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for students, teachers, 
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regard Docs Link 
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V The Code of Conduct is YES 

1 
displavei on the website 17.1.10 Circular 

No 371 dt.01.12.2011 

There is a committee to 

NO X 
2 monitor adherence to the 

Code of Condut 

Institution organizes 
protessional ethics 

YES V 
3 

programmes tor students. 
17.1.10 Conduct Rules 

No 456 dt. 14.03.2012 teachers. administrators and | 

other sta 

Annual awareness 

YES V 
programmes on Code of 

Conduct are organizai 
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SINRGAD TECUNiCAÍ, EDUCTION SOCIEIY 
(Regd No MA7 190 93/Pune ot 6///93 &F B262 (Pune dt 12119 

19/15, Erandwane, Smt Khilare Marg. Off Karve Road, Pune 411 04 
Tel.: (020) 2545 9751 Fax: 2545 3456 E-mail: stes@sinhgad.edu Website: wwwsinhgad e 

PROF. M. N. NAVALE 
DR. (MRS.) SUNANDA M. NAVALE ME (ELECT.) MIE, MBA 
3A, MPM, PhD FOUNDER PRESIDENT 
FOUNDER SECRETARY 

STES/Personnel/2011-12/456 
Date: 14.03.2012 

CIRCULAR 

Subiect: Prescribing: 
1. General Conduct Rules for Teaching & Non- Teaching Employees; 
2. Guidelines for writing and processing of Annual Performance Appraisal Reports Special Performance Reports of the Teaching & Non-Teaching Employees. 

The Rules/ Guidelines on following two service matters have been approved: 
1. General Conduct Rules for Teaching & Non- Teaching Employees; 
2. Guidelines for writing and processing of Annual Performance Appraisal Reports/ Special Performance Reports of the Teaching & Non-Teaching Employees. 

These Rules shall come into force from the date of this Circular. 

The guidelines for writing of Performance Appraisal Report shall be taken into consideration while writing PAR's of the employees for 2011-12. 

These rules and guidelines shall be applicable to all Teaching and Non- Teaching employees working in the Institutes/ Colleges / Schools / Offices etc. run by the Sinhgad Technical Education Society; Pune, Savitribai Phule Shikshan Prasarak Mandal; Kamlapur, Shrinath Shikshan Prasarak Mandal; Kondhapuri and Shri. Yashwantrao Chavan Shikshan Prasarak Mandal; Mumbai. 

All the Heads of Institutes/ Colleges/Schools and Chief Executive fficers of all Campuses are directed to circulate the rules amongst all staff members working under them and to ensure the 
implementation. 

Encl: As a bove 

(Prof. M. N. Navale) 

President 

avale( Colle M P.T.O. 

Vadgaon(Bk.)}; CAL 
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TES/Perscnnel 

General Conduct Rules for the Teaching and Non-Teaching Employees. 

Following Conduct Rules are prescribed for all Teaching and Non-Teaching employees in the 

Sinhgad Technical Education Society, Pune; Savitribai Phule Shikshan Prasarak Mandal, Kamalapur; 

Shrinath Shikshan Prasarak Mandal, Kondhapuri and Shri Yashwantrao Chavan Shikshan Prasarak 

Mandal, Mumbai. 

1. Integrity and devotion: Every employee shall at all tirnes 

i)Maintain absolute integrity. 

i) Maintain devotion to duty and do nothing which will bring dis-repute to the Institute/ College 

/School or affect its interest adversely. 

(An employee who habitually fails to perform the task assigned to him within prescribed 1ine and 

who is habitually not punctual or frequently remains absent without permission shall be deemed 

to be not maintaining devotion to duty). 

ti) Every employee holding a supervisory post shall take all possible steps to ensure the integrity and 

devotion to duty of all employees for the time being under his control and authority. 

2. Maintaining confidentiality of information: Every employee shall maintain confidentiality of the 

information provided to him while performing duty and shall not disclose it or make private use of it 

without prior consent of the President. 

3. Every employee shall endeavour to obey these rules and shall obey all the lawfut orders of his 

Superiors under whose control or supervision he has been deployed from time to time. 

4. The directions/ instructions of the official superior shall ordinarily be in writing. Oral directions to 

subordinates shall as far as possible be avoided. Where the issue of oral directions becomes 

unavoidable, the official superior shall confirm it in writing immediately thereafter. 

5. An employee who has received oral directions from his official superior shall seek confirmation of 

the same in writing as early as possible, whereupon it shall be the duty of the official superior to 

confirm the directions in writing. 

6. Prohibition against Trade and Business: No employee shall except with the previous sanction of the 

President; engage directly or indirectly in any trade or business or undertake any other employment 

7. Insolvency and Habitual indebtedness: When any employep is adjudged ar declared an incolvent or 

wlen a part of his salary is constantly bcing attached, or has been continuously under altachment 

for a period exceeding two years, he shall be liable to be terminated from service. 

8. Taking part in Politics: No employee shall be a member of or be otherwise associated with any 

political party or any political organisation. 

,Coll 1 avale 
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roDition against connection with Press: No employee without prior approval of the President 

Snd ake any statement to media, electronic media or Press, regarding activities of the Sinligad 

Technical Education Society/ Associate Trusts. 

20. Publications: Except the cases where the publication is of a literary, technical or scientific character, 

previous approval of the President is required for publcation of books or articles by himself or 
through a publisher, This is applicable to radio broadcasts or articles or letters to newspapers or 

periodicals also. 

11. Acquiring Higher Qualification: Any Employee desiring to acquire higher qualification/ to attend 

Classes or to do research work while in the service or to continue his studies which have been taken 

in hands prior to his joining the service shall obtain permission of the President in writing for the 

same. 

12. Giving evidence before Committee: No employee shall without previous permission ol tne 

President gve evidence in connection with the society's/ Associate Trusts' affairs, before any 

enquiry conducted by any person or authority. 

15. Acceptance of Gifts: Employee shall not accept gilfts from clients/vendors/suppliers. 
14. Employee should maintain the highest standards of professional ethics and behaviour. The 

following guidelines shall be followed: 

Shall be efficient and show due diligence, 

Shall be impartial and honest in the discharge of the assigned duties, 

Shall not use any information obtained during the course of work for private use, 

Shall always treat others in a courteous and professional manner, 

15. Prohibition against outside influence: No employee shall bring or attempt to bring any politicalor 

Outside influence pertaining to his service under STES/ Associate Trusts. 

16. Contracting of marriages: 

a. No employee shall enter into, or contract, a marriage with a person having a spouse living, 

b. No employee having a spouse living, shall enter into, or contract, a marriage with any person 

17. Prohibition against dowry: No employee shall 

a. give or take or abet the giving or taking dowry, 

b. demand, directly or indirectly from parents or guardians of a bride or bridegroom, as the case 

may be, any dowry. 

18. Sexual harassment: 

No employee shall indulge in any act of sexual harassment of any female employee at her work 

place. All employees or persons in charge of workplace should take appropriate steps to prevent 

sexual harassment at workplace. 

e 
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19. Taking part in denmonstration: No employee shail engage himselí or participate n any 

demonstration which is prejudicial to the interest of sovereignty and integrity of India, the 5ecurity 

of the State, 

Or 

Resort t0, or in any way abet, any form of strike in connection with any matter pertaining to his 

service or service of any other employee. 

20. Consumption of Intoxicating Drinks and Drugs: All employees shall; 

a. Strictly abide by any law relating to intoxicating drinks or drugs in force in any area in which he 

may happen to be for the time being; 

b. Refrain from consuming any intoxicating drink or drug in a public place; 

Refrain from chewing tobacco/ Gutaka or smoking while on duty/ at the working place; 

d. Not appear in a public place in a state of intoxication. 

Interpretation 

If any doubt/ dispute arise relating to the interpretation of these rules, it should be referred to the 

President, Sinhgad Technical Education Society for final decision. 

RINCIPAL 
Smt. Kashibei Navale 

Colloge of Ergae9ring 
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STES/ Personnel 

uidelines for writing and processing of Annual Performance Appraisal Reports/ Special 

Performance Reports of the Teaching and Non-Teaching Employees/ Staff 

employees working in various institutes/ Colleges/ Schools/ Offices under Sinhgad Technical Education 

Society have been prescribed as per Circular No. STES/ Personnel/ 2011/ 50 dated 06-04-2011 

Accordingly four separate formats as detailed below have been prescribed and brought in to force from 

the year 2010-2011. 

Revised formats of Annual Performance Appraisal Reports for Teaching and Non-Teaching 

TABLE-1 

Prescribed for, ( Category of Staff 

/Employees) 

Proposed colour of the 

Format for easy Short title of the Performance 
No. identification Appraisal Report. 

Faculty in Technical, Management, 
Pharmacy, Architecture, Hotel 

Management Institutes/ Colleges. 
Faculty in Schools, Junior/ Senior 

Colleges and B.Ed / D.Ed. Colleges. 
Non Teaching Staff (other than 

subordinate) in Group A,8 and C. 

Subordinate Non Teaching (Group 

D) Staff. (Drivers/ Attendants/ 

Peons/Hamal etc.) 

Pink 
P.A.R. A 

Green 
P.A.R. B 

Light Blue 
3 P.A.R. C 

Yellow 
P.A.R. D 

Guidelines/ Instructions for writing the Performance Appraisal Reports 

Instructions/ guidelines for writing of Annual Performance Appraisal Reports/ Special 

Performance Reports have already been issued vide Circular No. STES/ Personnel/ 2010/36 dated the 

20h March, 2010 

1. Since the PAR/ SPR are written after the period of twelve months, it may not be possible for 

Reporting officers to remember work performed by the employees during the assessment period and to 

judge their performance properly. The reports are therefore written on the basis of memory of the 

Reporting Officers, which may result in ignoring some of the achievements of the employees. It is 

therefore recommended that Reporting Officer should maintain records of all important achievements 

or shortíall, behaviour, and dereliction on part of employees, for writing PAR / SPR. Such assessment of 

the employees will be the true assessment of the work. 

2. While writing the reports, employee's resourcefulness, capacity, utility of services and 

contribution to the activities of the STES shall have priority and accordingly remarks are expected to be 

reflected in the Performance Appraisal Reports (PAR) / Special Performance Reports (SPR). NU 

3. PAR/SPR should not reflect personal feelings and personal relations. 
ni N Smt., Ki 
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tpOyees graded adverse, average or below average and remarks about short tal non 

Satistactory performance should be communicated to the concerned employees in writing, 
immediately with the warning to improve the performance in future. This is essential to bring 
awareness amongst employees about their shortcomings in the performance, and also to give them 
opportunity to improve performance in future. 

5. A copy of such communication should be placed in the personal file of the employee and one 
copy should be forwarded to the Personnei Department along with the continuation proposal. 
6. Act of indiscipline, misbehavior on the part of the any employee or complaint against any 
employee should be dealt immediately. Preliminary enquiry in such cases should be conducted by 
the Heads of Institute/ Colleges and explanation in writing be called from concerned employees. If 
required; report of such enquiry/ findings along with proposed action may be submitted to the 
President for appropriate orders. The outcome of the enquiry may be mentioned in the PAR / SPR of 

the employees. 

In addition to above instructions some additional guidelines are required to be followed for 
writing; processing; communication of remarks to the concerned employees and preservation of 
the Performance Appraisal Reports are given below 
7 For the purpose of these guidelines meanings of the terminologies used shall be as follows 

"Accepting Authority" means President/ Secretary, Sinhgad Technical Education 
Society, as the case may be. 

i) 

"Performance Appraisal Reports" or "Reports" means annual appraisal of the work 

performance of the employee in the formats prescribed (P.A.R.'A' to P.A.R.'D") for the 

Teaching and Non-Teaching enployee. 

ii) 

"Reporting Officer" means immediate higher authority of the employee, under whose 

supervision employee is working (Head of the Department/ Institute/ Office etc.) 
"Reviewing Officer means next higher authority over the Reporting Officer, or Head of 

ii) 

v) 
the Institute/ College/ Campus Director or Chief Executive Officer of the Campus, as the 

case may be. 

v) "Special Performance Report" means report for assessment of work performed by the 
employee on certain main points during his first year of service/ Probation period, in the 

format prescribed under Circular No STES/ Personnei/ 2009-10/ 06 dated 22nd 

December, 2009. 

Reporting Officer/ Reviewing Officer. 
8. Performance Appraisal Reports of the employees (Teaching/ Non-Teaching) should be written 
annually by the 'Reporting officer in the formats prescribed for respcctive categories (P.A.Rs. A 

to 'D') as mentioned in the Table 1 above. Same should be then reviewed by the' Reviewing 

Officer 

9. Performance Appraisal Reports of Heads of Institutes/ Colleges shall be written by the Campus 

Director (Academic) and submitted to the Secretary or President for Review as theásomay be. 
PAL 
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U.he levels of the Report1ng Officers and Reviewing Officers for iriting Performance fpprar,a 

eports/ Special Performance Report of the Teaching and Non-Teaching employees, wil be as 

per details in the following TABLE -2 

TABLE-2 

Categories of the Employees Reporting Officer Reviewing Officer 
Sr.No 

2 3 

A. Non Teaching Staff 

a. Employees below the level of 

Administrative Officer/Accounts Officer 
Librarian / Instructors (Laboratory) and 

other equivalent employees 

Administrative Officer/ 

Accounts officer/ 

Librarian/ Instructor/ 
Estate Officer as the case 

Head of Institutes/ 

Colleges/ Directors/ 
1 Chief Executive Officer 

of the Campus. 
b. Other Non-Teaching Subordinate Staff 

like Peons/ Hamal/ Sweeper, etc. 
a. All Technical staff in Medical/ Dental/ 

Nursing and other Health Science Colleges, 

including Nurses and ward boys, maids, 

may be. 

Principal/ Dean of the 

concerned Colleges/ 

Institutes. 
Concerned Heads of the 

etc. 2 Departmet b. Administrative Officers/ Accounts 
Officers/ Instructors and employees of 
other similar level and all other employees 

Head of institutes/ 
Colleges. 

up to Head of Dept. 
Heads of Departments and all other 

Oficers/employees, P.A etc. 
Heads of Institutes 

Colleges/ Director 
Secretary/ President as 

the case may be 3 

B. General Services 

Non-Teaching Subordinate staff.- Security 

Guards/ Drivers/ Attendant/ Peons/ 
Hamal and other supporting staff like 

Mason, Carpenter, Electrician, etc. 
Employees above the rank mentioned at 

(4) above 

Security Officer/ Estate 
Officer/Transport Officer 

Estate Oficer/ Manager, 
Chief Executive Officer 

of the Campus. 
as the case may be. 

5 

6 Hostel Staff Warden/ Rector 

C. Teaching Staff 

Heads of Institute / Associate Professors/ Assistant Professors 
/ Instructors/ Lecturer/ Teacher /Sr. & Ir 

Residents./ Tutors/ Librarian etc. 

Heads of Department/ 

Professor/Principal/ 
Director 

Heads of Institutes/ 

Colleges/Principal 

7 Colleges/ Principal/ 
Directors. 

8 Professors/ Heads of Departments Campus Director 

Directors. 

Secretary/ President as Principals/ Directors & other higher 

Officers 
Campus Director 

the case may be. 

e Coii 3 Navale 
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Writing of the Report. 
Reporting Officers should carefully read the instructions printed on cover page of the formats of 
Performance Appraisal Report prescribed for respective Teaching/ Non-Teaching staff before 
proceeding to write the reports. They should assess the employee's performance during the 
period and (v) tick one of the options mentioned against the points of assessment, wherever 
provided. Reporting Officer should make use of the observations about the employees 

18. 

performance from the records maintained by him. (As per instruction 1 above). 
If required, Reporting Officer will have to submit his report to the President/ Secretary 

in support of the assessment of the employee, he has made in the PAR/SPR. 
Reporting Officer and Reviewing Officer should write their name clearly below their signature, 
with stamp so as to know authority writing /reviewing the Report. 

19 

Special care should be taken while offering remarks against "integrity and Character". Any 
adverse remarks against this point shall only be given if sufficient evidences are available in 

20. 

support of the remarks. 

In case of complaints against any employee or any incidents reflecting doubtful integrity or 

character are noticed by the Reporting / Reviewing Officer during the period of report, those 
shall be reported to the Head of the Institute / College. The authority should take immediate 
action to investigate the matters impartially. After investigation if it concludes that employee is 
guilty, fully / partially, then findings thereof, shall be communicated immediately and 
confidentially to the Secretary/President, as the case may be, for appropriate decision. In such 
cases Reporting / Reviewing Officer should not wait till writing Performance Appraisal Report of 
the employee. 

21. 

Reference of the findings shall be made in the Report in due course. 

Scrutiny and Processing of the Reports. 
Activity of writing and reviewing of the Performance Appraisal Reports of Non-Teaching 
Employees for the year shall be completed in the month of April every year. Reports of Teaching 

22 

employees should be written and reviewed immediately after end of Academic year. 

Performance Appraisal Reports of all employees on roll of the Institutes / Colleges shouid be 
scrutinized by the Heads of Institutes/ Colleges in the first week of May / immediately after end 

23. 

of Academic year as the case may be. Action in respect of communication of remarks to the 
employees should be completed within next 15 days 

24. Entire activities in respect of the P.A.Rs.(from writing to communication of remarks) should be 
completed before start of next academic year. 

Communication of Remarks to the Emplovees and Preservation of P.A.R. / S.P.R. 
25. Average or below average gradation and remarks regarding non satisfactory performance on 

any point of assessment in the reports shall be communicated to the employees concerned 

1lege Co Navale 
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immediateiy, in writing with warning to improve performance, and a copy thereof shall be sent confidentially to the Personnel Department for records. 

Performance Appraisal Report of every employee after due processing should be sent to Personnel Department for record and preservation. 

26. 

27. The Performance Appraisal Reports of each employee shall be preserved in personal files maintained in Personnel Department. 

Other Provisions 
These instructions shall be applicable to all Institutes/ Colleges/ Schools of Sinhgad Technica! Education Society, Pune, and all Institutes/ Colleges/ Schools run by Yashwantrao Chavan Shikshan Prasarak Mandal, Mumbai; Savitribai Phule Shikshan Prasarak Mandal, Kamaiapur; and Shrinath Shikshan Prasarak Mandal, Kondhapuri. 

28. 

If any doubt/ dispute arises relating to the interpretation of these rules, it should be referred to the President, Sinhgad Technical Education Society, for final decision. 

29. 

Colleg avale 
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SINIGAD TECINICALEDU CATION SOCIETY. RgN MAH 7 199-93 Pune dt. ö/7/93 & F-8282 (Punej dt. 12/8:93) 

19/15, Erandwane. Smt Khitare Marg, Off Karve Road, Pune 411 O04. Tel.: (020) 2545 9751 Fax: 2545 3456 E-mail: stes@sinhgad.edu Website: www.sinhejad. ertu PROF. M. N. NAVALE 
DR. (MRS.) SUNANDA M. NAVALE 

ME (ELECT MIE, MBA 

3A, MPM. Ph.D 
FOUNDER PRESIDENI 

FOUNDER SFCRETARY No. STES/ Personnel/2011-12/370 

Date: 01-12-2011. 

CIRCULAR 

Subject: Preseribing Guidelines for, 
1. Maintenance of the Service-Books of the Employees, and, 2. Processing of Resignation Letters of the Teaching and Non Teaching Employee5 

t nas come to the notice that there is not uniformity about maintenance of the service-books or 
the empoyees. Entries of many important events are not taken in the service books and they remain incomplete in many respect. 

Simitarly many queries and doubts are raised by the instittutes/ Coileges regarding the procedure 
ior acceptance of resignations cf tne Teaching and Non Teaching emplcyees. 

in order to have uniformity in procedure, action from all concerned, it has been decided to compile guidelines for maintenance and up dating the service books of the employees and to deal with the resignation letters. Compiled guidelines on above two topics are enciosed herewith for ready reference. 

These guidelines shall be applicable to all Teaching and Non Teaching employees working in the Institutes/ Colleges/ Schools etc run by the Sinhgad Technical Education Society, Pune; Savitribai Phule Shikshan Prasarak Mandal, Kamaiapur, Shrinath Shikshan Prasarak Mandal, Kondhapuri and Shri Yashawantrao Chavan Shikshan Prasarak Mandal, Mumbai. 
All Heads of the Institutes/ Colegas/ Schcols and Chief Fxecutive Officers of ali Canmpuses are therefore instructed to follow enciosed guidelines scrupulousiy. 

(Prof. M. N. Navale) 

PRESIDENT Enc: As above 

Nava, 

Vadgcawr A.9E 
Pane 1. 

To 

1 Directors ot ali institutes/ Coiieges of STES, SPSPM, SSPM and SYCSP, 
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CONTINUAION SHE E T . 

Principals of ail Colleges/ Schools of STES, SPSPM, SSPM and SYCSPM, 

Dean, SKN Medical College and General Hospital, Narhe, 
Chief Executive Ofticers of all Campuses of STES, SPSPM and SYCSPM, 

Resident Officer, SSPM, Kondhapuri, 
Transport Officer, STES, Narhe. 

Estate Officer, STES, Vadgaon. 

3. Select file. 

Copy forwarded for information to: 

Founder Secretary, STES, 

. Director (Administration), STES 

3 Director (Finance), STES, 

, Director (Engineering), STES, Vadgaon 

4 Director (Education), STES, 

Director, (Placement), STES, . 

b. Secretary, SPSPM, Kamalapur, 
Director, SPSPM, Pandharpur 

8. Senior Assistant to President, STES 

Colle Navale 
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STES/ Personnel 

Maintenance of Service books. 

As name itself indicate the Service-Book contains record of all important events in the entire 

service of the employee at one place. It is a collection of the personal information of the employee duy 

verified and authenticated by the competent authorities. It is treated as authenticated permanent 

record of the employee. It is preserved even after the employee is out of service. 
Format of Service-Book, prescribed by the State Government for their Fmployees has neen 

adopted for all Teaching and Non-Teaching Employees. Responsibility of maintaining and updating 

entries in respect of pay, leave, increments, and other important service matters in the service-book rest 

With the concerned Institutions/ Offices. Every entry in the Service-book is required to be veritied trom 

authenticated docunents and certified by the Head of the institution/ Oifice or any officer who has 

been assigned the work of maintenance of Service Books. 

First Page of the Service Book: 
Following details shall be recorded on the first page of the service book after due verification of 

the original documents 

1 Complete name of the employee (ln case of female employees their changed name atter 

Marriage 

2Race Religion / Caste (with category of Backward Class) 

3. Present residential address of the employee, 

4 Father's/Husband's name and place of residence, 

5. Date of Birth of the employee, {Authenticate document on the basis of which date of Birth is 

verified is required to be mentioned in space provided and it is to be certified with due 

attestation). 

6 Height, 

7. Identification marks, 

8. A Educational qualification at the time of Appointment, 

B Educational qualification acquired after Appointment, 

9. Date and signature of the employee, 

10. Signature with date and designatio of Head of !nstitutian / Office or designated officer in 

support of verification of all entries and their certification. 

11. Report of the Medical Examinat.on 

AMedical Certiticate Number and date: 

e Colle 
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Ni andDesgnat 0notthM l O 
Chtties n the tirst page of the servi book àe to be again vorifiel after every five years l i equired to be updated the same with due atiestations. 

Entries on Other Pages of the Service-B00k 
tolowing details are required to he recorded in the remainin payes of l, t.olurnr, ol ti servie book 

Post of Appointment (designution) and pay scale(Pay Band alul Gtade Pay), 
N.ature of appointment, Pernmanent/lemporary/Officiating, 

Date of joining the post/ duties, 
Pay of the Officiating post (pay in p.ay- band) 
3. Academic Grade Pay/ Grade Pay 
. Speciai Pay/ additional pay if any, 

Date of Appointment /up gradation/ promotion/demotion or any change in officiation, 
8. Signature of the employee, 
9. Date of expiry of the tenure, 
10. Continuation in the service and period of extension, 
11. Date ot relieving from duties / termination etc, aftor expiry of the tenure, 
12. Signature with date and iesignation of Head of Institution / Otticn or designated oftiCer in 

support of verification and certit.cation cf the entries. 
Other Entries to be taken in the service book: 

Fntries in respect of following events/ occasions shall be taken in the service books. 
1. Date of increnent and pay in pay band after drawal of increment, 
2. Entries of pay fixation, 
3. Drawal of annual increments, its postponement/ withholding/ date of releasing incrernent, 4. Granting of additional increments, if any, 
5. Any changes/ subsequent Pay-fixation if any during the service period, 
5. Earned leave, Half Pay Leave. Com1nuted (Medical) Leave or Leave without Pay sanctioned/7 enjoyed by the employee, 

7. Cuntinuation in service and period ot cont!riuation along with number and date of the onder, S. Nuber and date of the order of continung service until further ordars, 
9. Any Examinations passed/ additional qualitications acquired during service period, 10. Nominations made by the employee fur various benefits, 
11 Fmployees Provident fund Account number, 

Navale 
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12. PAN Card number of the employee, 
13. Options if any exercised by the employee, 
14. Promotion /Up gradation/ Transfer, 

15. Transfer on Lien / Study Leave with period/ dates, 

16. Actual däte of return/ re-joining duties after expiry of Lien/ Study ieave. 

17. Loans and Advances if any granted to the employecs, 

18. Training received (period and place of training/ institute), 

19. Punishrnents / disciplinary action against the employee, 

20. Any 'No Objection Certificate' given to the employee (no. and date of such letter/ order) 

21. Any other important matter/ event in the service period of the employee 

Entries in respect of Leave 
Some pages of 37 columns for calculation of availability, consumption and balance leave (Earned 

leave, Half Pay Leave etc) have been provided at the end part of the service book. As per existing rules, 

calculation and credit of Earned Leave and Half Pay Leave is to be calculated half yearly on every 1 day 

of January and July. Therefore calculation and updating of Leave record of the employees shall be done 

at least in the months of January and July every year. If employee enjoys leave in between, then 

deduction of availed leave to its credit and balance leave shall be done every tirne with due certirication. 

Entry of no. of Leave Without Pay enjoyed shall be taken in red ink in the last cofumn 

coi.no.37) in the leave account statement of the service book 

Verification of the service shall be done every year from the records and pay-ills and certificate 

to that effect shall be recorded on the iast page of the service book. 

Transfer of the Service Book 
it any employee is transferred from one Institute/ College/ School /Campus to other place; his 

service-book duly completed with up to date entries shall also be transferred to respective Heads, 

where employee is transferred. 

Duplicate Service Book 
Duplicate copy of the service book with all updated entries shall be provided to every emp.oyee. 

The Duplicate copy of the service book shall also be updated periodically at least once in a year. 

Preservation 
The service book of the employee is a permenant record of the employee and shall be preserved 

for a period of five years beyond date of the superannuation/ after expiry of the service of the 

employee 
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STES/Personnel 

Processing of Resipnation letters of the Teaching and Non-Teaching Employees. 

OOwE 
BUIdennes are jprestibed for processing rsigat0f lettes of the staff inornhrr. t 

TCdcning dnd iNo ething), so as to have uiformity in actiof and proceduro to he foll0wed atttf rir ripr 

the Resijnation lettors These gu:deline, halh he epplicabl iuformly to the tmploye, iorririg iti 

Val 1OUs iisttutes / Colleges/ Schools ant Othor offires under Sinhgad Tar tiical ducation $orlety, yrie, 

dVitribai Phulo shikshan Prairak Mand.l, Karnalapur, Shrinatih Shikhan Praarak Mandal, onrihapur, 
at1g 

Shri Yashwantrao Chavan Shikshan Prasarak Mandal, Murnbal. 

Resignation Letter: 

Resignation letter must be addressed to the Founder President /founder Secretary, in wriug ds tuE 

case may be. 

2) tmpioyen shall submit such letter to the President/ Secretary, through the Heads of the resprctive 

Institute/ College/School/ Offce 

3 he resignation letter must be signed by the employee. Resignation letter written or signed Dy any 

ther person, on iehalf of tne ernployce shaii not be allowed 

4Letter should specifically and (learly mention resignatiorn irc'n the s:viCe/ p0st. 

5Letter should not contain any conditions terms or allegation, 
however if tt contains any 

conditions, terms or aliegations, same shall be ignored. 

Notice Period: 

6 tmpioyees vsho have COnpleted one year or more servic: wili have to give threé moiths gu Uaysj 

notice period for resignation indicating date of discharge from duties, or will have to dep0sit 
amount 

equal to three months' basic pay {i.e. Pay in Pay-Band Grade Pay! it lieu of the notice period. (5TE5 

Circular dated 05-04-2011 & dated 23-04-2011.) 

7 hose who have put in ess than one year senvit: wi have to give one month:s rotice or 

resignation or to deposit one month's basic pay (1e. Pay in Pay-Band art Grade Pay) in lieu ot the 

notice period. (STES Circular dated C504-2011 & dated 23-04-2011.) 

) Case ol enployees working as senor Pesidants/'unior 
Residerts and Íutors the Me!ital 

College Hospital irrespective of their tenure; will have to give one month's notice for resignaior 

or to deposit one month's basic pa'y i.. Pay in Pay Band and Gfade Pay irn ieu of the notice period 

(Letter No. STES/Personne!/ 2011/56, dated 18-04-201 1.) 
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tor the Employees in Dental College and Hospital, who are governed by the rules and regulations 

of the Dental Council of India, 

(a) Notice period of three months for resignation shall be compulsory as per directions of the 

Dental Council of India. (STES Circtlar edated 05 01 2011 & dated ?3 0M 011 

(b) Option of depositing amount equal to three months' basic pay (pay in Pay Banl Grade Pay) ii 

Ieu ot tiie notice period shall ot be available to such employee For them thr 
rmriy'is neit ic e 

perid mandatory. (STES Circular datod 05 01 2011) 

C has been ade compuisory to 1epot t, the iontal Cyunil f Inda all aot of retigrnatirim 
nt 

Teaching stalf of DontalCollope nd opital 

(d No resignation can be arcepted if thn perud of suryir l thhan onE yF 

e natter'% ) respoct of roignation arc toy t tiptrtid try the yerital Counrl t iritjta, 
ery 

Delhi. (DCI letter No. DI 192 2010/A 71 tdated 07 17 7010) 

10) Employee subrnitting rusignation v/hile on loave WP will have pay arritourit ttjugl 1 trirEE 

10nths/ one mynth basir ny (ay in ay and airl Grar Payi i iay t ir ID 

depending upon teir perid of trvirtn as teir urler iye frrytri tirri tr ii 

by the authorit ron rivinguch lthr 

12) Plotice perind tnr ignatirn thall h ruuritd irmi 1his date vi .puii yi h 121,1atiyr letsa y 

the appropriatty authoriti 

Procesing Pesignation Letter 

'/ 



7 oeneraly resSignation of the Employee facing discipina1y action, will not be accepted till eiqty s 

conpleted. 

Other General Guidelines: 
18) If date of annual increnment of an employee falls during the notice period for resignation (notice 

period, he will not be eligible to get his nnual increment. 

NO leave except proportionate casual leave with prior approval and commuted leave supported hby 

edal Certiticate from registered medicai practitioner can be granted to the empioyee during the 

notice periou. However, decision in this regard shall be taken on merits by the Heads of institutes / 

Colleges/ School/ Offices. 

0 epioyee arter submission of resignation letter remains absent fron duty. period ot abserice trom 

duty till date of joining actual rolieving shall be treated as unauthorized absence and sthall be 

cOnverted into Leave Without Pay. Recovery of anount due to L.W.P. shall be eftected trom tne 

employee. 

edching employee while on vacation, if tenders resignation without notice period, siich teaching 

mpoyee shaii not be entitled for pay for vacation period. However amount Gt notice pay shail De 

recovered trom the employee. 

Teaching employee while on vacation, it tenders resignation it1 appropriate notice perio0, nis 

vacation period sihall be curtatled itonm the date of his resignatien ttar He wiil have to report tor 

duty and work ior entire notice pericd, otherwise period of vacation trom tne date ot his resignation 

Shail De treated as Leave witlhout Pay and he will not be entitled for any pay for that part ot 

vacation/ notice fperiod. 

23) Once resignation letter of the employee 1s accepted, amp'ovee wiloose al rights arising out et nis 

Service. Ii aiterwards sUch person is agan appointed to any post n any of the nstitt/ 

College/01fice, it shall be treated as fresh appointment ior all purpCes (pay, leave, etc.) 

24) Request tor withdrawal of resigndtiort it ny 1ade by tha tmpoye Can be cOnsidered Dy the 

President betore expiry ot the notice eriod. 

25) Resignation shall be mad: etltive tron th ilate of isstu ot th tnal orders or trom the date 

mentioned in the final order 

20) Reiusal ot th iesignaticnt a, be Onnun.cated to the Emplc inmediate and h aiy 

before expiry of the notice eriod 

27 Resignation shàll not be acceptedts contrar, to the terms and conditians ot Appo.ntment or 

before completion ot the Boripe1odr an 
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6) tmployee resigmn fron Service will not be relieved from his duties until he compleies job d551gned to hin to the satisfaction of the Competent Authority. Heads of Institute while forwarding 
resignation letter to the President shail submit his remarks in this respect. 

Other Miscellaneous Provision 

29) Matters regarding payment of dues of the Employee such as E.P.F., GIS, Gratuity, etc sha!i De 
processed after he / she has cle ared ali dues payable and after completion of due requirernents. 30) Notice period in deserving cases can be waived or reduced as a special case on the condition that 
employee should deposit appropriate anount of the Basic pay (Payin pay-band grade pay) in tdsi 
in lieu of the notice period 

S1) President reserves right to refuse notice period for resignation and to relieve employee with 
immediate effect. 

32) President reserves right to interpret above provisions in case of any doubts and decide suitably any dispute arising out of the same. 

33) Decision of the Founder President in the matter shall be final. 

*** *---**-- ----
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SINHGAD INSTITUTES - SMT KASHIBAI NAVALE COLLEGE OF ENGINEERING, VADGAON BK. 

CAMPUS, PUNE 

7.1.10 

7.1.10 Circular No.371 dt.01.12.2011 

7.1.10 Conduct Rules No.456 dt. 
14.03.2012 
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SINHGAD INSTITUTES - SMT KASHIBAI NAVALE COLLEGE OF ENGINEERING, VADGAON BK. 

CAMPUS, PUNE 

7.1.10 

Computer Literacy 
In 21 century computer is the tool of learning. The main emphasis 1s on 

spreading computer awareness in rural areas and crea ing the spark in them! 

bp 
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SINGAD INSTITUTES SMT KASHIBAI NAVALE COLEGE OF ENGINEERING, VADGAON BK 

CAMPUS, PUNE 

7.1.10 

Teacher training: 
cachers training, where teacher became students and student became instructor to 

spread computer literacy among rural teaching staff. 

ege e Cole 
bu Nivnle 

OTing 

Navala 

Vadgaon(Rk.) Vadgao(Bk), Pune-41. 

Pune-41 



NGAD INSTITUTES SMT NASHIRAI NAVALt COUEGt OF INGINEE RING, VADGAON BK 
CAMPUS, PUNE 

7.1.10 

70 20 643 

utttares UTrNI iala uarr ddaI (Containmonmt Plan) lRI 

foreerfdent} Yrutau, yu 

yoi fèais.20/03/2020 

oo Tuta Dan y 37rN faEI 
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SINHGAD INSTITUTES SMT KASHIBAI NAVALE COLLEGE OF ENGINEERING, VADGAON BK. 

CAMPUS, PUNE 

7.1.10 

2)HT HTrEter qT TITa g, g411041 
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. 
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SINHGAD INSTITUTES SMIT KASHIBAI NAVALE COLLEGE OF ENGINEERING, VADGAON BR. 
CAMPUS, PUNE 

7.1.10 

.Vlt2a-i 1IGI-Root. 

uGHe fvn nATIZ VWT urd 3èzI . DMU/o 2o/CR. q/DISM-/ t. */ov/aoRo. 

farm/teo/oRo f. 2u/oz/Ro?o. 

faqu/t4a/Ro2o f. o/o/RoRo. 

**** 

AVEL 

Email-sdopune@gmail.cóm 

35.3tt-A.M/afa/3EC/Roro 
fri- RR/oE/2oRo. 

RIHI 4M afaa arar,3uTaHria 3arèenri gacit 3ufaT T Incidcnt Commander gu ar 
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OAD INSTITUTES SMT KASHIBAI NAVALE COLLEGE OF ENGINEERING, VADGAON BK. 

CAMPUS, PUNE 

7.1.10 
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SINHGAD INSTITUTES SMT KASHIBAI NAVALE COLLEGE OF ENGINEERING, VADGAON BK. 

CAMPUS, PUNE 

7.1.10 
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SINHGAD INSTITUTES SMT KASHIBAI NAVALE COLLEGE OF ENGINEERING, VADGAON BK. 

CAMPUS, PUNE 

7.1.10 
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SINHGAD INSTITUTES SMT KASHIBAI NAVALE COLLEGE OF ENGINEERING, VADGAON BK. 

CAMPUS, PUNE 

7.1.10 
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SINHGAD INSTITUTES SMT KASHIBAI NAVALE COLLEGE OF ENGINEERING, VADGAON BK. 

CAMPUS, PUNE 

7.1.10 
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SINHGAD INSTITUTES - SMT KASHIBAI NAVALE COLLEGE OF ENGINEERING, VADGAON BK. 

CAMPUS, PUNE 

7.1.10 
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SINHGAD INSTITUTES SMT KASHIBAI NAVALE COLLEGE OF ENGINEERING, VADGAON BK. 

CAMPUS, PUNE 

7.1.10 

3EEMA KAT TA 
Spl.Mutton Kheema Pav 100/-
Spl.Chicken Kheema Pav 70/-Mob 9763808382 

SS 

55 
LOCER 
AGUT 

Lontatt. B628 

ADZD BATH 

ACE EITNE SS C US 
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Teaching and Career Guidance 

All the volunteers, as students of a technical field of education felt it necessary and efficient 

to help the rural students try and get a general overview of the educational scene in our system as 

we do have a good idea of it. So the activity to teach students in school was from a perspective of 

giving them the necessary insight fro opportunities lying ahead of them in regards to education and 

career prospects in their areas of interest. 

was preferred by the volunteers where informal talk generally lead to the discussion of aims and 

dreams of students. This unique approach lead to a lot of response from the students 

arlgaon (Bk.) 
uae-41. 

It was the skill of the volunteers which made this event a success as an indirect approach 
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