chancellor. ﬂj\/
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6.2 Procedure for holding selection committee meeting.

a) The meeting of a Selectlon Committee shall be convened by theVice-
Chancellor.

b) The Vice-Chancellor shall preside at the meetings of a Selection
Committee.

¢) The Registrar, and or his nominee shall be the ex-officio Secretary wherever
it may be required. However, he will be a nonvoting member in the selection
committee for teaching staff above the label of Associate professor.

d) Ordinarily a week’s notice of a meeting shall be given,

e) Four members inclusive of the Chairman shall form quorum.

Eligibility Criteria
As mentioned in Annexure [
STANDARD PAY SCALES FOR FACULTY:

The standard scales of pay are as given under:

Professor Emeritus

Consohdated Pay along with Transport Allowance ]

—»Q‘(EJ;ICt Professor/Faculty Consohdated Pay along with Transport Aflowance
i 67000-79000 AGP Rs. 12000 {Academic Level-15)
37400-67000 AGP Rs. 10000 (Academic Level-14)

Professor / Sr, Professor

Associate Professor 37406-67000 AGP Rs.9000 (Academic Level-13)
4 15600-39100 AGP Rs.6000 (Academic Level-10)
Assistant Professor 15600-39100 AGP Rs.7000 (Academic Level-11)

15600-39100 AGP Rs.8000 (Academic Level-12)

Teaching Assistant / Faculty Consolidated Pay |

The management reserves the right to offer different pay scales, consolidated
honorarium or alternative pay packages to the teachers of the university besides the
above standard pay scale. A professor holding substantive post may additionally be
assigned Deanship for academic administration of School of study of the university
and a separate special allowance/honorarium in addition to the normal pay package
of the post of Professor, as may be decided by the management of the University,
keeping in view the stature and credentials of the said professor may also be paid
for such additional assignment as Dean till the incumbent holds the position. This
will be applicable only for the Dean of the School of study of the University and
not for other equivalent positions.

INCENTIVES FOR Ph.D.

If a candidate is appointed as Asstt. Prof. with Ph.D. two increments may be made
admissible, as per the discretion of the appeinting authority.




Annexure 1

Minimum Qualifications and Terms & Conditions for appointment of Teaching Staff

Note: In case of specific program falling under PCI/COA/BCY/ NCTE/ other statuary
body, minimum qualification and experience shall be as defined by concerned specific
statuary body.

Al.1 TEACHING ASSISTANT/ FACULTY
The Teaching Assistant/Faculty, position is meant for prospective teaching faculty
to do research along with carrying out teaching and other assignments.
Qualifications;

1.

ii.

ii.

ME/MS/MTech/MPhil/MPharm/MBA or equivalent in a relevant discipline
from an institution of high repute (with a 1st Div. or. 55% in all university
level degrees): Potential for excellence in teaching and research.
Appointment will be on temporary basis for one year, to be assessed and
renewed every year based on.their performance in teaching and research up
to a maximum of 4 years and subject to completing Ph.D. They must make
every effort to complete their Ph.D. within 4 years, failing which their
appointment stands terminated.

Consolidated pay shall be admissible as per the university norms

Al2  ASSISTANT PROFESSOR (ACADEMIC LEVEL 10)
The Assistant Professor, position is meant for prospective teaching faculty to do
research along with carrying out teaching and other assignments.
Qualifications:
Mandatory

1.

ii.

iii.

ME/MS/MTech/MPhil/MPharm/MBA or equivalent in a relevant discipline
from an institution of high repute (with a 1st Div. or 55% in all university
level degrees): Potential for excellence in teaching and research.
Appointment will be on temporary basis for one year, to be assessed and
renewed every year based on their performance in teaching and research up
to a maximum of 4 years and subject to completing Ph.D. They must make
every effort to complete their Ph.D. within 4 years, failing which their
appointment stands terminated.

UGC Net qualified wherever applicable,

Preferable

iv.

Ph.D. in the relevant field from an institute of repute with or without
teaching experience. Their appointment will be on regular basis subject to
confirmation of probation.

e -




A1.3 ASSISTANT PROFESSOR (ACADEMIC LEVEL 11)
The Assistant Professor, position is meant for prospective teaching faculty to do
research along with carrying out teaching and other assignments.
Qualifications:
Mandatory

i

il

iii.

-ME/MS/MTech/MPhil/MPharm/MBA or equivalent in a relevant discipline

from an institution of high repute (with a Ist. Div. or 55% in all
college/university level degrees): Potential for excellence in teaching and
research.

Appointment will be on temporary basis for one year, to be assessed and
renewed every year based on their performance in teaching and research up
to a maximum of 4 years and subject to completing Ph.D. They must make
every effort to complete their Ph.D. within 4 years, failing which their
appointment stands terminated.

Minimum 3 years of teaching experience.

iv.  UGC Net qualified wherever applicable.
Preferable
v.  Ph.D. in the relevant field from an institute of repute with minimum 3 years
of teaching experience, Their appointment will be on regular basis subject
to confirmation of probation.
vi. 3 Research publications out of which atleast 1 in journal of international

repute.

Al.4 ASSISTANT PROFESSOR (ACADEMIC LEVEL 12)
The Assistant Professor, position is meant for prospective teaching faculty to do
research along with carrying out teaching and other assi gnments,
Qualifications:
Mandatory

1.

ii.

iii.

ME/MS/MTech/MPhil/MPharm/MBA or equivalent in a relevant discipline
from an institution of high repute (with a 1st Div. or 55% in all
college/university level degrees): Potential for excellence in teaching and
research, - ’

Appointment will be on temporary basis for orne year, to be assessed and
renewed every year based on their performance in teaching and research up
to a maximum of 4 years and subject to completing Ph.D. They must make
every effort to complete their Ph.D. within 4 years, failing which their
appointment stands terminated.

Minimum 5 years of teaching experience.

iv.  UGC NET Qualified (wherever applicable)
Preferable
v.  Ph.D. in the relevant field from an institute of repute with min 5 years of
teaching experience. Their appointment will be on regular basis subject to
confirmation of probation.
vi.

Four Research publications out of which atleastTwo in/ #xumgl of
international repute. < gwmle:
VA




Al1.5 ASSOCIATE PROFESSOR
Qualifications:

1,

ii.

ilt.

iv.

V.

Ph.D. in a relevant discipline from an institution of high repute (with 1st
Div. or 60% at ME/Tech/MS/MPhil/MPharm/MBA

Eight years of experience of teaching in a University or College and / or of
research in a University/national level institution, equal to that of Assistant
Professor in a University/College.(research experience during Ph.D. is not
Counted).

At least 5 publications (of which 3 are in journals of international repute).
Guided at least one Ph.D. student (independently or jointly).

Preferably completed at least one sponsored R&D project of value Rs. 5L
or more as PI/ Co- PI

Preferably UGC Net qualified (wherever applicable)

Al.6PROFESSOR
Quahﬁcatmns

i.

ii.

iii.

iv.

vi.

Ph.D. in a relevant discipline from an institution of high repute (with 1st
Div. at ME/MS/M.Tech /M.Phil/M,Pharm/MBA/Equivalent masters.An
eminent.scholar with Ph.D. qualification(s) in the concerned/allied/relevant
discipline and published work of high quality, actively engaged in research
with evidence of published work.

Ten year’s experience of teaching in a University or College and / or of
research in a University/national level institution, equal to that of Associate
Professor in a University/College. (research experience during Ph.D. is not
Counted).

Potential for leadership in research, education, administration and
institution building

At least 10 publications (of which 3 are in journals of international repute).
Preferably guided at least twoPh.D. student independently and/or have
experience of academic administration.

Preferably completed at least one sponsored R&D project of value Rs. 10 L
or more as PI / Co- PI

Al1.7 Sr. PROFESSOR
Qualifications:

i.

ii.

Ph.D. in a relevant discipline from an institution of high repute (with 1st
Div. at ME/MS/M.Tech /M.Phil/M.Pharm/MBA/Equivalent masters. An
eminent scholar with Ph.D. qualification(s) in the concerned/allied/relevant
discipline and published work of high quality actively engaged in research
with evidence of published work.

Minimum Twenty Years of Experience out of which Ten year's expenence
of teaching in a University or College and / or of research in a
University/national level institution, equal to that of Professor in a
University/College. (research experience during Ph.D. is not Counted) Also
having 5 years of experience as Dean/Director/Principal in reputed
University/Institutions/College or -any institute as duly approyed by
UGC/Competent Statuary Authority.




A1.8 ADHOC/ADJUNCT FACULTY APPOINTMENTS:

Notwithstanding anything contained in the above rules, the Board of Management
may by a general or special order and subject to such conditions as it may specify
in such order delegate to any authority in the University the power to make
Adhoc/Adjunct Faculty appointments.

AL9 APPPOINTMENTS ON HONARARY/ EMERITUS POSITIONS

In order to meet higher quality benchmarks in teaching and research, acclaimed
academicians and/or person of eminence from industry are required in the
University. Such eminent and competent faculty are required to be invited by the
university as Professor Emeritus. It is experienced that Professor Emeritus will
supplement teaching and collaborate with the faculty to stimulate activities for
quality education & research besides playing mentoring and inspirational roles.

PROFESSOR EMERITUS

e Professor Emeritus is prestigious faculty position that may be conferred
upon to fully retired (more than 65 years of age), distinguished
personality and who meet the eligibility criteria as per UGC norms.
Emeritus position provides an opportunity to the superannuated
distinguished teachers/ industry experts who have been actively engaged
in research and teaching programs in the preceding years to undertake
teaching and research, without any restriction of position or pay scales.

o The eligibility will be based on the quality of research and published
work contributed by the teacher in her/his service career. The awardee
(superannuated) can work under this scheme with a well-defined time
bound action plan up to the age of 70 years (annually renewed). No
extension under the scheme is admissible beyond 70 years of age.

¢ Consolidated pay shall be admissible as per the universitymomms.
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e Addendum—2-(Appointpeintment-Policy)——————{|—

Appointment Policy

Recruitment and Selection
1. Objective
1.1. The objective of this policy is to lay down guidelines for hiring qualified and competent

professionals in line with the Mission and Vision of the SU.

1.2. We are-.committed to select and offer candidates based on their Qualification and Experience

as seem fit for the vacant position.

1.3. We do not support any kind of discrimination while employing people.

2. Applicability
2.1. This policy is applicable to all full-time and part-time employees, including those appointed

on contract basis.

3. Classification of Staff
The members of the employee of the University shall be classified as:

d) Academic — which term shall include Vice-Chancellor, Director, Dean,
Associate Dean, Assistant Dean, Professor, Associate Professor, Assistant
professor, controller of examination, part time faculty, Visiting faculty,
Workshop superintendent, Instructor, and such other academic posts as
may be decided by the univérsity._

e) Technical — which term shall include, System Manager, System Analyst,
Software Engineer, Programmer, Civil Engineer, Superintendent, Lab
Assistant, foreman, Supervisor (workshop), Carpenter, Mechanic,
Overseer, Medical Staff, House Surgeon and other Medical staff,
Wardens/ Matron and such other administrative and other staff as may be

decided by the university.
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1) Administrative and others — which. term shall include Registrar, Director, .

Joint Registrar, Chief Finance and Accounts Officer, Dy. Registrar, Dy.
Director, Assistant Registrar, Assistant Director, Administrative Officer,
Assistant Administrative officer, Section Officer, Training and Placement
Officer, Assistant Manager/ Manager/ Senior Manager (Marketing,
Finance & Accounts, HR, CRC etc) Accounts Officer, Audit Officer,
Stores Officer, Estate Officer, Accountants, Store Keeper, Steward, Office
Superintendent and such other administrative and other staff as may be
decided by the university. The term shall also include Head-Training and

Placement, Head- Marketing/Branding, Head-HR.

Cleaning and other staff — which term shall include Security Guards, Gardeners,
Sweepers, Electrician, skilled and unskilled Attendants, Peons etc., and such other

staff as may be decided by the university.

4. Classification of Appointment :

4.1 APPOINTMENT BY PROMOTION:

4.1.i. Appointment to a post in any grade by promotion shall be made, whether in a
permanent or officiating capacity, from amongst employees serving in posts or in

the next lower grade.

4.1.ii  Every appointment by promotion shall be based on the recommendation of the
promotion committee as per the policy lay down by the university under the

“Promotion Policy”.
4.2. TEMPORARY EMPLOYMENT

4.2.i  Appointment of the temporary employee will be for short duration or fixed term for

3 months to 10 months.

4.2.ii. The service of a temporary employee shall be liable to termination at any time by
notice in writing given either by the employee to the university or by the university
to the employee. The period of such notice shall be one day, unless otherwise agreed

to by the University and the employee.

50

Sushant University Service Regulations




Sushant
University

... 4.2.ii._ The other terms.and conditions of service of.such employee shall be such.as maybe. .. .

specified by the university in his/her letter of appointment

4.3. APPPOINTMENTS ON SPECIAL CONTRACT/ HONARARY/ EMIRITUS
POSITIONS

In order to meet higher quality bench marks in teaching and research, acclaimed academicians
and/or person of eminence from industry are required in the University. Such eminent and
competent faculty are required to be invited by the university as Professor Emeritus. It is
experienced that Professor Emeritus will supplement teaching and collaborate with the faculty
to stimulate activities for quality education & research besides playing mentoring and
inspirational roles.

PROFESSOR EMERITUS

1. Professor Emeritus is prestigious faculty position that may be conferred upon to
fully retired' (more than 65 years of age), distinguished personality and who
meet the eligibility criteria as per UGC norms. Emeritus position provides an
opportunity to the superannuated distinguished teachers/ industry experts who
have been actively engaged in research and teaching programmes in the
preceding years to undertake teaching and research, without any restriction of
position or pay scales.

2. The eligibility will be based on the quality of research and published work
contributed by the teacher in her/his service career. The awardee
(superannuated) can work under this scheme with a well-defined time bound
action plan up to the age of 70 years (annually renewed). No extension under
the scheme is admissible beyond 70 years of age. '

3. Consolidated pay shall be admissible as per the university norms.

44 APPOINTMENT OF PERMANENT OR REGULAR EMPLYEES

4.41 All the employees hired on permanent or regular basis will be hired as per guideline

and criteria laid down in the Annexure 1. EUN
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__44.i._All the appointment made under this category will hired on the initial .probation. .

for 1(one) year, but in no case the total period of probation shall exceed four years.

4.4.iii. Criteria for Confirmation of Services is completion of PhD in relevant fields
failing which the Contract of Appointment stands terminated.

44.iv. PhD in relevant field from an institute of repute with or without teaching
experience can be appointed on permanent basis subject to confirmation of probation
period of 1 year. ‘

4.4. ADHOC APPOINTMENTS:
Notwithstanding anything contained in the above rules, the Board of Management may
by a general or special order and subject to such conditions as it may specify in such

order delegate to any authority in the University the power to make ad hoc appointments.

4.5. SPECIAL CONTRACTS:

Notwithstanding anything contained in the Ordinarce, the Board of Management may, in
special cases, appoint teachers on contract on such terms and conditions as it may deem

fit:

Provided that no appointment shall be made under this clause for a period exceeding two

years at a time.
5. CATEGORIZATION OF EMPLOYEES
5.1 Regular employees
Person engaged on permanent basis and includes any person engaged against
permanent position and confirmed.

5.2 Probationary Employee

Person hired against any permanent position will on probation for the 1% year of their service.
Based on the evaluation/ review and recommendation of Dean (in case of School) and HoD
(in case of Non- Teaching Department), probation will be extended for the next 3 month or

services will be terminate in accordance to the policy laid down by the university.

5.3. Fixed Term (Contractual) Employees

Sushant University Service Regulations B\ \ | /"
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v. Rehires
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services are terminable at the end of the tenure. Their Contract may be extended for another

term depending upon the requirement of their services.

5.4 Other Categories

Management Trainee/Graduate Trainee means candidates fresh from institutes (MBA, CA,

ICWA, B.Tech, M.Tech, LL.B) and with no initial or prior work experience in past.

5.5 Part Time

Part time employees are those hired for work less than the normal working hour on a
consolidated monthly salary. They will not be entitled nor they could claim any benefit

provided to full time employees.

6. RECRUITMENT

To attract and retail people with multi-dimensional skills and experience that matches with

the present and future requirement of SU.

Categories of Vacancies

A. As per Annual and Semi-Annual Manpower Plan

B. Replacement Vacancy

C. New Positions, Due to Expansion of Statuary Obligations.
Modes of Recruitment

i. Advertisement in Local and National Newspaper/ Social Media
ii. Internal Job Posting / Transfer

iii. Existing Data Bank

iv Job Portal
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i, By Invitation: The Board.shall.have the power. to decide on the recommendations of the. .. [

Director that a particular post be filled by invitation, or by promotion from amongst the

members of the staff of the Institute under a scheme approved by the Board.

Points to be noted

a. No family relation of an existing employee will be considered for a position when the
existing employee can directly or indirectly influence the recruitment & have any
relation/role in supervising the employee or be in any position to determine/decide the

performance of the new employee.

b. In case of the hire of a family relation of any employee, the 'same will have to be brought
to the notice of the Vice Chancellor and decision to hire finally rests with the Vice
Chancellor. In case it is found at a later stage a hire has been made of a family relation of
an employee without prior approval, then it will be deemed as a violation to this policy &
appropriate action will be initiated that can ultimately result in termination of the
employee. In the event that an existing employee becomes related to another employee
through their own marriage or the marriage of their child, or otherwise, then the same

will need to be declared to the Registrar.

1. Newspaper advertisement

An advertisement in newspaper/social media/magazine shall be published at least once a year

taking into consideration the following points.

a) Target publications for advertisements (Geographical Spread - Regional/Pan;
India/Global)

b) All relevant information will be contained in the advertisement (About SU; Position; Job

description; Compensation, if needed to be stated; relevant contact details; etc.)

¢) Budget for publishing the advertisement.
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-.....d). Outcome of the screening. committee results should.be communicated to_the shortlisted

candidates within 1 month from the date of interview so that TSU does not lose good

candidates.
ii. Internal Job Posting / transfer

a). Open positions can be filled by either transferring or deputing employees from different

departments/divisions.

b). Internal transfer has to be in consultation and agreement between the Dean/HOD’s of the
employees, HR and the Vice Chancellor.

iii. Existing Data Bank

a). Applications received from candidates directly, through any advertisement, web-portals,

other sources will be filed for future use in a data bank.

b). HR will maintain the updated Data Bank & before commencing any recruitment through

consultant, job portal, or any other source, etc., the relevant data bank will be searched for

suitable applicants.
¢). Candidates rejected will be removed from the databank.

iv. Consultants/Search Firms

a. HR will recommend to the Vice Chancellor for the empanelment of search firms &
recruitment consultants for the hiring needs of the Institute based on the current recruitment
norms at various levels.

b. Director on recommendations of HR shall approve the empanelment of consultants and
search firms. SU shall enter into a contract with each of the empaneled consultants before

awarding the assignment.

v Job Portal

a. All Job portals to be used by the institute will be recommended by HR to the Vice

Chancellor. The contract will specify the commercials and terms of service to be rendered.
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against defined parameters and decision to continue their services, terminate the contract or

to modify the nature of the contract/service will be taken periodically.

vi. Rehiring of Former Employees

a. As a policy, SU is open to consider former employees for rehiring which will be against
specific needs. Rehiring them may be considered a good move, since they already know
who's who in the University; they are familiar with the internal policies, practices and culture
and are well versed with the working of the Institute. The cost and time of hiring, induction,
and training is significantly reduced by recruiting former employees. They bring along with

them experience and knowledge that they gained while outside the University.

b. Rehiring of former employees must happen against the open positions

c. For the purpose of recruitment, all former employees shall be considered as new
candidates and similar recruitment process will be followed as what is applicable for any new
hiring.

d. Former employees who have good performance ratings, who have exceptionally
contributed to the growth of the Institute will be considered for rehiring.

e. The HR Division is however, precluded from arriving at a decision to rehire former

employee who have earlier:

i) Been tagged as ‘not good for rehiring’ by the Dean/ HOD in the exit feedback.

»ii) Already been rehired once & have exited again.

iii) Absconded.
iv Who have not served their notice period

v) Been removed from service on grounds of misconduct, acts of moral turpitude or

otherwise on lack of integrity.

vi) If were asked to leave due to performance issues
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f)..To_ensure a_right selection is.made the second.time, when and if.a rehire.opportunity ..
comes up, the following aspects of an employee’s exit are taken into consideration by the HR
Division.

i) If the former employee exited even when the corrective actions were taken to control their

exit, is most likely to leave again.

ii) If the reason for leaving still exists, this would indicate that the rehire is likely to leave
again.

iii) If the former employee had stated their disinterest in rejoining the institute at the time of

exit, they will be probed to identify the reason of change of mind.

iv) Refer to Dean/ HOD’s comment. If the manager had recommended ‘good for rebiring’,

the rehiring process must be initiated for the former employee

7. PROBATION:

Employee Shall be shall be appointed on probation ordinarily for a period of twelve months,

but in no case the total period of probation shall exceed Fourty Eight months.

Provided further that the condition of probation shall not apply in the case of teachers

appointed on invitation by the Board of Management with specific provisions.
8. APPOINTMENT OF VICE-CHANCELLOR

The Vice-Chancellor shall be the Principal academic and executive officer of the University
and shall be responsible for the proper administration of the University and for the imparting

of instruction and maintenance of discipline therein.
9. DEAN/HEAD OF DEPARTMENT

Each School/department of the University shall have a Head who shall be selected by the
Vice-Chancellor on rotation basis from amongst the Professors, Associate Professors,
provided that when in the opinion of the Vice-Chancellor the situation so demands, the Vice-
Chancellor may himself/herself take temporary charge of a department(s) or place under the
charge of such other Professor/ Associate Professor from another Department for a period not
exceeding six months. The Head of Department shall be responsible for the entire working

of the Department, subject to the general and overall control of the Vice-Chancellor.
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.- 1t_shall be the duty of the Head of the Department to ensure that the decisions of the .|

university and of the Vice-Chancellor are faithfully carried out. He/ she shall perform such
other duties. as may be assigned to him/her by the Vice-Chancellor from time to time. The
position of the Dean/ HOD will be rotational and or for a maximum petiod of three years or

any other period which may be decided by the Management.
10. PLACE OF POSTING:

Place of posting will be Ansal University, Gurgaon, Haryana. However, the management
may transfer ahy Teaching Faculty & other staff to any other offices/campuses/ locations
existing or to be opened in future by the University and the sponsoring body. Consequent
upon such transfer, the rules and regulations of service applicable to such post or at the place

of posting will become applicable.
11. STANDARD PAY SCALES:

The standard scales of pay are as given under:

67000-79000 AGP Rs. 10000 {Academic Level-15)

Professor / Sr. Professor
37400-67000 AGP Rs. 10000 (Academic Level-14)

Associate Professor 37400-67000 AGP Rs.9000 (Academic Level-13A)

15600-39100 AGP Rs.6000 {Academic Level-10)
Assistant Professor 15600-39100 AGP Rs.7000 (Academic Level-11)
15600-39100 AGP Rs.8000 (Academic Level-12)

The management reserves the right to offer different pay scales, consolidated honorarium or
alternative pay packages to the teachers of the university besides the above standard pay
scale. A professor holding substantive post may additionally be assigned Deanship for
academic administration of School of study of the university and a separate special
allowance/honorarium in addition to the normal pay package of the post of Professor, as may
be decided by the management of the University, keeping in view the stature and credentials
of the said professor may also be paid for such additional assignment as Dean till the
incumbent holds the position. This will be applicable only for the. Dean of the School of

study of the University and not for other equivalent positions.
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If a candidate is appointed as Asstt. Prof. with Ph.D. two increments may be made

admissible, as per the discretion of the appointing authority.

13. Fitness:

No person shall be appointed to any post unless the appointing authority is satisfied that he

possesses good character and antecedents.

The appointmeﬁt and its continuance is subject to being found and remaining medically
(physically and mentally) fit. The University reserves the right to have any employee
medically examined at any time during the course of employment through a medical
practitioner nominated by the management and a report of medical examination will be

submitted to the management whose decision in this regard will be final and binding.
14. Variations in Terms and Conditions of Service:

Every teacher of the University shall be bound by the Regulations which are in force in the

University from time to time.
15. Term of employment of teachers:

No teacher of the University, without the permission of the Board of Management shall
engage directly or indirectly in any Trade or Business or any private tuition or any other
work to which an emolument or honorarium is attached except in work the work undertaken
in connection with the examination of Universities or learned Bodies or Public Service
Commissions or to any literary work or publication or radio talk or extension lectures or, to

any other academic work with the permission of the Vice-Chancellor.

16. NATURE OF DUTIES:

Every teacher shall take part in the teaching and research programmes activities of the
University and perform such duties as may be assigned to him/her from time to time in
accordance with the Act, the Statutes and Ordinances framed there under, for the time

being in force, and generally act under the direction of the authorities of the University.

17. CONDITIONS OF SERVICES

St
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__Every_teacher_and such other employee as are.mentioned in the Regulations shall be -
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appointed under a written contract,' which shall be lodged with the University and a copy

thereof shall be furnished to the employee concerned.

18.

Eligibility Criteria

As mentioned in Annexure A

19.

19.1

19.2

19.3
19.4

Guidelines for Appointment

All posts at the University shall normally and as, far as possible, be filled by
advertisement; but, the Chancellor on behalf of the Governing Body shall have the
exclusive power to decide, either on its own or on the recommendations from the Vice-
Chancellor, that a particular post be filled by invitation, or by promotion from amongst

the members of the staff of the University.

. Every appointment for the faculty posiﬁons and senior administrative post (upper

management) shall be filled by the selection committee of the University constituted as
per the procedure and the proceedings to be forwarded to the Management for
information and concurrence. For all other ministerial staff the Vice-Chancellor shall be
empowered to fill the vacancy or he may suggest constitution of a three member
committee for the purpose. Appointments so. done shall be reported to the
Chancellor/management. Appointments, with or without grades, in the University will be
created on ad-hoc, Temporary and Regular basis by the University as per the requirement
shall be ascertained on the basis of the norms prescribed by the appropriate authority
from time to time. Additional posts may also be created, as required, for the extension of
specific projects and or research and development activities.

All appointments shall be approved by the “BOM” and reported to the Governing Body.
The selection committee will judge the suitability of all the candidates for the members of
the teaching faculty. Letters of confirmation in services shall only be issued by the
Registrar for all employees except to the Vice Chancellor; on the recommendations of the
Vice-Chancellor on the basis of the recommendation of the review committee formed
time to time for the purpose of review the cases for annual increment /promotion etc. In
case of the Vice-Chancellor, the Chancellor, on behalf of the Management has the sole

power to confirm his services as the Vice-Chancellor.
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specific tenure and all such appointments shall become invalid from the date specified in
their appointment letter/ contract. Such appointments, may however, be extended,
subject to a written confirmation of such extension duly approved by the Vice-
Chancellor, for such period (s) as he may deem fit, failing, which,_ no extension shall be
considered valid and binding on the University.

All appointments shall be made on mutually accepted Terms & Conditions between the

parties.

Constitution of Selection Committee

Standard Operating Procedure appointments of academic and non-academic staff

at Ansal University

a)

b)

Purpose: The purpose of this Standard Operating Procedure is to establish a
procedure to be followed before appointing any academic and non-academic staff
at Sushant University. _
Responsibility: All con;:emed members/officers entrusted with the responsibility
of recruitment would be responsible for maintaining, documenting and
in:lplementing this procedure.

Rationale:

Ansal University is committed to establish itself as a paragon of excellence in the
Indian higher education space by providing world class learning environment to
its students. In order to achieve this goal it is of paramount importance that we
adhere to the set of processes and standards that are followed in leading
educational institutions across the world.

e Transparency and governance are pre requisite in winning trust and

confidence of the public. Respect of an institution, valuation of an enterprise,

standing of a nation is directly proportional to the transparency and
governance. Transparency and govemnance are two touchstones to fathom the
character and gravitas of an organization. As a university we are committed to
instill transparency and goverance in every process and procedure that we

employ in pursuit of the University’s mission, objectives and goals.

———
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19.5 .. Every appointment, whether temporary, contractual or part time will be made fora .
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JAs-a leading .educational_institution we are. answerable to not.only to.our .. _ .|

board but also to our students, government, educational bodies and the public
at large.

In this age of transparency every detail is available to public at large through
Right to Information (RTI) act coupled with enormous reach of information
through internet. Therefore it is imperative that we establish well defined
procedures and processes that are transparent and objective and that can stand
any test or scrutiny.

Academic and non academic staff plays a critical role in the development of a
stimulating teaching and learning environment and therefore appointment of
these personnel is very critical. Therefore it is of utmost importance that we
define, document and implement standard processes for the hiring of the
human resources.

Implementation of these standard processes would be a step forward in

implementing transparency and good governance at Ansal University.

d) Process of Selection:

Every vacancy (for academic and non-academic staff) would be advertised
and a pool of applicants would be generated
Resumes of all applicants would be rated and documented

Selected applicants would be called for interviews

e) Selection Committees: The following will be the constitution of selection

committees for various positions:

28.1 Director/Deans/Professors & Equivalent Positions and Above:

Sushant University Service Regulations \\‘ ‘

Chancellor or his nominee

Vice Chancellor

Director- Human Recourse

Three Experts of the concerned subject/field (not connected with
the University) nominated by Chancellor/Vice chancellor.

For Architecture discipline, Nominee of COA will also be called.
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_ Other Teaching_ Positions. (Associate Professors, Assistant Professors and .. ||
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28.3 Non - Teaching Upper Management Level

28.4 Others ministerial Staff:

28.5 Visiting Faculty:
The appointments of visiting faculty will be decided by the concerned Dean/ Head of

Institution in consultation with the Vice Chancellor.

below):

Chancellor or his nominee

Vice Chancellor

Directof— Human Resourse

Three Experts of the concerned éubject/ﬁeld (not connected with the
University) nominated by Chancellor/Vice chancellor.

Dean/ Head of Institution of concerned subject/field

For Architecture discipline, Nominee of COA will also be called

Registrar-Member Secretary

Chancellor or his nominee

Vice Chancellor

Director- Human Resourse
Dean/HOI of the concerned School

Registrar - Member Secretary

Vice Chancellor or his nominee

Registrar, Joint Registrars, HODs as applicable.

28.6  Procedure for holding selection committee meeting.
a) The meeting of a Selection Committee shall be convened by the
Vice-Chancellor.
b) The Vice-Chancellor shall preside at the meetings of a Selection
Committee.
c) The Registrar, and or his .nominee shall be the ex-officio Secretary
wherever it may be required. However, he will be a ‘nonvoting
63
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___.._._member in the selection committee for teaching staff above the label . ..

of Associate professor.

d) Ordinarily a week'’s notice of a meeting shall be given.

e) Four members inclusive of the Chairman shall form quorum.

f) The Chairman shall be entitled to vote at the meeting and shall
have and exercise a casting vote in the case of an equality of
votes.

g) The meeting of every Selection Committee shall be held at AU or
at such 6ther place as the Vice-Chancellor may decide.

h) The Selection Committee shall consider and submit to the Board
of Management recommendations as to the appointment(s)
referred to it.

i) The Chairman shall have the power to lay down the procedure in

respect of any matter not mentioned herein.

j) If the Board of Management is unable to accept any recommendation
made by the Selection Committee, it may remit the same to the Selection
Committee for reconsideration and if the difference is not resolved, the
Board of Management shall record its reasons and submit the case to the
Chancellor for orders.

k) The constitution of the Selection Committee for the purpose of
recognizing teachers shall be as suggested by the Board of management.

) All Appointments should be approved by the BOM and reported to the
Governing Body/Management

m) The appointment of Dean, Associate Dean and Assistant Dean in various
Schools across the University, shall strictly be on rotational basis for the
period as may be determined by the University, which however should not
be more than three years. These positions should be offered to the senior
professors having requisite qualifications and experience as per the
prescription of the UGC. All the benefits entangled with such kind of

additional responsibilities shall be automatically withdrawn when the

t\ 64
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T _Professor.incumbent is reverted back in the event.of rotational changeof .. .1 .
assignments as Dean, Associate Dean and Assistant Dean.
Annexure A
Minimum Mandatory | Minimum Research No.of | Citatio
Designation Qualification Qualificati Teaching Publication Books n
on Experience Published | index
Master‘s  degree
Teachin with 60% marks
Assis tan% / (or an equivalent
Faculty / grade in a point Nil
Lecturer scale  wherever
grading system is
followed)
Master's degree
Assistant with 60% marks
Professor (or an.equlvalt?nt Qualified .
(Academic grade in a point UGC- NET Nil
Level — 10) scale  wherever
grading system is
followed)
Master's  degree
' . o _
Assistant Z(V:th 60% .m?rki 3 (at least 1
Professor ‘ ; dzn helq::lvaoeiﬁt Qualified min. 3 Year in journal of
(Academic | 274 fororer | UGC- NET -2 YOS | ternationa
Level - 11) e whereve 1 repute)
grading system is
followed)
Master‘s degree
o [¢)
Assistant Emth 60% me;rki 4 (at least 2
Professor 2: dan iqu;lvaoeigt Qualified min. 5 in journal of
(Academic fcalee whefever UGC- NET . 0 ¥ears | internationa
Level —12) - 3 1 repute)
grading system 1is
followed) |
/’/ UN;
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Associate
Professor

- Master's Degree | ..

with at least 60%
marks (or an
equivalent. grade
in a point scale
wherever grading
system is
followed)

Ph.D
Degree

min. 8 years
(Min. 5 Years
Post PhD)

5 (at least 2
in journal of
Internationa

1 Repute)

Sushant
University

Professor

An. eminent scholar with Ph.D.
qualification(s) in the
concerned/allied/relevant
discipline and published work of
high quality, actively engaged in
research with evidence of
published work with a minimum
of 10 research publications(of
which 3 in journals of
International Repute) in the peer
reviewed/ UGC listed journals
and a total research score of 120

min. 10 years
post PhD

(min. 4 Years

as'Associate
Professor)

Senior
Professor in
Universities

A minimum of twelve years of
teaching/research experience as
Professor or an equivalent grade
in the University/ College/
National level institute with Ph.
D Degree

The selection
shall be
based on ten
best
publications
in the Peer
reviewed/UG
C listed
journals and
award of
minimum
two Ph.D.
degrees under
his/her
supervision
during last 3
years and
interaction
with a
Committee
constituted.

Note: in case of specific program falling under PCI/COA/BC1/ NCTE/ other statuary body,

minimum qualification and experience shall be as defined by concerned specific statuary

body.

Sushant University Service Regulations
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CAREER ADVANCEMENT SCHEME (CAS)

» for
PROMOTION OF TEACHERS

[Based on UGC guidelines of Teachers and Other Academic Staff in Universities
and Colleges and Measures for the Maintenance of Standard in Higher
Education, Regulations, 2018 and API is amended by university]

INTERNAL QUALITY ASSURANCE CELL (IQACQ)




PROFORMA FOR PROMOTION OF TEACHERS UNDER

CAREER ADVANCEMENT SCHEME (CAS)

[As Per UGC (Minimum Qualifications for Appointment of Teachers and Other Academic Staff in
Universities & Colleges and Measures for the Maintenance of Standards in Higher Education,
Regulations, 2018 ard API is amended by university]

(Note: Before submitting the form, kindly make sure that the eligibility criteria and API for the promotion is fulfilled.)

1. General Information:

.....

2 | Father’s Name ' 1 E

The Category you bef{)ﬁgé?o
| (SC/ST/OBC/GEN)
Gender(Male/Female/Other)

Date of Last Promotion, if any

[

4
5
6 | Name of the Department
5
8

Stage/Academic Level with
Designation for which you are an |
\applicant for promotion under !
|CAS !
i Address for Correspondence

| {with Pin Code)

O

10 mf;g;nfualeﬂddress
{with Pin Code)

11 Contact No.

12 | E-mail Address

2. Academic Qualification (Highest)..ooviivieeiniiiiiiiiiiiiiiiiiiiiiiniiiiiaiicacenacnsn

3. Field (s) of Specialization: ........... veeeteeetesetanne e taeatanana et ssannenan




4. Appointments held prior to joining Sushant University, Gurugram:

Designation| Pay Scale/ | Natureof | Name of Employer Date of ateof | Reason |
Grade Pay/ | Appointment Joining |[Leaving for
Academic. Leaving
Level

5. Have your above mentioned past services been duly counted for promotion under CAS?........
(If yes, please attach proof)

6. Total Teaching experience (in years) : ......cowu..

(a) P.G. Classes (in years).....cccecceeacaencaanns (b) U.G. Classes (in years)

7. Research Experience (Post Ph.D. Degree) in years

------

8. Post-Doctoral Research Experience in years (as a Research Scientist, Research Associate/
PDF etc.)

9. Details of Orientation and Refresher Course attended:

Name of the| Place “Duration | Name of institution/ | Sponsoring Agency [
Course Human Resource o
Development Centre {

foreome s oo e

- 1 ]
10. Details of Seminar/Conference/Faculty Development programme/Work shop attended/
participated:

| Name of the| Place Duration | Name of institution/ | _Sponsorin;g Agency |
programme Human Resource
Development Centre




PART-B

Table-1

(Assessment Criteria and Methodology)

Activity 1: Teaching (Only for Assessment year)

Session Programme (Semester| Name of Subjects Taught Level | Mode of Tatal teaching
________ 3 (UG/ PG)|Teaching load Assigned
Note: Teaching load should be supported by time-table and counted actually.
L R
!
o-.;z;,,/ .
&




Table-2 (Academic/Research Score)

API Score

(Assessment must be based on evidence produced by the teacher such as; copy of publications, project
sanction letter, utilization and completion certificates issued by the University and acknowledgements

for patent filing and approval letters, students’ Ph.D. award letter, etc.)

Attach |
. Hor ot Exter Obtained | proof as
S.N. Academic/Research Activity disciplines of | Quantity/ Score | Annexure
university Parameter No. |
1
1 Research Paper in SCI indexed/Scopus |
) or equivalent journals: !
Single author 10 {
Double Author 6 (Max. 30 for A
! | Asstt. Prof. & 60 |
i for Assoc. Prof.) B
More than two author 4 (Max. 28 for
| Asstt. Prof. & 60
o 7 for Assoc. Prof.) |
i2 Research Papers in Peer-Reviewed or
' UGC listed Journals !
Single author 4 ]
Double Author " 3 (Max. 18 for l
| Asstt, Prof. &
| 30 for Assoc.
‘ B ‘ Prof.) | B
' More than two author 2 {(Max. 10 for |
| Asstt. Prof. &
{20 for Assoc.
) B | Prof.) ] 1
3. |Publications (other than Research
' 'papers) i |
(a) Books published by International I !
_|publishers/ National Publishers ; _ il
~ [Single author - 10/8 L
Double Author 8/6 I e
More than two author 6/4 i ) ]
| [Chapter in Edited Book s ]
‘ (b) E-Books published ; - N
{ Single author 6 | -
r Double Author 4 ‘ - 1
More than two author 2 [ '
. |Chapter in Edited Book 1 1
4. Creation of ICT mediated Teaching
| |Learning pedagogy and content I
(s) MOOCs - TN
Development of complete MOOCs 10 & [/ &/\\ %\



ROOTHEN T WIHE/ SUDJECL IMAUNET CXPert 1oy

each module of MOOC:s (at least one 02 1
lquadrant) = e B | |
Lbi ,-Cum‘ent/ SWAYAM/N[’TEL [ ’ B ]
Developmem of e-Content for a '
[complete course OSﬂ"xax. 40) R B
(a) Research guidance | y - ; -
Supervised Ph.D. students 1(1(\)4?13 gggggf
Asstt. Prof.
and Max. 60 for ,
| Assoc. Prof. ) . 577 N I
M.Phil./P.G dissertation 02 per degree
; awarded (Max.
20 and 40
) - - |for Assoc. Prof.) | B
(b) Research Projects Completed ‘ . -
More than 10 lakhs/ Less than 10 lakhs 8/6 -
(c) Research Projects Ongoing :
More than 10 lakhs/ Less than 10 lakhs | 572 w
ifd) Consultancy _ ‘ 10/5
More than 5 lakhs/ Less than'5 lakhs | ]
(a) Patents (International/ National) ) |
Single author N 10/8 o ' B
Double Author 8/6 ] i
More than two author 53
(c) Awards/Feliowship - ]
''''' International/ National 10/5 ‘ ] __

*Invited lectures / Resource Person/ paper presentziﬁon in Seminars/ Conferences/full
paper in Conference Proceedings (Paper presented in Seminars/Conferences and also
published as full paper in Conference Proceedings will be counted onh once)

International (5 per (max. 40) ] , é
N:ﬁornfl_l_~ - 03 per (max.30) T ’ T

State/ university 02 per (max. 20) |

|Organizing Seminar/Conference ete. |04 per (max.20) 7 !
National- 2
International-4

Orgamzmg Workshop/FDP/Short terml
courses Refresher courses ete.
il Week or More

05 per (max.15) |

Not less than 3 days
Workshgp/f DP etc. attended

‘Teaching Experience

03 per (max.15)

2 per Year
{Max. 10 and 20
for Assoc. Prof.) |

02 per (max.10) |

Total API Score (A)




Total Score API (K)ﬂw

i For all Enter Obtained Attach proof |
48N Other Activity | disciplines of . Quantity/ Score as Annexure |
. L | university | Parameter T ~ No.
'1 | NET/GATE or |
equivalent qualified by 15
| UGC/CSIR/ICAR ete.: | || - e
2 Criteria Incharge - '
Accreditation like 20
NAAC/NBA/ i
. |ICAR/NIRF/*RIA | ST .
'3 Program coordinator |
! /Examination 5 Marks per |
coordinator / flying year
squad /exam
disciplinary committee
(in last three years) | N
4 Involved in Admission | | ?
| activity: | -
| Atleast2admissions | Speryear | | B
| Outreach activity | 2 peryear | N i o
For additional admissions 2
| PER STUDENT e
s Membership of 3 Per I
Professional Bodies Member |
(maximum ‘
12) | |
| |
6 ; University level 5 .E
___| activities |
[ 7 Organized ‘
‘ NSS/NCC/Blood ‘ ;
Donation Camps/other 3 ; E
Social Welfare |
‘ | activities(In the Current '
| Assessment Year) S, S— —
Total (B)

Tatal Score API (B)

M_ITinal Obtained Score g.API)J

Note: API score should be 70 or more and minimum 8 years’ experience as an Assistant professor
for applying for the position of Associate Professor and 120 or more and minimum 3-year
experience to apply for the position of Professor. For Associate Professor & Professor position, PhD
is mandatory,



(Attach documentary proof in support of the information provided by you in this Performa)
List of Enclosures: (Please attach copies of certificates, sanction orders, papers, notifications etc.,
wherever necessary)

=N
ComNaObWON

=N
oo

o
W

I hereby declare that the information/documents provided by me are correct to the best of my
knowledge and verifiable. I have carefully read the relevant provisions relating to promotion
under Career Advancement Scheme (CAS) contained in UGC Regulations, 2018 as amended
from time to time.

Signature & Designation of the Applicant

Forwarding by Head of the Department

Forwarding by Dean of Faculty
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{Establishedunderthe Haryana Private Universifies Act, 2006)

PLASTIC FREE CAMPUS POLICY

Plastics, regarded as a hazardous element in society, pose a significant threat
to human livelihood and the overall well-being of all life forms on Earth. The
planet is currently facing unprecedented levels of pollution caused by plastics,
impacting all environments indiscriminately. Hence, it is crucial for every
citizen to not only reject the use of plastics but also to raise awareness within
their communities to combat this pollution and strive towards creating an eco-
friendly and unpolluted environment for future generations.

Within the confines of the university campus, any event—whether it be a
meeting, conference, seminar, workshop, performance, speech, or gathering—
is included. Single-use items refer to any object intended for one-time use and
subsequent disposal or destruction.

Single-use plastic food service ware encompasses items such as bags, straws,
Cups, containers, lids, cutlery, stirrers, or plates made from plastic designed for
single use only. This definition extends to compostable or biodegradable
plastics (such as oxo biodegradable or vegetable-based plastics) meeting these
specifications.

Single-use plastic bottles are containers primarily composed of plastic resin,
moulded or formed, intended primarily for a single use to hold any beverage

. for human consumption. This definition also covers compostable or
biodegradable plastic bottles meeting these specifications.

Single-use plastic banners refer to banners made of plastic in any shape,
intended for one-time use only. This definition also includes compostable or
biodegradable plastics (such as oxo-biodegradable or vegetable-based plastics)
meeting these criteria.

Environmentally-conscious substitutes are defined as any items or systems
capable of replacing the restricted items detailed in the pofiny ampletely free
of disposable plastic.

1
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Compostable items are those made entirely of organic materials that break
down into a stable product through the action of bacteria in a controlled,
aerobic process, resulting in a material that is safe and beneficial as a soil
amendment.

Biodegradable refers to being made solely of substances that can be
decomposed by bacteria or other living organismes.

Scope

In line with the principles of "REDUCE, REUSE & RECYCLE," the university has
opted to progressively enforce a plastic ban using.a phased approach, outlined
as follows:

PHASE 1:

« Prohibition of single-use plastic packaging materials in canteens and
stores.

+ Identification and adoption of alternatives for food and beverages
currently packaged in plastic.

« Ban on single-use plastic bottles of 1 litre or less for in-house meetings
and events. :

» Reduction in the use of single-use plastic banners.

» Housekeeping staff tasked with sorting non-biodegradable plastics and
ensuring their safe disposal through authorized channels.

« Prohibition of plastic materials for event decorations, with strict
enforcement and compliance measures.

 Establishment of a team named "GREEN WARRIORS" comprising faculty
advisors responsible for planning and executing the phased plastic ban
on campus. '

Regular monitoring of the ban's implementation will be overseen by the
GREEN WARRIORS, with frequent meetings to evaluate its effectiveness and
discuss plans for the subsequent phase of implementation.

Each department within the campus, responsible for organizing or hosting
events and activities, is obliged toignsure strict adherence:

2\ Q)
\ 2
N 3 |
N 5/ ;
2
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The university administration is responsible for ensuring the establishment of
necessary facilities and procedures to support the policy's implementation.
This task is backed by the Purchase Committee, Committee on Catering, and
other relevant bodies. '

These committees will supervise the enforcement to ensure restricted items

are not available in catering outlets, vending machines, or campus retail stores.

Additionally, they will oversee the adoption of eco-friendly materials for
packaging and serving food & beverages in these outlets.

Regarding awareness and campaigns, the Green Warriors will organize drives
and workshops to educate students and staff about the harmful effects of
single-use plastics, aiming to promote eco-friendly practices:

» Each student will aim to eliminate plastic from their household.
 Students will be incentivized to lead similar campaigns within their
communities.

Other initiatives include:

« Installing alternative facilities like water units to discourage the use of
plastic water bottles.

 Ensuring availability of alternatives like cloth bags instead of plastic
bottles and covers on campus.

* Arranging events and competitions focused on designing eco-friendly
products to reduce single-use plastic consumption.

i

Registrar

Note- This policy will remain in effect for a duration of three years beginning on July 03, 2018.

3
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PLASTIC FREE CAMPUS POLICY

Revised

Plastics, as a perilous component in society, present a significant danger to
human livelihood and the well-being of all living beings on the planet. The
environment is experiencing unprecedented levels of pollution due to plastics,
affecting all mediums without exception. Therefore, it is imperative for every
citizen of our nation not only to refuse the use of plastics but also to raise
awareness within the community to halt this pollution and strive to create a
green and pollution-free environment for future generations.

Definitions: campus: Anywhere within the boundary of the university.
Event: Any event, whether it be a meeting, conference, seminar, workshop,
performance, speech, or gathering, that occurs within the confines of the
university grounds.

Single use: Any item designed to be used once and then disposed of or
destroyed.

Single-use plastic food service ware refers to items like bags, straws, cups,
containers, lids, cutlery, stirrers, or plates made from plastic designed for one-
time use only. This definition encompasses compostable or biodegradable
plastics (such as oxo biodegradable or vegetable-based plastics) that meet
these specifications.

Single-use plastic bottles are containers primarily composed of plastic resin,
moulded or formed, intended primarily for a single use to hold any beverage
for human consumption. This definition also encompasses compostable or
biodegradable plastic bottles that meet these specifications.

Single-use plastic banners refer to banners made of plastic in any shape,
intended for one-time use only. This definition also iZﬂ}%@?c ympostable or
Vége Ie-‘b":}jsed plastics)

; [ )F

/

biodegradable plastics (such as o UN-Wiodegradable or
that meet these criteria. %ME“
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EnvironmentaIly—responsible alternatives are any items or systems capable of
substituting for the restricted items outlined in the policy, completely devoid
of disposable plastic.

Compostable refers to being composed entirely of organic substances that

decompose into a stable product through the action of bacteria in a controlled,

aerobic process, yielding a material that is safe and beneficial as a soil
/ amendment.

| Biodegradable means being composed exclusively of substances that can be
broken down by bacteria or other living organism:s. ;

Scope /

In adherence to the principles of "REDUCE, REUSE & RECYCLE," the university
has decided to gradually enforce a ban on plastics through a phased approach, /
as follows:

| PHASE 1
Prohibition of single-use plastic packaging materials in canteens and stores.

Identification and adoption of alternatives for food and beverages sold in the
canteen, currently packaged in plastic.

Ban on single-use plastic bottles of 1 litre or less for in-house meetings and
events.

Reduction in the use of single-use plastic banners.

Housekeeping staff tasked with segregating non-biodegradable plastics and
ensuring their safe disposal through authorized agencies.

Prohibition of plastic materials for event decorations, with strict enforcement
and compliance measures in place.

Deployment of a team of "GREEN WARRIORS" comprising faculty advisors
responsible for planning and executing the phased i

5
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Regular monitoring of the ban's implementation by the GREEN WARRIORS,
with frequent meetings to assess its effectiveness and discuss plans for the
next phase of implementation.

Each department within the campus, responsible for organizing or hosting
events and activities on university premises, is tasked with ensuring strict
adherence to the policy.

The university management bears the responsibility of ensuring that the
requisite facilities and procedures are established to facilitate the
implementation of the policy. This effort is supported by the Purchase
Committee, Committee on Catering, and other relevant entities.

The committee will oversee the enforcement of ensuring that restricted items
are not sold or distributed in catering outlets, vending machines, or retail
outlets on campus.

The Committee will additionally ensure that catering and retail outlets utilize
eco-friendly materials for packaging and serving food & beverages.

Awareness & Campaigns: The Green Warriors will conduct awareness drives
and sensitizing workshops on the detrimental effects of single-use plastics
among students and staff, aiming to encourage adherence to eco-friendly
practices:

e Each student will endeavour to make their household plastlc free.
® Students will be encouraged to undertake SI?‘T'&I‘K/N‘IF&Q ns at the

community level through)@m@gs\.

|
/
/ /
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* Installation of necessary alternative facilities such as water units to
discourage the purchase and usage of plastic water bottles.

* Ensuring the availability of alternative solutions like cloth bags instead of
plastic bottles, covers, and other goods on campuses.

¢ Organizing events and poster competitions focused on designing
ecological and environmentally friendly products to minimize the use of
single-use plastic.

Registrar

Note- This policy is effective for a period of two years commencing on June 16, 2021.
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PLASTIC FREE CAMPUS POLICY

Revised

Plastics, seen as a perilous element in modern society, pose a significant threat
to human livelihood and the overall well-being of all life forms on Earth. The
planet is currently experiencing unprecedented pollution levels due to plastics,
impacting all environments without exception. Therefore, it is essential for
every individual not only to reject the use of plastics but also to raise
awareness within their communities to combat this pollution and strive for an
environmentally friendly and unpolluted world for future generations.

Within university grounds, any event—whether it be a meeting, conference,
seminar, workshop, pérformance, speech, or gathering—is included. Single-use
items are defined as objects intended for one-time use and subsequent
disposal or destruction.

Single-use plastic food service ware encompasses items like bags, straws, cups,
containers, lids, cutlery, stirrers, or plates made from plastic designed for
single use only. This definition also includes compostable or biodegradable
plastics (such as oxo-biodegradable or vegetable-based plastics) meeting these
specifications.

Single-use plastic bottles are containers primarily made of plastic resin, molded
or formed, primarily intended for a single use to hold any beverage for human
consumption. This definition also includes compostable or biodegradable
plastic bottles meeting these specifications.

Single-use plastic banners refer to banners made of plastic in any shape,
intended for one-time use only. This definition also includes compostable or
biodegradable plastics (such as oxo-biodegradable or vegetable-based plastics)
meeting these criteria.

ms capable of
, without any

Environmentally-friendly alternatives are any pro ,
taking the place of the restri
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disposable plastic. % e
\ Z 0
%7155.‘(; 5 !
L Sector 55, Golf Course Road, Gurugram, Haryana 122003, India T: +91-124- 4750400/501 F: +91-124-4116411

W: www.sushantuniversity.edu.in E: Info@sushantuniversity . edu.in




: TSushaT_t E
University

Compostable signifies being composed entirely of organic materials that break

amendment,

Biodegradable refers to being made exclusively of substances that can be
broken down by bacteria or other living organisms,

Scope

In alighment with the principles of "REDUCE, REUSE & RECYCLE," the university
has opted to gradually implement a plastic ban through a phased approach,
outlined as follows:

PHASE 1:

* Prohibition of single-use plastic packaging materials in canteens and
stores.

 lIdentification and adoption of alternatives for food and beverages
currently packaged in plastic.

* Ban on single-use plastic bottles of 1 litre or less for in-house meetings
and events. .

» Reduction in the utilization of single-use plastic banners.

e Assignment of housekeeplng staff to segregate non-biodegradable

* Prohibition of plastic materials for event decorations, with stringent
enforcement and compliance measures established.

» Formation of a "GREEN WARRIORS" team composed of faculty advisors
responsible for planning and executing the phased plastic ban on

Each department on campus, tasked with organizing or hosting events and
activities, is responsible for ensuring strict adherence to the policy.

The university management holds the responsibility~af establishing the
necessary facilities and procedures to facilitate e ""B’lé"\,_,entation@ﬂé\\.
policy. This endeavour is supported by the Purchage C "

Catering, and other relevant entities. \rf;‘

\‘,
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These committees will oversee the enforcement of ensuring that restricted

* Each student will strive to make their household free of plastic.
e Students will be incentivized to initiate similar campaigns at the
community level.

Other initiatives include:

* Installing necessary alternative facilities such as water units to
discourage the purchase and usage of plastic water bottles.

» Ensuring the availability of alternative solutions like cloth bags instead of
plastic bottles, covers, and other goods on campuses.

 Organizing events and poster competitions focused on designing
ecological and enVironmentally friendly products to minimize the use of
single-use plastic.

(L/
e

Régistrar
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.GENDER SENSITIZATION POLICY

{. Introduction:

Sushant University is committed to- fostering an academic ervironment that is inclusive,
respectful, and free from discrimination. The Gender Sensitization Policy is designed to create
awareness, promote understanding, and establish a framework for addressing gender-related
issues within the University community.

2. Policy Statement:

Sushant University upholds the values of diversity, equality, and respect for all members of the
University community, regardless of gender identity, expression, or any other characteristic. This
policy aims to create an educational and work environment that is free from gender-based
discrimination and harassment.

3. Objectives:

3.1. Educational Focus: To integrate gender sensitization into the academic curriculum, fostering
an understanding of gender issues and promoting equality in education.

3.2. Prevention of Discrimination: To prevent and address any form of gender-based
discrimination or bias in academic and non-academic activities within the University.

3.3. Inclusive Practices: To implement inclusive practices that ensure equal opportunities for
education, career growth, and participation for all genders within the University.
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3.4. Research and Advocacy: To support and promote research and advocacy initiatives related
to gender studies, contributing to a broader understanding of gender issues.

4. Definitions:

4.1. Gender Sensitivity: Acknowledging and respecting the diversity of gender identities and
expressions, and promoting an inclusive academic environment. :

4.2. Discrimination: Any unjust or prejudicial treatment based on gender, including but not
limited to academic evaluation, admissions, and participation in extracurricular activities.

4.3. Harassment: Unwelcome conduct, whether verbal, physical, or visual, that is based on
gender and creates a hostile or intimidating academic or social environment.

5. Responsibilities:

5.1. Academic Leadership: Academic leaders, including faculty and administrators, are
responsible for championing a culture of gender sensitivity and ensuring the integration of
gender perspectives in academic programs. They shall focus on advancing knowledge,
supporting research initiatives, and fostering a gender-inclusive academic environment.

5.2. Student Support Group: Students Support Group will provide support and resources to
address gender-related issues and will organize awareness programs and workshops for fellow
students.

6. Education and Training;

6.1. Faculty, staff, and administrators will undergo periodic training and development sessions to
stay informed about evolving best practices, legislation, and societal attitudes related to gender
sensitivity.
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6.2. Professional development opportunities will be provided to ensure that all members of the
University community are equipped with the knowledge and skills necessary to contribute to a
gender-inclusive environment. '

7. Reporting Mechanism:

7.1 The University encourages the prompt reporting of any incidents of gender-based
discrimination or harassment through established channels, including academic advisors, faculty
members, and dedicated reporting mechanisms.

7.2. The University is committed to conducting thorough and impartial investigations into
reported incidents, maintaining confidentiality.

8. Support- Services:

8.1. Sushant University recognizes the importance of providing support services for individuals
who may have experienced gender-based discrimination or harassment. Counseling services,
helplines, and support groups will be made available to assist those in need.

8.2. Confidentiality and sensitivity will be prioritized in providing support services to ensure the
well-being of individuals seeking assistance.

9. Collaboration and Partnerships

9.1. The university will actively seek collaborations and partnerships with external organizations,
NGOs, and advocacy groups working towards gender equality and sensitization.

9.2. Collaborative efforts will include organizing events, conferences, and seminars that
contribute to the broader discourse on gender-related issues.

10. Celebrating Diversity
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10.1. The University will actively celebrate events such as International Women's Day, LGBTQ+
Pride Month, and other relevant occasions to promote awareness, understanding, and
appreciation for the diverse experiences within the University community.

10.2. Such celebrations will serve as platforms for dialogue, cultural exchange, and the

promotion of inclusivity.

11, Consequences of Non-Compliance:

Non-compliance with this policy may result in disciplinary action, or other approprlate measures,
depending on the severity and recurrence of the violation.

12. Review and Updates:

This policy will be reviewed periodically by the University's Gender Sensitization Committee to
ensuie 1i$ effectiveness and relevance. Updates will be made as needed to address emerging
issues or changes in legislation.

By implementing and adhering to this Gender Sensitization Policy, Sushant University -is
committed to providing a supportive and inclusive academic environment for all members of the
Tniversity community.

13. Implementation of the policy-

This Policy is applicable from 3rd August, 2020.
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7.1.1- MEASURES INITIATED BY THE INSTITUTION FOR THE
PROMOTION OF GENDER EQUITY DURING THE LAST FIVE

YEARS

Sushant University has a strong ethical work culture that is based on inclusivity. It identifies
highest ethical principles in all its undertakings. Equal opportunities are provided to all individuals
irrespective of gender, race, caste, color, creed, language, religion, political or other opinion,
national or social origin, property, birth or other status. Its distinctive work culture, healthy

ethnicities and ethos have led to inscription of the employees extensively.

Gender sensitivity is an intrinsic value in the cultural spirit of the institute as is evident by the

following facilities —

Safety and Security:

Protecting the wellbeing of students, staff, faculty, and guests is not only simply the right thing to
do, but it also reduces risk and exposure for the institution itself. Security guards throughout
campus creates for a safe environment and makes sure that students feel comfortable and safe.
Guards, including lady guards, and installation of CCTVs in each block ensures the safety of staff
as well as students in the university. Vending machines are also available in lady washrooms.
Moreover, the university provides maternity leave and child care leave to its female staff for their
safety. Universities provide access to campus safety and security services, such as police helpline
no of emergency response teams, and security escorts. Students are very much aware of how to

contact these services in case of an emergency. A well-established security management system




guarantees protection towards the sizable population of students, faculty, and administrative staff

in academic institutions. The security and safety measures matter in the following aspects-
Physical and Emotional Well-being: ?
Optimal Learning Environment:

Building Trust and Confidence:

Preventing Bullying and Harassment:

Emergency Preparedne'ss:

Promoting Mental Health

Fostering Positive School Culture

Anti-Ragging and Disciplinary Committee

Strict entry and exit procedures.

Common Rooms:

A University common room is the student's paradise. Here he/she is completely free. In between
classes, student {inds recreation and relaxation. A common room in a University or any other
educational institutions is necessary for the rejuvenation of the students in the recesses.
Newspapers and magazines are supplied in the Common Rooms for use by the students in their
leisure hours. A few indoor games are also ﬁroviéied for mental progression of students. A common’
room is a room in a unmiversity or school where people can sit, talk, and relax. Common Room
facilities offer a welcoming and versatile space. A common room provides spaces and facilitates

leaming throughout the day in a number of w'ays—
e  Continuing discussions after class
e . Scheduling collaborative work outside class.

¢ Impromptu meetings.

® Individual focus.




®  Collegial atmosphere.

Counseling:

A Counselor's compassion is a soothing balm for the wounds of the soul. Counselors listen with
their hearts, understanding the unspoken words hidden within our silence. Counselors hold the
space for our growth, nurturing us as we blossom into our true selves. Counselling is planned to

give students an opportunity to discuss their problems freely at this University.
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Strict Entry and Exit Procedures.

The main purpose of security, whether it's provided by security agencies,
or event security guards services, it is to ensure the safety, protection, and
well-being of individuals, properties, and assets etc. Security measures,
such as surveillance systems, access control, and trained security
personnel, provide a sense of safety and personal protection. They act as
a deterrent against criminal activities, making individuals feel more
secure in public spaces, workplaces, and residential areas. institution
greatly needs the services of a professional security team to ensure that
employees, students, and visitors are kept safe at all times. Institutional
security management involves handling all the processes and managing
every personnel involved within an institution's security system. Sushant
University also ensures Institutional security. Here fire extinguishers are
also made available for any sudden accident due to short circuits etc.
Safety is a basic human need, an inalienable right and the foundation of
security. Without safety people cannot function or be productive,
businesses will not grow and new businesses will not open. Safety is the
foundation of security and it is often the first thing we all strive for in life.
Sushant University ensures the same very delicately.




