7.1.10

uct for stude

nTs@

| YES OR NO
o " / The Code of'(fonduct.is displayed on the YES \/
website
5 There is a committee to~monitor adherence to NO X
the Code of Conduct
[nstitution organizes professional ethics
3 programmes for students, teachers, YES \/
administrators and other staff
Annual awareness programmes on Code of YES V

Conduct are organized




The Code of Conduct 13
on the website

displaved

[ There is a commuittee 1©

monirtor adherence 1@ the
onduct

/
[

7 [nsttution Organizes
professional cthics
programmes for students.
teachers. adminisTraiors and |

other staff’ ‘

Annual awarenass

4 programmes 01 Code of
Conduct are organizad

5
‘ \7.1.10 Circular

No.371 dt.01.12.2011

\7.1.10 Conduct Rules
No.456 dt. 14.03.2012

| {
yPRINCIPAL
gmt. Kashibai Navale

3

College of Engineat ing

\'adgaomBk.), Pune-41



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

The Code of Conduct is displayed on the website

There is a committee to monitor adherence to the Code of Conduct
Institution organizes professional ethics programmes for students,
teachers, administrators and other staff

Annual awareness programmes on Code of Conduct are organized
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19/15, Lrandwane, Smt Khilare Marg Off Karve Road, Pune - 411 (04

Tel. : (020) 2545 9751 Fax : 2545 3456 E-mail : stes@sinhgad.edu Wabsite : www sinhgad ey
PROF. M. N. NAVALE

ME (ELECT)MIE . MBA

DR. (MR5.) SUNANDA M. NAVALE
AN, MPM, PhD
FOUNDER SECRETARY

FOUNDER PRESIDENT

STES/Personnel/ZOl1-12/456 Date: 14.03.2012

Subject: 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- Te

2. Guide

aching Employees;

lines for writing and processing of Annual Performance Appraisal Reports

/ Special
Performance Reports of the Teaching & Non-Te

aching 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 3l Teaching and Non- Teaching
working in the Institutes / Colleges / Schools / Offices etc. run b

Society; Pune, Savitribai Phule Shikshan Prasarak Mandal; Kamlapur,
Kondhapuri and Shri. Yashwantrao Chavan Shikshan Prasarak Manda

employees
y the Sinhgad Technical Education

Shrinath Shikshan Prasarak Mandal;
I, Mumbai,

All the Heads of Institutes / Colleges / Schools and Chief Executive Officers of all Campuses are

directed to circulate the rules amongst all staff members working under them and to ensure the
implementation. \
o)

W,
"
Encl: As ahove \

(Prof. M. N. Navale)
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siks/perscnnel

Sinhgad Technical Education Society, Pune;
shrinath Shikshan prasarak Mandal,

n-Teaching Employees:

General Conduct Rules for the Teaching and No

ibed for all Teaching and Non-T

Savitribai Phule Shikshan Prasara
ao Chavan Shiksh

eaching employees in the
k Mandal, Kamalapur;
an Prasarak

Following Conduct Rules are prescr

Kondhapuri and Shri Yashwantr

Mandal, Mumbai.

1. Integrity and devotion: Everyem

M-

ployee shall at all times:-

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
who is habitually not punctual or frequently remains ahse
to be not maintaining devotion to duty).

post shall take all possible steps to ensure
being under his control and authority.

o him within prescribed tirme and

assigned t
rmission shall be deemed

nt without pe

iii) Every employee holding a supervisory the integrity and
devotion to duty of all employees for the time
| maintain confidentiality of the

Maintaining confidentiality of information: Every employee shal
of it

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

without prior consent of the President.

y these rules and shall obey all the lawful orders of his

Every employee shall endeavour to obe
d from time to time.

superiors under whose control or supervision he has been deploye

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.

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 10
confirm the directions in writing.

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 erployment.

Insolvency and Habitual indebtedness: When any employee is adjudged or declared an inealvent or
when a part of his salary is constantly being attached, or has been continuously under attachment

£ nerins ; H t H
for a period exceeding two vears, he shall be liable to be terminated from service.

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

political party or any political organisation.
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10.

11.

12,

13.

14.

15.

16.

17.

18,

Prohibition against connection with Press: N employee without prior approval of the President
shall make any statement to media, electronic media or Press, regarding activities of the Sinhgad
Technical Education Society/ Associate Trusts.

Publications: Except the cases where the publication is of a literary, technical or scientific character,
previous approval of the President is required for publication 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.

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.

Giving evidence before Committee: No employee shall without previous permission of the
President give evidence in connection with the society’s/ Associate Trusts’ affairs, before any
enquiry conducted by any person or authority.

Acceptance of Gifts: Em ployee shall not accept gifts from clients/vendors/suppliers.

Employee should maintain the highest standards of professional ethics and behaviour. The
following guidelires shall be tollowed:

. 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,

Prohibition against outside influence: No employee shall bring or attempt to bring any political or
outside influence pertaining to his service under STES/ Associate Trusts..

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

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 ba, any dowry.

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.

M
/

(8]




19. Taking part in demonstration: No employee shail engage himseli or participate inany
demonstration which is prejudicial to the interest of sovereignty and integrity of India, the security
of the State,

Or

Resort to, 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;
Strictly abide by any law relating to intoxicating drinks or drugs in force in any area in which he

a.
may happen to be for the time being;
b. Refrain from consuming any intoxicating drink or drug in a public place;
c. 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.
S Interpretation —
| it should be referred to the

If any doubt/ dispute arise relating to the interpretation of these rules,
President, Sinhgad Technical Education Society for final decision.
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STES/ Personnel
performance Appraisal Reports/ special

on-Teaching Employees/ staff.

and Non-Teaching

Guidelines for writing and processing of Annual
Performance Reports of the Teaching and N

ports for Teaching

Revised formats of Annual Performance Appraisal Re
es/ Colleges/ Schools/ Offices under Sinhgad Technical Fducation

STES/ Personnel/ 2011/ 50 dated 06-04-2011.

amployees working in various Institut
en prescribed and brought in to force from

as per Circular No.

society have been prescribed
ailed below have be

accordingly tour separate formats as det

the year 2010-201 1.

JABLE -1

| | ) , ] ) . Proposed colour of the 1

No. {[ Short t‘l\tlc ?f‘thf performance | prescribed ff)r,(Catcgorv of Staff Format for easy |
| J »rrppmlsa Roporf. / Employees ) identification ;
]‘ ; Faculty in Technical, Management, ' '
| 1 | PAR. - A Pharmacy, Architecture, Hotel Pink
' || managementinstitutes/ Colleges. | -
l 2 PAR. - B Faculty in Schools, Junior/ Senior Gieeh
{ I | Colleges and B.Ed / D.Ed. Colleges. |
L3 PAR. - C Non T_eaching Staff (other than Light Blue
; i o subordinate) in Group A,Band C. o
; } Subordinate Non Teaching (Group
|4 F P.AR.-D D) Staff. (Drivers/ Attendants/ Yellow
| — ~ Peons/Hamaletc) | |

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

20" 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 0
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 shortfall, 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

R).

contribution to the activities of the STES shall have priority and accordingly remarks are expecfed to bg
reflected in the Performance Appraisal Reports (PAR) / Special Performance Reports (SP /

V4

3. PAR/SPR should not reflect personal feelings and personal relations.

]
{
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4. Emiployees graded adverse ave

satisf - . .
aHtactory performance should be communicated to the concerned employees in writing,

i i ; . :
Mmediately 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.

rage or below average and remarks sbout short tall / non

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 hy
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 :-

i) “Accepting Authority” means President/ Secretary, Sinhgad Technical Education
Society, as the case may be.
ii) “Performance Appraisal Reports” or “Reports” means annual appraisal of the work

performance of the employee in the formats prescribed (P.A.R‘A’ t0 P.A.R.’D’) for the
Teaching and Non-Teaching employee.

iii) “Reporting Officer” means immediate higher authority of the employee, under whose
supervision employee is working (Head of the Department/ Institute/ Office etc.)

iv) “Reviewing Officer” means next higher authority over the Reporting Officer, or Head of
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/ Personnel/ 2009-10/ 06 dated 22"
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 respective 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 aWM be.
- PRt
e J




Performance Apprard

fficers and Peviewing Officers for wiriting
s, will be a5

10. The levels of the Reporting O
Reports / Special Performance Report of the Teaching and Non-Teaching employee

per details in the following TABLE - 2 :-

TABLE - 2
— e e —— e P e ]
Categories of the Employees - [ Reporting Off icer Reviewmg Officer J
R AT I IR |
: | ; .
— [ I v A
]
A. Non Teaching Staff ]
a. Employees below the level of o ] .
Administrative Officer / Accounts Officer / Administrative folcer/ Head of Institutes /
Librarian / Instructors (Laboratory) and Accounts officer / Colleges / Directors /
other equivalent employees. Librarian / Instructor / Chief Executive Officer
Estate Officer as the case of the Campus.

b. Other Non-Teaching Subordinate Staff may be.

_like Peons/ Hamal/ Sweeper, etc.

a. All Technical staff in Medical / Dental /
Nursing and other Health Science Colleges,
including Nurses and ward boys, maids, Concerned Heads of the

etc.
b. Administrative Officers / Accounts Department

“Principal / Dean of the
concerned Colleges /
Institutes.

Head of institutes / |

K |
| Officers / employees, P.Aetc.

Officers / Instructors and employees of
Colleges.
other similar level and all other employees | ? '
up to Head of Dept. . ,‘ . | #ﬂ”
| Heads of Institutes/ | Secretary / President as |
[

Heads of Departments and all other
the case may be

Colleges / Director.

B. General Services

i Non—Teaching Subordinate staff:- Security “ !
. . 1

I

.f

( 4 Guards / Drivers / Attendant / Peons / Security Officer/ Estate

/ Hamal and other supporting staff like Officer / Transport Officer | (pief Executive Officer
Mason, Carpenter, Electrician, etc. Estate Officer / Manager, of the Campus. -‘
[ c ! Employees above the rank mentioned at }' as the case may be. !
l (4) above , |
L 6 | Hostel Staff ! Warden/ Rector { ;
/ C. Teaching Staff :
F ; Associate Professors / Assistant Professors Heads of Department / Heads of Institute /—"’
7 | /Instructors / Lecturer / Teacher / Sr. & Jr. Professor/Principal/ Colleges / Principal/ ‘
~Residents./ Tutors / Librarian etc. | Director. ] Directors. |
Heads of Institutes / i

|

r

Professors / Heads of Departments Colleges/Principal / " Campus Director
Directors. ; |

| Secretary / President as |

the case may be. |

incipals / Di higher
Principals / Directors & other higher Campus Director

Officers




18.

19.

20.

21.

22,

23.

of

24.

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’
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.

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
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
/ Reviewing Officer should not wait till writing Performance Appraisal Report of

cases Reporting
the employee.

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

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
Academic year as the case may be. Action in respect of communication of remarks to the

employees should be completed within next 15 days.

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 Employees and Preservation of P.A.R. /S.P.R.

25.

Wt

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

w1
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26.

27.

28.

29,

immediately,

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.

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 Yashwantrac Chavan
Shikshan Prasarak Mandal, Mumbai; Savitribai Phule Shikshan Prasarak Mandal, Kamaiapur; and
Shrinath Shikshan Prasarak Mandal, Kondhapuri.

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

v
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PROF. M.N. NAVALE - I — DR. (MRS.) SUNANDA M. NAVALE
3A,MPM. Ph D
~OUNDER Sf RETARY

ME (ELECT MiE msa

FOUNDER PRES g

No. STES/ Personnel/2011-12/370 Date: 01-12-2011.

CIRCULAR

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

thas come to the notice that there js ot uniformity about maintenance of the service-books of
the employees. Entries of many important events are not taken in the service books and they remain
incomplete in many respect.

Similarly many Gueries and doubts are raised by the Institutes/ Colleges regarding the procedure

for acceptance of resignations of e Teachin:

and Non Teaching empleyees,

i order to have uniformity in procedure, action from all concerned, it has been decided to
compile guidelines for maintenance and up dating the service hooks of the employees and to deal with

the resignation letters. Compiled guidelines an above two topics are enclosed herewith for ready
reference,

These guidelines shall be applicable to all Teaching and Non Teac

hing employees working in the
Institutes/ Colleges/ Schools etc run by the sinhgad Technical £d
5 y o

ucation Society, Pune; Savitribai Phule
Shikshan Prasarak Mandal, Kamaiapur; Shrirath Shikshan Prasarak Mandal, Kondhapuri and Shri
7ashawantrao Chavan Shikshan Prasarak Mandal, Mumbaj,

All Heads of the Institutes/ Collegeas, Scheols and Chies fxecutive Officer

s of ali Campuses aro
therefora instrucred to follow enciosed suidelines scrupulousiy.

{Prof. M. N. Navale)

PRESIDENT
Encl As abeyve

Directors of ali Institutes, Loiteges of STES, SPSPM, S5pa and SY(spi

v

J



CONTINUATION SHEET ...,

Principals of all Colleges/ Schools of STES, SPSPM, SSPM and SYCSPM,
Dean, SKN Medical College and General Hospital, Narhe,

Chief Executive Ofticers ot all Campuses of STES, SPSPM and SYCSPM,
Resident Officer, SSPM, Kondhapuri,

Transport Officer, STES, Narhe.

Estate Officer, STES, Vadgaon.

Select file.

Copy forwarded for information to:

Founder Secretary, STES,

Director (Administration), STES
Director (Finance), STES,

Director (Engineering), STES, Vadgaon
Director (Education), STES,

Director, (Placement), STES,
Secretary, SPSPM, Kamalapur,
Director, SPSPM, Pandharpur.

Senior Assistant to President, STES

Vadgaon

(B&
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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 duly
verified and authenticated by the competent authorities. It is treated as authenticated permanent
record of the employee. It is preserved even after the employee i out of service.

format of Service-Book, prescribed hy the State Government for their Fmployees has heen
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-Dook rest
with the concerned Institutions/ Cffices. Every entry in the Service-hook is required to be verified from
authenticated documents and certified by the Head of the Institution/ Cffice 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:-

L. Complete name of the employee (In case of female employees their changed name after
Marriage)

2. Race :- 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 docurment on the basis of which date of 8irthis

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

attestation).

b, Height,

7. Identification marks,

8. A bducational qualification at the time of Appointment,
B Cducational qualification acquired aftec Appointment,

9. Date and signature of the employee,

10. Signature with date and designation of Head of Institution / Office or designated cificer in
support of verification of all entries and their certification.

11 Report of the Medical Examination,

.

Medical Certiticate Number and date:

Y \ -
=y g Y }
= Vddgamn(ﬁk.\
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SO NGme and Desination ctthe Medieal O iy

' ove cyeary and il
Entries on the firet Page of the sorvice book are 1o he agaim verificd after every five y

required to be updated the same with due Jtiestations

Entries on Other Pages of th Service-BOOk

. . . i v ! mny of the
Following details are required 1o be recorded i the remaning pages of 15 colurmg

SCViCe book

l

Post of Appointment (designation; anel pay scale(Pay Band and Grade pay),

Nature of appointment, Peun(anunt/romporary/Offici-llins_;,

Date of joining the post/ duties,

Fay of the Officiating post (Pay n pay band)

Academic Grade Pay/ Grade pay

Spedial Pay/ additional pay if any,

Date of Appointment /up gradation/ promotion/demotion or any changs in officiation,
Signature of the employee,

Date of expiry of the tenure,

- Continuation in the service and period of extension,
- Date of relieving from duties / termination etc, after expiry of the tenure:,

2. Signature with date and designation of Head of Institution / Offwn or designated officer

support of verification and certitcation of the entries

Other El_)t;ingq@_,t_a_ken in the service bool :

Fntries in respect of following events/ uccasions shall be taken in the service hooks,

1.

~

5%

(]I

10.

Date of Increment and pay in pay band after drawal of increment,

Entries of pay fixation,

Orawal of annual increments, its postponement/ withholding/ date of releasing increrment,
Granting of additional increments, if any,

Any changes / subsequent Pay-fixation if any during the service period,

Larned leave, Half Pay Leave, Commuted (Medical) Leave or Leave without Pay sanctionod/
enjoved by the employee,

Lentiuation in service and period of continuation along with numbor ang o f

ateof the order,
Number and date of the order of continung service untij further ordors,
ANy fxaminations passed/ additinnal quahfications acquired during <ervice period,
Nominations made by tha employee for various benefits,

rmployess Providont Fund Account number,

ra

|
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L2, PAN Card number of the employce,

13. Options i any exercised by the employee,

14. Promotion /Up gradation / Transfer,

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

16. Actual date of return / re-joining duties after expiry of Lien/ Study leava.

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

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

19. Punishments / 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 time with due certification.

Entry of no. of Leave Without Pay enjoyed shall be taken in red ink in the last column
(c0i.n0.37) in the leave account statement of the service book

Verification of the service shall be done every year from the records and pay-bills and certificate
to that effect shall be recorded on the last page of the service book.

Transfer of the Service Book :-

If any employee is transterred 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 empiovee.

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

Preservation -
The service bock of the employee is a permenant record of the employee and shall be presenvec
the

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

employee.

(~
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Lmald. 2 Cl

pProcessing of Resignation Letters of the Teaching and Non-Teaching, Employees.

ernpees (oot

: + ort Lorfr
following guidelines are pré coribed for processing resipnation lotters of the staft o

feaching and Non - Teaching), ©0 a5 1€ have uniformity in ottiol anel procedure 1o he followsed after roceipt
of the Resignation Letters These putdelines <hal he applicable v dormly to the rnployees porking 10
various Institutes / Colleges /5 hools andt Other offices under Sinhoad Torbinneal B atian Society, pune,
Savitribar Phule Shikehan Pr yaarak Manedal Lamalapur, Shrinath Shikehan Dot tAandal, Yordhapirs and

Shr Yashiveantrao Chavan Shikshan Prasarak tAandal, fMumbat

Resignation Letter:
. . - I PYERTIRY inge a5 tne
1) Resignation letter must be addrassed to the Founder president /Founder Cecretary, In writing 4% 10

case may be.
sh the Heads of the reoprctive

2) Employea shall submit such letter 1o the President / Secretary, throu

Institute / Collepe / Schoal ] Office
The resignation letter must be signed hy the employee. pesignation letter written or signed By 207

o
=

other person, a0 pehalf of tne ermployee shall not be allowad
4) letter should specifically and Cearly mention resignation froon the sonnce [ post.

H) Lletter should not contain any conditions [/ terms Of allegation nowever it

conditions, terms or aliegations, same shall be ignored.

Notice Period:
i e e thrae months (30 €3y
6) Employees who have completed one year of more servicz will have 1o give three months 3y

i i i i inddi i ; tam duties wi Innosit amount
notice periad for resignation indicating date of discharge from duties, or will have 1o deposit @gmount

G : o o of ¢ i crind (STES
equal to three months’ basic pay {i.e. Payin pay-Band - Grace pay) in fieu of the notice perice. (o1t
Circular dated 05-04-2011 & dated 23.04-2011.}

i i ervice wil ha \ giv snth's notice
7\ Theoce who Pave put in less than ong year senics i have to give oneé maonth’s notl

‘
rosignation or 1€ deposit ong month's basic pay (re. Pav o pay-Band and Grade Pay) in ligu o7 10C
notice period. {STES Circular dated 05 na-2011 & dated 22-04-2011.)

8) In case of employees working as Senior pegicdentg/lunior Reside s and Tutors 0

College & Hospital irrespective of their tenure; will have 1o give one manth’s notice 10
or to deposit one monti's hasic pay e Pay in pay-Band and Grade Pay in lieu ©

(Letter NO. §TES/Porsonne: /2011/56, dated 13-04-2011)

it

Vadgaon(Bk )| =’
Pune-41. /
/



. ) 2 ations
N For the Employees in Dental College and Hospital, who are governed hy the rules and regulatio

10) Employee submitting remignation while on foaye [ 11V will Have o pEy 2mmount pe

of the Dental Council of India,

(a) Notice period of three months for rosignation shall be compulsory as per dgirections of the
Dental Council of India. (5TES Cire Alar dated 0% 04 201 dated 21047011

(1) Option of depositing amount agtial to three months hasic pay (pay I Pay Band + Graoe PR
liew of the notice period shall not e avalable tosue W employees For ther e AR NGRS
perind imandatory (1S Cuenla dated 0% 04 2010

(¢) 10 has been made compulsory o ot i the Dental Councll of ndio 2
Foaching stall of Dot al Collopge and Haspi! il

() Mo resignation can he accepted i e petlod of suraee e than L A

(0) Al the matters in regpoct ofpesignation are Vo b peported to the Dental LOUt ’

Dethi (DO etter Ho DE- 197 2010/ #141 date Ju7 17 2010

br, SPites

HIUIIHI’,/ une ot Hanle iy ”,‘,/ ie 1;4‘/15,..! and Ceatle Vay) it s oA b reAirs DS
"f")“”’lll’u"|Ij)H|I”“'l’ |”‘“,,,1,".,,/<,‘ A et MG ol Berpre darries ) Fprrie
lll|"""l[l1/—l’kli‘JI/l"lS{‘lll"""ri“’" rer sttt Y TR [ e gyl 4 e 2t . 7808 e 147 Lol Y2

frg thes bbb freee VI I

17) Metice period lor peipnation o all b coutiteed Tron thy dats A cren g o She 1euIt e, artdisny 4

the approgniate authostios

Processing Pesignation Letter




- o I s ot AD
L7) Generally resignation of the Employee facng discipiinary action, will not be accepted till enquiry

completed.

Other General Guidelines:-

19) 1f date of annual increment of an employee falls during the notice neriod for rosignation (notice
period), he will not be eligible to get his annual increment.

19} No leave except proporticnate casual leave with prior approval and commuted laave supported by
medical certificate from registered medicat practitioner can be granted to the empioyee during the
notice period. However, decision in this regard <hall be taken on merits by the Heads of Institutes /
Colleges / School / Offices,

20) If employee after submission of resignation lottor remaina absent from duty period of absence from
duty till date of joining / actual relieving <hall be treated as unauthorized absence and shall be

\R 1 offecte m the
converted into Leave Without Pay Recovery of amount due to L P oshall be effected fro

employee.

ro

» . . \ : i R achin
1) Teaching employee while on vacation, \f tenders resignation without notice period, such teaching
e e £ Aot ay shall be

cmplovee shall not be entitled for pay for vacation seriod. However amount of notica pay SRt =

ecovered from the employee.

T | I P ¢ veronatic R crmnriate notice period, nie
12) Teaching employee while on vacation i teanders rasignation ) nriate
vacation period shali be curtailed from the date of his restgnation 2 I navs

H ! R 1o € A~ tre tne cate of RIS resign tor
duty and work for entire notice penod, otherwise neriod of vacation rrom tne catz of hig resignation
shall be treated as Leave without Pay and he will not be enutled for any pay for that part of

vacation/ notice period.

23) Once resignation letter of the amployoe 1o actepled, 2mpoyes W o 2 all utcfn
service, 1 afterwards such person is agam appointed o any post inoany of the Instituie
College/Office, it shall be treated as fresh appomtment for all purgc 23 (pay leave, clo)

24) Request for withdrawal of resignation 1f any made by the Employe=s tan be onsidered py e
President befare expiry of the notice pet wod.

25) Resignation shall be made eriectve from the date of isste ot e ninal orders or i i "
neationed in the final order

2uU) Re gsal of the e Vil Ay Al ynimuracate 1o e TMDIC ropmed % ! Y
pefore expiry of the notice penod
Yesignation shall not be acceptad Fits contrary <o the terms and conditions of Appo ntment &
efnre completion of the Bor t penod i any

v




sletes job . SSIPNed
28) | mployee Fesigning from Service will not be reheved from his duties until he completes job assig

. ; while fmw.vrh:l;;
to him to the satisfaction of the Competent Authority, Heads of Institute while

resignation letter to the Prasident shall submit his remarks in this respect.
Other Miscellaneous Provisions:-

29) Matters regarding payment of dues of the Employee such as ¢ PF., GIS, Gratuity, etc shall be
processed after he / she hay leared all 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 amount of the Basic pay (Pay in pay-band -grade pay) in cash
inlieu of the notice period

31) 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.

e 1
W d
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7.1.10 Circular No.371 dt.01.12.2011

7.1.10 Conduct Rules No.456 dt.
14.03.2012

1




SINHGAD INSTITUTES - SMT KASHIBAI NAVALE COLLEGE OF ENGINEERING, VADGAON BK.
\ CAMPUS, PUNE

7.1.10

Computer Literacy :

. . . Lo ; sis 1S on
In 21" century computer is the tool of learning. The main emp_has}']s ‘
spreading computer awareness in rural areas and creating the spark in the

A\

Vadgaon(B
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leacher training :

[cachers traming, where teacher became students and student became instructor to
spread computer literacy among rural teaching staff,

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

was preferred by the volunteers where informal talk generally lead to the discussion of aims and
dreams of students. This unique approac}h}f/a?d/ma‘ lot of response from the students:.

yv
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