Service and Conduct Rule for the Employee of the
R.R. Institute of Technology

1. SERVICE RULES

These rules may be called

“THE SERVICE RULES FOR THE EMPLOYEES OF  R.R. INSTITUTE OF

TECHNOLOGY”.

The R.R. Institute of Technology here after called RRIT.
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The Rules shall come into force from. the date of approval by the Governing Council of the
RRIT.
The members of Governing Council reserve the right to amend/modify/delete/add to any of
these Rules and to bring.any such amendments/alterations with effect from such date as it
may apply.

The rules shall apply to all employees working in RRIT irrespective of drawing a scaled
salary, consolidated salary, daily wage or on part time work.
In respect of matters not specifically provided in these rules, the Governing Council shall be
the competent authority to issue such directions or orders it may consider appropriate and
such directions or orders shall carry as much authority and effect as these Rules.
Any Rules under this Service Rules requiring clarification and interpretation shall be referred
to the Governing Council, whose clarification/ interpretation shall be final.

2. DEFINATIONS:

College/ Institution: Means RRIT

Chairman: means the Chairman of the Governing Council.

Governing Council: means a board constituted to manage the affairs of an Institution.

Constituted, according to the guidelines given by AICTE or university or other affiliated

bodies.

Director: A member of the Governing Council in charge of an Institution.

Management: The Board of Trustees or administrative body headed by the member

appointed by Board of Trustees.
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Competent Authority: in relation to the exercise of any power, means the Governing Body
or the Governing Council or the Board of Management or Committee of Management or
any other authority empowered to exercise any such powers.

Casual employee: means one who is engaged on a day to day basis for a specific work of
sporadic and casual nature.

Contract employee: means who is employed on a contract for a fixed time and for limited
operation.

Continuous Service: means the services of an employee from the beginning of his/her
services without any break in the services.

Consolidated Pay: means fixed pay and inclusive all. It does not carry any benefit in
present or future other than the agreed conselidated fixed amount. The split of consolidate
fixed pay into various component of pay for administrative compliance shall not be
interpreted as pay scale of employeeengaged on consolidated pay.

Day: means an English Calendar day, beginning and ending of midnight but absence from
Headquarters, which does not.exceed 24 hours, shall be reckoned for'all purpose as one day,
at whatever hour the absence begins or ends.

Employee: means_a person in employment of the Institution /Establishment set up /and /or
run by the RRIT.

Family: means an employee’s wife or husband, legitimate children, and in case of
unmarried employee parents, who are residing with and are wholly dependent on the
employee.

Head of the Institution: means the Principal /Dean of the college or any other authority
who is appointed /designated as the Head of the Institution by the Board of Trustees.
Holiday: means a holiday prescribed or notified by competent authority of the PKMET.
Honorarium: means a recurring or non-recurring payment to an employee payable as
remuneration for work done in respect of affairs of an Institution as may be determined by
the competent authority from time to time

Leave: Means leave, granted by the appropriate authority to an employee, to which he/she
is eligible.

Leave salary: means the amount payable to an employee for the leave period.

Ministerial Staff: means an employee whose duties are managerial /clerical in nature.
Month: means an English calendar month. In calculation a period expressed in terms of

month and day.
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Non-Teaching Staff: Means those categories of staff that are not categorized under the
teaching staff shall be deemed to be non- teaching staff and includes administrative staff.
Part time employee: means an employee appointed for a limited period on a consolidated
monthly salary, who may be employed elsewhere also.
Permanent employee: means an employee who upon the successful completion of the
period of probation has been confirmed in writing in the appointed position.
Probationer: means an employee appointed on probation in or against a vacancy in any
cadre with an intension to continue on permanent basis. The employee who is appointed on
probation will continue on probation till he / she is confirmed in-writing.
Special Pay: means an additional pay to the emoluments of a post or of an employee
granted in consideration of
a) Special nature of duties or,
b) Specific addition to the work or responsibility or
c¢) Necessity of acquiring or retaining an employee in the interest of the Institution.
Subsistence Pay: means the payment made to the employee who is not in receipt of pay or
leave salary.
Substantive Pay: means the pay, other than special pay, personal pay to which an employee
is entitled to on account of holding the post to which he/she has been appointed
substantively or by reason of his/her substantive position in the cadre.
Teaching Staff: The teaching staffs comprises all the staff whose primary duty is to teach
theacademic and consist of (i) Principal’/Dean, (ii) Vice—Principal, (iii) Head of the
Department, (iv) Professor (v) Associate Professor, (vi) Assistant Professor, (vii) Lecturer
(viii) Teachers-and (ix) any other teaching faculty.
Time Scale of Pay: means pay which arises by periodical increment from a minimum to a
specific maximum
Temporary employee: means an employee who has been employed for a limited period
or for a specific work of temporary nature.
Tenure Post: means a permanent post that an individual /employee may not hold for more
than a specified period without re-appointment.
University: means the affiliating body that awards the qualification aspired for, such as
the Visvesvaraya Technological University, Belgaum, in respect of RRIT.
Vacation leave: means period of leave between closures of one academic period to

commencement of next academic period approved by respective Director.



2.34 GENERAL:

a) Every employee shall perform the duties assigned to the best of his/her abilities,
and shall always act in the interest of the institution.

b) A Service Register shall be maintained for each employee and the relevant
service entries shall be attested by the competent authority.

c) In these rules what is said to be applicable to male members will also be
applicable to female members of the staff unless repugnant of or inconsistent
with a given context.

d)  Unless otherwise stated, specifically, in the terms of appointment of every
employee, who is a whole-time employee, may be called upon to perform duties
as may be assigned to him/her by the appropriate authority, if necessary beyond
the scheduled working hours<and on holidays and Sundays whether

compensated for or not.

3 RECRUITMENT, APPOINTMENT, CONFIRMATION, PROMOTION,
RESIGNATION, & TERMINATION:
3.1 RECRUITMENT

I. Recruitment Procedure / Policy for Teaching

1.Identification of Vacant Positions: The Head of the Institution in consultation with HODs
of prepare a list vacancy by end of every semester as per norms of the apex body or as when

necessary.

2.Search for Prospective Candidates: The search for prospective candidates is implemented

in the following two ways simultaneously

i.  Advertisements are placed in the leading newspapers, listing the vacant positions

ii.  Through internal promotions.

3.Receiving Application: The application along with attested copies of certificates and
Marks cards (of all the years/semesters) etc. received on or before stipulated date are
considered. It is further processed as per the norms of Apex body and called for the interview

process.



4.Interview Process:
Interview process for
i.  Professors: Written test followed by PPT and final Discussion.
ii.  Associate Professor: Written test followed by PPT and final Discussion.
iii.  Assistant Professor: Written test followed by PPT and final Discussion
5.Interview Committees: The selection and recruitment of teaching staff after passing above
is done by Selection Committee consisting of following:
i. Principal - Convenor
ii. Head of the Department
iii. External Member- Subject expert
iv. University Nominee-As observer
6.Short listing of prospective candidates: The Candidates are shortlisted based on the
performance in interview and forwarded for final discussion/ HR round.
7. Final Discussion / HR Round: Final Discussion / HR Round with panel consisting of

Management representative, Governing Council member and Principal.

8.Qualification / Experience for Faculty: Minimum Qualification and Experience

prescribed for teaching staff is.as per norms of apex body.

I1. Recruitment Procedure / Policy for Non-Teaching staffs (Technical-Non-Technical)

1.Identification of Vacant Positions: The Head of the Institution in consultation with HODs
of prepare a list vacancy by end of every semester as per norms of the apex body or as when

necessary.

2.Search for Prospective Candidates: The search for prospective candidates is implemented

in the following two ways. simultaneously

i.  Advertisements are placed in the leading newspapers, listing the vacant positions

ii.  Through internal promotions.

3.Receiving Application: The application along with attested copies of certificates and
Marks cards (of all the years/semesters) etc. received on or before stipulated date are
considered. It is further processed as per the norms of Apex body and called for the interview

process.



4.Interview Process: Written test followed by Interview and final Discussion
S.Interview Committees: The selection and recruitment of Non- teaching staffs (Technical
and Non-Technical) after passing above is done by Selection Committee consisting of
following:
i.  Principal - Convenor

ii.  Head of the Department

iii.  Two Experts
6.Short listing of prospective candidates: The Candidates are shortlisted based on the
performance in interview and forwarded for final discussion/HR round.
7. Final Discussion / HR Round: Final Discussion /. HR Round with panel consisting of

Management representative and Principal.
8. Qualification / Experience for Staff:

i.  Minimum Qualification and Experience prescribed for Non- teaching staffs

(Technical and Non-Technical) is as per norms of apex body.

ii.  Scale of Pay for Non- teaching staffs (Technical and Non-Technical) is as per norms
of apex body.
3.2 Appointment

a) All appointment of all categories shall be made by the Head of the Institution on the
recommendation of the selection Committee and duly approved by Governing Council.

b) A candidate appointed by direct recruitment shall assume charge of the post for which
he/she was appointed within the period specified in the appointment order.

c) Candidates promoted under career advancement shall have their appointment effective
from the date they assume charge of the higher post.

d) At the time of joining, the candidate shall complete the following formalities by;

i.  Submission of joining report.

ii.  Submissionof attested true copies of educational certificate (From SSLC to last
qualifying degree) and service -certificate along with the originals for
verification.

iii.  Submission of Educational achievements in the prescribed form.

iv.  Submission of relieving letter or proof of having completed the conditions of
appointment with the previous employer.

v.  Submission of evidence of date of birth/proof of age.

vi.  Application for ID card along with two passport size photographs.



vii.  Application for opening a bank account prescribed by the Institution.

viii.  Submission of self-attested PAN Card and Aadhar card Copy

e)

g)

h)

)

Any of the following documents may be accepted as the evidence of date of birth/

proof of age.

1. Birth Certificate

ii. S.S.L.C certificate

iii. Where a person is non-SSLC, certified extract from the Registrar of Births and

Deaths or any other valid document acceptable to the Management. The age of
employee verified with reference to any of the above shall be the sole evidence of
the age of the employee for all purpose concerning his/her employment especially
retirement. The Date of birth [Once<furnished and] thus accepted by the
Management and entered in the service register, shall be final and conclusive.
Under no circumstance, the request for correction of the same will be entertained.

The institution may verify the antecedents of the candidate either directly or through

any agency by referring to the previous organization in which the candidate was

working. In the event; it is found that the candidate had suppressed material

information or furnished misleading or wrong information; the employee is liable for

summary termination of employment in RRIT.

All appointment shall be subject to the candidate being medically fit and the candidate

shall produce medical certificate from a Medical Superintendent of the Government

medical hospitals. If on examination the employee is found suffering from any disease

that prevents the effective discharge of duties or is detrimental to the health of other

employees, students or staff; the Institute may deny the employment.

All employees. other than temporary shall ordinarily be on probation for a period of

two years or as specified in the appointment letter. The probationary period may be

extended for a further period until specifically declared as having successfully

completed the probation period.

All appointment, by promotion, shall be made on probation for period of one year.

The Governing Council upon the recommendation of the Reporting Authority of

employees for valid and sufficient reason may extend the probation period of an

employee for such a period as may be found necessary. The employee is deemed to

have been on probation until the order declaring satisfactory completion of probation

period is communicated to him/her, even if the stated period of probation is

completed.



k)

D

The declaration of probation does not confer on the employee any special right of
permanence to continue in the post in which he/she, has satisfactorily, completed
probation.

The rules governing probation will not apply to appointment made on

Adhoc/Contract/Contingent basis or as Trainees.

Service Record: A service register shall be maintained for every employee showing

the details, the permanent address, date of appointment, consolidated pay, scale of pay

to which he/she has been assigned, increment given from time to time, leave availed
of, transfers, promotions, suspensions, punishments etc. The register shall be opened
immediately after the employee reports for duty and shall be updated periodically.

Special service contract: The Governing' Council may select an employee on

contract basis for a fixed period on such/terms and conditions; which it deems proper

and fit as per the requirement of the institution.

Seniority: The seniority in a particular cadre of service or class or in their service to

the Institution shall be determined as follows:

i.  Firstly, on the date of entry into the employment under RRIT, secondly on the
extra qualification possessed on date of appointment and thirdly on the date of the
confirmation after probation in entering particular cadre/class/category.

ii. The seniority of persons; who are confirmed shall be according to the dates of
confirmation, where the dates of confirmation of any two or more employees is
the same, their relative seniority shall'be determined with reference to their ranks
in the lower grade. If the seniority cannot be fixed on the said principle, the one
who is older in age shall.be treated as senior.

iii. ~ When persons are appointed to a post by internal promotion and by here if a
candidate is recruited by direct recruitment, the internally promoted candidate
shall rank higher than those recruited directly, even if the date of assumption of
charge is the'same.

iv.  When the promotions are made on the basis of seniority cum merit at the same
time, the relative seniority shall be determined by their seniority in the lower
cadre.

v.  When promotion to a class of post or cadre is made by selection at the same time,
the seniority shall be in the order in which the names of candidates are arranged
in the order of merit.

vi. Seniority of direct recruitment shall be determined as follows:



a) When the recruitment is made through written test, demonstration and
interview, the Seniority shall be in the order of position in the merit list.
b) If the appointments are made without written test and/ or interview, the date
of joining of the candidates shall be the date for reckoning seniority.
**In case two or more persons selected for appointment at the same time to a category
of post, the appointment authority shall fix the order of seniority among them having
regard to the merit order in which they have been placed by the selection committee,
if any, which has included them in the panel. However, seniority alone is not the
criterion for promotion or for conferring any other benefit/authority.

3.3 Confirmation:

All the appointments are on probation and it shall not be deemed as confirmed unless

confirmation order is issued on successful completion probation period.
3.4 Promotion Rule:

The new teaching position which is created or any vacancy which has become vacant
due to resignation or retirement of teaching staff shall be filled first by promotion of internal
staff and in case suitable candidate not available, same shall be filled by recruitment. The
requirement of qualification and experience to be eligible for promotion is as per norms of
the apex body.However, all the promotions are subject to fulfilment of required performance

evaluation criteria and their significant contribution to institutions.

3.5 Resignation:

a) Teaching staff who have completed their period of probation or who are on probation
can resign from service by giving either one month’s notice or by paying one month’s
salary in lieu of such notice to the Employer or as per the clause in appointment order.
The timing of resignation should be such that the employee will be relieved at the end
of the semester/academic year not withstanding notice period stated above he/she be
required to pay salary for remaining academic period in addition to notice period as
penalty.

b) Teaching staff that are on temporary / adhoc appointment can resign from service by
giving either one-month notice or by paying one-month salary in lieu of such notice.

¢) Non-Teaching Staff can resign from service by giving one-month notice or by paying

one-month salary in lieu of such notice.



d) When an employee tender’s resignation from the post held, the following points shall

be verified within 3 days by the Head of the Institution before accepting the

resignation:

ii.

iil.

1v.

vi.

Vil.

Whether the resignation is in the middle of an academic session.

Whether no dues certificate has been obtained from different department/sections/
Library of the Institution.

If the resignation is before completion of two years.of service, it should also be
seen whether the employee has been paid salary for the vacation period and if so
such salary drawn for the immediate preceding vacation is to be refunded by the
employee.

Whether the required notice has been given or salary equivalent to the notice
period has been paid by the employee.

Whether the employee, during immediate preceding two years from the date of
resignation, has availed any study leave or extraordinary leave with pay, in such
case reimburse the salary paid for such leave period, if there is an understanding
to serve the institution for a specific period of time.

Whether the employee, during immediate preceding two years from the date of
resignation, has attended<any seminar or conference at the expenses of the
Institution, in such case reimburse the said expenses met by the Institution.

If all the above conditions from i.and'vi are fulfilled, the Head of the Institution
shall forward the resignation letter to the Governing Council with suitable

opinion/remarks for orders/acceptance, within 2 days of receipt.

e) The Management has the right to reject the resignation in case the resignation is

received in the middle of the academic session, in the interest of the students.

f) After receiving the orders/acceptance of resignation by Governing Council, the same

shall be communicated to the employee by the Head of the Institution.

g) The salary for the month and onward in which the resignation is submitted will not be

computed until the resignation is accepted by the Management.

h) The Head of the Institution shall be the authority to receive the resignation of all

members of staff. He shall furnish his recommendation to the Governing Council for

direction. The Head of the Institution shall then act on the directions.

1) All forms of leave standing to the credit of employee as on to date of resignations will

be deemed to have lapsed upon furnishing a letter of resignation.
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j) Employees who were kept on suspension or on enquiry for breach of conduct will not
be permitted to resign in the normal circumstances. If she/he resign same will be treated
as termination of service by the Management for breach of conduct.

k) In all the above sub clauses of this article, notice does not include vacation or leave on
loss of pay granted to the employee or any other leave.

1) Notwithstanding the above clauses, the Governing Council reserves the right to waive
any of the stipulation stated above on special cases in the larger interest of the PKMET.

3.6 Termination of service: The Board of Management may terminate the services of an
employee under special circumstances such as reduced workload, moral turpitude, and
objectionable conduct, breach of conduct, misconduct, non-performance, insubordination
or dishonesty.

a) The services of teaching staff /non- teaching staff who have completed the probation
period are liable to be terminated by the Management by giving one-month notice or
one-month salary in lieu of such notice.

b) The service of teaching staff/ non-teaching staff who are on/ probation or on
temporary/adhoc appointment are liable to be terminated anytime without giving any
reason when deemed to be detrimental.

¢) The employee terminated. from the service for breach of conduct shall forfeit his/her
past services and shall not be entitled to any terminal benefits.

4. PAY AND ALLOWANCES:

4.1 Regulation of emoluments:

a)~ Scale as prescribed by the apex body and as approved by the Governing Council

shall be adapted to the posts-classified as teaching staff. However, Governing
Council ‘shall also appoint temporary teaching staff on consolidate pay in certain
cases.

b)  Scale for not falling under the category of teaching staff (Technical and Non-

Technical) is as‘per norms of apex body.

4.2 Charge Allowance: When an employee is assigned with additional duties in addition to
own duties and the charge entails a substantial increase of responsibility and additional work,
he/she may be paid additional allowance to be fixed by the Governing Council. The charge
allowance shall generally not exceed one tenth of the minimum of the scale of pay applicable
to the post for which the employee is placed in additional charge or independent charge.

a) No charge allowance is admissible unless the incumbent has actually given /taken over

charge of the employee under the orders of the Head of the Institution.

11



b)

c)

d)

The minimum period for claiming charge allowance under this rule shall be one
month.

Charge allowance in respect of only one additional post is admissible, even though an
employee is placed in additional charge of the duties of more than one post
concurrently. In such case, the charge allowance is admissible at the rate of one tenth
(1/10) of the minimum pay of the post carrying highest pay scale.

However, the Governing Council at its discretion, may sanction higher charge

allowance as and when the need arises.

4.3 Fixation of Pay

a)

b)

d)

When an employee is promoted to a post or appointed to an ex-cadre post and such

promotion or appointment involves assumption of duties involving higher

responsibilities, than those of the post held, before and after his/her initial pay in the
time scale of the higher post shall be fixed at the stage next above the pay in the time
scale of lower post at the time of fixation.

An increment may be withheld from an employee by the Institution, if his/her

conduct/performance has not been satisfactory. The increment envisaged in time scale

is not to be given-compulsorily or automatically. The same is subject to performance
of the staff and as reported in annual performance appraisal.

When an efficiency bar is prescribed in a time scale, the increment next above bar

shall not be given to an employee without specific sanction of the Governing Council.

The conditions under which service for increment in a time scale are as follows:

i. = All duty in a post on a time scale count for increment in that scale only.

ii.  All leave except Extraordinary Leave (Leave without pay and allowances) count
for increment in the time scale applicable to a post in which an employee was
officiating at the time of proceeding on leave.

iii.  Extra ordinary leave (leave without pay & allowances) on medical grounds duly
supported by medical certificate will count for increment.

iv.  The period spent on probation shall count for increment.

v.  Time passed while on suspension does not count towards increment, if the period
of suspension is confirmed.

vi.  Period of unauthorized absence not regularized, but treated as such, shall not

count for increment in the time scale.
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vii.  If the pay of an employee is reduced as a measure of penalty to a lower stage in
his/her time scale, the authority ordering such reduction, shall state the period for
which it shall be effective and whether on restoration, it shall operate to postpone
future increment and if so to what extent.

viii.  The period of leave without pay and allowance will not count for increment.
5. ANNUAL PERFORMANCE APPRAISAL RULE & ANNUAL INCREMENT
5.1 Annual Performance Appraisal Rule

Annual increment and promotion eligibilities of teaching staff are linked to their performance
in academics and their contribution to institution .achievements. The performance of the
teaching staff is evaluated though self-assessment by the respective teaching staff. The self-
appraisals of the respective teaching staff are then evaluated by higher authorities. The period

of appraisal is for a particular academic year i.e August to July.

1. The teaching staffs are required to submit their self-appraisal as per the requirement
(Anneuxe-1 & 2).
2. The Non- teaching staffs are required to submit their appraisal as per the requirement

(Annexure-3).
5.2 Annual-Increment:

Annual‘increment of teaching staffs and Non- Teaching staffs is linked to their performance
in academics and their contribution to institution. The performance of the all non- teaching
staff is evaluated as per the appraisal rule. Rate of increment is as the per the norms of the

apex body subjected to the availability of the funds in the institutions

6. HOURS OF WORK & HOLIDAY
6.1 Working Day & Hours:

a) All employees are required to be in the institution concerned and work for a minimum
period of 8 hours for five days a week and 4 hours on Saturday or such other period
decided by the Governing council from time to time.

b) The duty hours may be changed as per the requirement of the Institution from time to

time and the employees shall attend duty accordingly.

13



6.2 Attendance

a)

b)

c)

d)

2

6.3

All employees shall mark their attendance in respective attendance register maintained
in different Departments or sections. as the case may be.
The attendance register will not be available for such initialling after a lapse of 15
minutes from the time fixed for the commencement of duty.
Employees reporting beyond the grace time of the time for reporting to duty are to
attend duty after explaining the reason for late coming to the Head of the Institution.
All the employees are expected to be at their allotted place of work throughout their
duty time.
Any employee found absent from his/her place of work space during the working
hours without prior permission of the Head of Institution is liable to be treated as
absent from the duty.
Coming late beyond the grace period-or being absent from place of work, will result in
deduction of salary.
An employee should work for minimum of 15 days in a month for consideration of pay
for Sunday, Saturday and other intervening holidays of the absence, if not salary will
be computed only for the number of days present.
National & Festival Holidays: Institution follows a_ holiday list as notified by the
Head of the Institution. However, the employee has to be present for flag hoisting
ceremony compulsorily on 26 January, 15" August and all important functions,

notified from time to time.

7. DUTIES AND CODE OF CONDUCT
7.1 Duties of Teaching Staffs: All teaching staffs shall abide by the teaching rules and

regulation framed by the Head of the Institution from time to time. In addition to that;

a)

b)
c)

d)

Teaching staff must see. that she/he is conscientious in giving her/his attention to
teaching the students.
No teaching staff is permitted to inflict corporal punishment on the students.

Teaching staff are expected to record, whatever required by the regulation, register all
academic marks of their students from time to time in particular at the reopening of the
college and at the end of the term/semester of the college. Each year teacher must
supply any statistical and other data required by the Head of the Institution.

In addition to the normal class room duties, the teaching staff shall co-operate fully
and faithfully with the Head of the Institution and other members of the teaching staff

in promotion of an atmosphere for academic excellence and in the performance of

14



2

extra duties and devoting extra time which is required for the welfare of the students or
the Institution in general.

No teaching staff shall undertake private tuition or any other assignment in any other
Institute /Govt. Dept./NGOs, ITs, etc., without the permission from the Governing
Council.

The teaching staff shall follow the duties/workload as prescribed by affiliating
university or other Regulatory Bodies like AICTE/UGC etc., Governing Body or the
Competent Authority shall have the final say in assigning duties/workload.

When the automated student’s information system is instituted, all teaching staff shall

make themselves available for uploading data and furnish information called for.

7.2 Code of conduct for all employees:

a)

b)

d)

2

h)

Every employee shall be governed by these rules and is liable for consequences in the
event of any breach of rules by him/her.

Every employee, at all times, maintains integrity, be devoted to the duty assigned and
also be honest and impartial in his/her official dealings. An employee shall, at all
times be courteous and polite in his/her dealings with the Management, with other
members of staff, students and with members of the public. She/he shall exhibit
utmost loyalty and shall always act in-the interests of the institution.

An employee exercising any authority beyond the powers entrusted, shall submit a
written report of the power exercised and seek to obtain the approval of the immediate
superior for the exercise of such authority as soon as possible. The report shall
describe the circumstance and reasons for exercise of such authority.

Every employee shall endeavour to remain clean and keep one’s operational area tidy.

Demonstration and strikes are not allowed and will result in summary termination of
employment.

Criticism of Institution without offering constructive remedies will attract disciplinary
action.

Unauthorized communication of information is regarded as misconduct and will
attract disciplinary action. No employee in ordinary course of his/her duties, give any
information of the Institution to any outsiders.

Conduct of any business, lending and borrowing money is not allowed in Institute
campus.

Insolvency and Habitual indebtedness will invite removal from employment.

15
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k)

D

Consumption of intoxicating drinks and drugs in the campus or entering the campus in
any state of intoxication or under the influence of any drug will attract dismissal.
Prohibition of Sexual harassment: Any staff member reported to be indulging in
sexual harassment will be suspended immediately without salary if the explanation
given when sought, is found to be indifferent or unsatisfactory. The matter will be
immediately reported to the appropriate authority. Restoration of salary and status will
take place only when the appropriate authority pronounces complete innocence.
Failure to carry out the legitimate orders of a superior will result in a show cause
notice being issued. Any failure to render a satisfactory explanation shall lead to
imposition of penalty that range from a warning, at the very least to the dismissal
from service when the disobedience is serious.

Regularity of attendance and punctuality is expected of all employees. An employee

may communicate inability to arrive on time or attend work by telephone or by

sending a written note to the superior or assistant so that alternate arrangements can
be made. Habitual irregularity or neglect of punctuality shall attract disciplinary
action.

All employees shall desist from damaging or misusing RRIT property and material.

Criticism of one’s colleagues, senior or junior, will constitute misconduct.

An employee shall be required to observe the scheduled hours of working during
which he/she must be present at the place of his/her work. No employee shall be
absent from duty without prior permission. Even during leave or vacation, no
employee shall leave head-quarten except with the prior permission of proper
authority. . Whenever leaving station, an employee shall inform the principal, in

writing, through the respective HOD or the principal directly if he happens to be a

HOD, the address at which he/she would be available during the period of his/her

absence from the head-quarters.

No employee shall;

1. Knowingly or wilfully neglect his/her duty.

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

1ii. Discriminate against any students on the grounds of religion, caste, creed,
language, gender, place of origin, social and cultural background or any

relationship.
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1v.

Vi.

Vil.

Viii.

IX.

X1.

Xil.

Xiil.

X1V.

XV.

Indulge in or encourage any form of malpractices connected with examination
or other activities of the Institution.

Give room for sustained neglect in correcting class work or home work done by
the students.

While being present in the Institution, absent himself/herself except with prior
permission of the Head of the Institution from the class which he/she is required
to attend.

Remain absent from the Institution without leave or prior permission of the
Head of the Institution, provided that such absence without leave or without
prior permission of the Head of the Institution is due to beyond the control of
the teacher (serious emergencies). It shall not be deemed breach of the code of
conduct, if on return to duty, the teacher has applied for and obtained, post-facto
necessary sanction for the leave.

Accept any job of a remunerative or any non-remunerative character from any
source other than the Institution or give private tuition to any student or other
person or engage himself/herself in any business unless permitted by the Head
of the Institution.

Prepare or publish any book or books, articles in press and media whether
directly or indirectly without the permission of the Head of the Institution.

Ask for or accept (except with the previous sanction of the Head of the
Institution) any contribution or otherwise associate himself/herself with the
raising of any fund or make any other collections, whether in cash or in kind, in
pursuance of any subject whatsoever.

Engage himself/herself as a selling agent or canvasser for any publishing firm or
trader.

Enter into any monetary transactions with any student or parent nor shall he/she
exploit his/her influence for personal matters in such manner that he/she has to
incur a debt beyond his/her means to repay.

Interfere or indulge in admission or the examination unless assigned a specific
duty to be carried out.

Cause or incite any other person to cause any damage to Institutions’ property.
Behave or encourage or incite any student, teacher or other employee to behave

in an unpleasant or disorderly manner in the Institution premises.
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I1.

I11.

XVi.

XVil.

XVIiil.

X1X.

Be guilty of or encourage, violence or any other conduct which involves moral
turpitude.
Organise or attend any meeting during the Institution working hours except
where s/he is required or permitted by the Head of the Institution to do so.
Be guilty of misbehaviour or cruelty towards any parent, guardian, student,
teacher or other employee of the Institution.
Accept or permit any member of his/her family or any other person acting on
his/her behalf to accept any gift from any student, parent or any person with
whom he/she comes into contact by virtue of his/her position in the Institution.
+¢ The expression “gift” shall include free transport, boarding, lodging or any
other service or any pecuniary advantage when provided by any person other
than near relation or personal friend. having no dealing with him/her in
connection with the Institution.
% On occasions, such as weddings, anniversaries when the making of a gift is in
conformity with prevailing social practice provided directly or indirectly it

will not be considered as a violation of the conduct rules.

Every employee shall;

1.

1i.

iii.

Be punctual in attendance and in respect of his/her class work and also for any
other work in connection with the duties assigned to him/her by the Head of the
Institution.

Abide by the rules and regulation of the Institution and also show due respect to
the constituted authority.

Take prior permission from the Governing Body or Board of management for
contesting and canvassing for any election and obey any direction issued by the

Governing Body.

Nothing contained 'in the sub rules of 7.1 and 7.2 shall be deemed to take away or

abridge the right of a teacher/employee.

L.

ii.

iii.

To appear for any examination to improve his/her qualifications.

To become or continue to be a member of any academic, cultural, scientific or
professional organization.

To make any representation for the redressal of any bonafide grievance, subject
to the condition that such representation is not made in any rude or indecorous

language.

18



iv.  To organize any meeting outside the Institution hours, subject to the conditions
that such meeting is held outside the Institution premises provided such meeting

are not detrimental to the interest of the Institution.

7.3 The breach of any condition specified in sub rule 7.2 shall be deemed to be an act of

misconduct and will be dealt with accordingly.

7.4 Misconduct: Without prejudice to the general meaning of the term, amongst others the

following acts and omissions shall be treated as misconduct in addition to breach of those

acts mentioned in the code of Conduct Rules:

a)
b)
c)

d)

2

h)

i)

k)
D)

Theft, fraud and dishonesty in connection with the property of the Institution.
Demanding, accepting or offering bribe or any illegal gratification whatsoever.
Drunkenness, fighting, riotous or disorderly or indecent behaviour within the premises
of the Institution.

Wilful insubordination, or disobedience whether individually or in group with other to
any lawful and reasonable order of a superior.

Sleeping while on duty.

False statement made in-the application for employment/subsequently.

Anywhere within the establishment, causing or threatening to cause mental or physical
pain or injury to other employees/students either individually or in collusion with
others.

Committing any act likely to harm or endanger the Institution property by the act of
sabotage.

Conviction of any criminal offence including moral turpitude.

Refusal to. accept any communication charge sheet from the authority of the
Institution.

Abstaining from appearing before any enquiry authority committee.

Refusal to wear uniform provided by Institute to Drivers, Attenders, Helpers and Night

watchmen and others.

m) Failure to produce documents/ papers etc., when called for.

n)
0)

p)
q)
r)

Habitual neglect of work.

Smoking, chewing tobacco/gutka/pan masala/chewing gum any another prohibited
material within the Institution.

Habitual indiscipline or loitering.

Refusal to work on any bonafide assignment

Habitual irregularity in attendance.
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s) Gambling within the premises of the Institution.

t) Leaving the Institution before time without permission.

u) Habitual absence without leave or overstaying when on leave.

v) Holding of unauthorised meeting in the Institution.

w) Discourteous behaviour.

x) Resorting to or abetting sexual harassment.

y) Wearing objectionable dress/ indecent exposure of the body.

z) Attending natures call/spitting in open in the Institution and not maintaining the
highest standards of hygiene, sanitation and cleanliness.

aa) Attending duty or visiting institution in an inebriated condition.

bb) Employee shall not resort to bad propaganda through posters.

cc) Employee shall not give police complaint/go to the court on fellow employee without
prior intimation to the Head of the Institutions.

dd) Employee shall not interact/communicate. with external agencies without the

permission of Head of the Institutions.
8. LEAVE:

This chapter defines the eligibility, applicability and rule to be followed by an employee
while availing the “leave” from duty. The Governing Council has the right to amend the leave
rule from timeto time as per the decision of the Governing Council Member. All Employees

will be bound by such rules.
8.1 General Conditions:

a) Leave cannot be claimed as a matter of right. Discretion is reserved to the Head of the
Institution or Higher authority to grant leave or to refuse or revoke leave at any time
depending on the needs of the service.

b) Permanent employee shall be eligible for the aforementioned leaves. No employee
shall be entitled to any kind of leave under these rules, when they are on unauthorized
absence from duty or in pursuance of an illegal strike.

c¢) Employees under probationary period are eligible for one day casual leave on
completion of one calendar month.

d) Every employee shall endeavour to seek and obtain sanction for any of the above kinds
of leave PRIOR to the period of the leave. Exception will, however , be made in cases

of unforeseen emergencies, accidents that prevent the employee from attending work,
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2

h)

)

distension due to failure of a public transport service or a circumstance brought about
beyond the control of the employee.

An employee shall seek leave at least one day in advance. When seeking leave, the
employee shall specify the kind of leave required, the duration of the leave; provide
the address at which all communication with the employee is to be made, the telephone
numbers at which contact can be made.

Leave while on suspension: Leave of absence is not admissible to an employee who
has been suspended from duty. An employee under suspension shall report at the work
place while under suspension. No leave will either be granted or allowed to accrue
during such period when suspension stands confirmed.

The sanctioning authority may recall any employee to duty before the expiry of his/her
leaves.

Unauthorized absence from duty may be treated as misbehaviour inviting disciplinary
action.

Failure to report for duty after completion of sanctioned period of leave will result in a
break in service, unless condoned by the Head of the Institution.

All leaves without pay amounts to break in service.

8.2 Leave Sanctioning Authorities:

The leave sanctioning authorities shall be,

a)

Head of Department should recommend and forward leave application of all teaching

and non-teaching staff of the department to the Head of the Institution.

b)

Administrative Officer should recommend and forward leave application of all

ministerial staff to Head of the Institutions.

c)

The Head of Institution is the sanctioning authority in respect of Vice Principals, all

head of Departments, Administrative officer and also for all the forwarded leave

applications.

8.3 Leave shall be

A

Casual leave

On official duty(OOD)

Earned leave

Leave on Medical Grounds: Sickness/Maternity

Extraordinary leave (Leave without pay)
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6.
7.
8.

Sabbatical and Study Leave
Special Leave (Marriage/ Death of the family member)
Other Condition.

8.3.1 Casual Leave:

a)

b)

d)

g

h)

Casual Leave may be granted to permanent or temporary employee. The maximum
period of casual leave sanctioned to an employee is not more than THREE days at a
stretch and not more than THREE days in calendar month.

The vacation staffs are eligible for 12 days of casual leave in a calendar year (January
to December). The leave account of such employee shall be credited in advance of two
instalments of six days each on Ist of January and 1% of July of every year. All the
leaves will lapse at the end of each session.

The Non vacation staffs are eligible for 15 days of casual leave in a calendar year
(January to December). The leave account of such employee shall be credited in
advance in two instalments of 8 days on 1*" January and 7 days on 1% July of every
year.

No employee has a right to claim casual leave. The authority to grant leave may refuse
or revoke casual leave at any time according to the exigencies of work in the
Institution.

Where casual leave is required on any ground, no employee of the Institution shall
absent himself/herself from duties unless he/she has been granted the leave by the
competent authority.

Provided where the employee of the Institution is unable to attend due to illness or
sufficient cause and obtain orders of the competent authority in time, s/he may be
granted casual leave subsequently if s/he establish, to the satisfaction of the leave
sanctioning authority, that s/he was unable to attend duty for reason beyond control.
Casual leave shall not be granted during the commencement and end of the term or
return to duty after any authorized absence.

Casual leave will not be granted in continuation of other leave, but sanctioning
authority may direct that it may be combined with Sundays and other authorized
holidays

Leave without allowance shall not be granted in continuation of casual leave, the
casual leave already granted shall be cancelled and leave without allowances shall

commence from the date on which casual leave commenced.
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)

k)

8.3.2

8.3.3.

Sanction of casual leave cannot be taken for granted as the same has to be applied for
and duly sanctioned before the employee in question actually avails or proceeds on
casual leave.

Except in emergent circumstances, such as sudden illness or personal difficulty,
application for casual leave should be sent in advance, leave is availed only after the
required sanction has been accorded and communicated.

On Official Duty(OOD)

The Competent authority shall have the discretion to grant OOD if it considered that
in the interest of the Institution, to those who are"chosen or appointed
examiners/supervisors in any of the Universities in the state for attending
examinations.

And who are appointed as examiners for'the examinations conducted by the affiliated
university and to those who attend meetings of the academic councils without T.A and
D.A not exceeding 30 days in each calendar year.

ODD is also granted for attending conference / Seminar / ‘Workshop/ SDP/
FDP/Students Development Program outside institution in State, National and

International level.

Earned Leave:

. An employee, other persons serving in a Vacation & Non-Vacation department, shall be

entitled for earned leave of Twelve days (12 days) in each calendar year.

. The leave account of every employee entitled as above shall be credited with earned leave

in advance in'two instalments of 6 days each on the 1% January and 1% Of July in every

calendar year.

. The leave at credit of an employee, at the close of the previous half year shall be carried to

the next half year, subject to the condition that the leave so carried forward plus the credit

for the half does not exceed 30 days.

. Earned Leave shall be credited to the leave account at the rate of one day for each

completed calendar month of service till date of retirement.

. Credit for the half year in which the employee of the Institution is due to retire from service

shall be afforded at the rate of one and half day for each calendar month of service, up to the

date of retirement

. When an employee is removed or dismissed from service, he /she shall forfeit all leave at

credit.
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7. The maximum earned leave that may be granted at a time shall be 30 days leave preparatory
to retirement.
8. Encashment: A maximum of 15 days earned leave is allowed to be encashed once in 2 years
block period (i.e. Jan to Dec)
8.3.4. Leave on Medical Grounds: Sickness/Maternity.
a) Maternity Leave: All women employees who have completed the period of probation

are entitled to Maternity leave not more than 135 days with full pay and allowance.

They are entitled for Maternity Leave only once during their service.

i. A female employee is credited with a total of 135 days of maternity leave.
During Maternity leave period, she shall be paid leave salary equal to the pay
drawn before proceeding on leave.

ii.  Maternity leave may cover miscarriage or abortion including abortion induced
under the Medical Termination of Pregnancy act1971 (but not threatened

abortion) subject to condition that:

>

¢ The leave doesnot exceed 4 weeks and
¢ The application for leave is supported by a medical certificate from a Medical
Superintendent of the Government medical hospitals.
+¢ The maternity leave under sub rule (1) or (2) above shall not be admissible to
a female employee who already has two or more living children.
8.3.5. Extraordinary leave (Leave without pay): Extraordinary leave is completely at the
discretion of Board of Management considered on merit of each case.
a) Extraordinarily leave (Leave without Pay) may be granted to an employee in the
following circumstances:
i.  When no other leave is, by rule, admissible
ii.  When the other leave is available, but the employee concerned applies, in writing
for grant of extraordinary leave
iii. ~ When an employee is undergoing treatment for cancer/mental illness/pulmonary
/tuberculosis/pleurisy/Leprosy, the Board of Management may at its discretion
sanction the required extraordinary leave (leave without pay) for the treatment of
such illness if the application is supported by the medical certificate issued by

the medical specialist treating the concerned disease.
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8.3.6. Sabbatical and Study Leave: The heads of the institution shall formulate the terms
and conditions of these two kinds of leave in consultation or concurrence with the

Management.

8.3.7. Special Leave (Marriage/ Death of family member): The employee will be entitled

to the special leave of 10days on ground of his/her marriage or Death of the family member.

a) In case of marriage the employee has to submit leave application with the wedding
invitation as a proof, through proper channel of leave sanctioning authority prior to the
date of marriage.

b) In Case of Death of family member (Spouse/Child/Parents), the employee has to
submit the leave application with a Xerox copy of the death certificate issued by the
competent authority/ municipality/corporation/village panchayth along with proof of
relation with the employee, through proper channel of leave sanctioning authority. The
death certificate shall be submitted before resuming to the duties, if fails to do so his

leave will be considered as extraordinary leave.
8.3.7. Other Conditions

a) Overstaying after leave: an employee who remains absent after the expiry of his/her
originally granted leave is not entitled to salary for the period of such absence. Absence
from duty after the expiry of leave will render the employee liable for disciplinary action
for misconduct except where the employee establishes, to the satisfaction of the leave
sanctioning authority, that he/she was unable to join duty for reasons beyond his/her

control. Such an act of over staying shall automatically constitute a break in service.

b) Employment during leave: An employee who is on leave shall not take service or
accept any work /profession of employment in any capacity either honorary or otherwise,
without obtaining permission in writing from the Head of Institution. Any violation of this
rule will be construed as a voluntary termination of employment by the employee and also

attract disciplinary action.

¢) Part time and temporary employees: Part time and temporary employees are not

entitled to any kind of leave admissible under this chapter.
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d)Prefixing and suffixing of holidays: The leave under these rules may be either prefixed
or suffixed or both by holidays, but the intervening Sundays or holidays shall be included

in such leave.

f). Leave facility for probationers: Employees under probation period is entitled to one-

day leave on completion of one month of service, till the completion of probation period.

9. DISCIPLINARY ACTION: All employees are liable for disciplinary action for
disobedience, misconduct and dereliction/negligence of duty. However, such disciplinary
action shall be taken after establishing the ground on which the disciplinary action is initiated
and after a fair opportunity being given to the employee to defend oneself. When the action is
deemed by verging on a misconduct on the part of an employee, or is regarded to be
detrimental to the interests of RRIT or has contravened these service and conduct Rules, an
authority not below the Head of Department, Administrator, Head of the Institution can issue
a notice to the employee to explain in his/her conduct in writing and will be given a chance to
explain in person orally. There-will be an enquiring committee constituted if the notice
issuing authority deems it necessary. The decision of the notice will be considered by the
Board of Management and where any penalty is found to be necessary, shall impose such a

penalty as deemed necessary.

a) Disciplinary Action ensues upon the report of any violation of code of conduct rules.

b) Upon receipt of a report of any act of an employee that is unbecoming of an employee
of'the RRIT, a chance will be given to the employee to explain or confirm, in writing
or orally, whether such an act was perpetrated or not, the reasons why such an act was
done and to provide material that would substantiate the employee’s contention.

c) If the explanation is.sought to be given in writing the employee will have a maximum
of seven days to render such explanation, If the explanation is sought to be given
orally, the same may be done in three days from the date of being issued a show cause
notice/Memo.

d) The authorities competent to conduct a disciplinary enquiry are Administrator, Head of
Department and Head of the Institution. If the competent authority feels it necessary to
constitute enquiry as a part of procedure for taking disciplinary action, an enquiry
committee shall be constituted and consist of members as decided by Head of the

Institution.
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e) An appeal on a ruling given by disciplinary authority shall be decided by Board of
Management or its delegated group of Directors.

f) The committee framed by the Head of Institution shall have the complete power to
review and decide on a case and its decision will be final.

g) The discharge of a person appointed on probation during the period of probation or of
a person engaged under contract in accordance with the terms of contract or of a
person appointed other than under the contract to hold a temporary appointment, does
not amount to removal or dismissal within the meaning of this rule.

h) The penalty as staled in clause 11 may be imposed in addition to any other penalty
which may be imposed in respect of negligence or breach of orders.

i) Before any of the penalties specified in Rule 10 (b) above is imposed against an
employee of the college, it is necessary to give:him a reasonable opportunity to show
cause against the disciplinary action which is proposed to be taken against him by
intimating to the employee concerned, the grounds on which it is proposed to impose
the penalty and by directing to show cause, why it should not be imposed.

10. PENALTIES
a) The following penalties. in order of gravity of the misconduct from the least serious to
the most serious shall be applied as the gravity of the misconduct is deemed:
i.  Warning
ii. < Reprimand
iii.  Imposition of Monetary fine
iv. Recovery from salary
v. Denial of salary for a specified period
vi.  Denial of next increment or increments
vii.  Demotion/Reduction in scale of pay
viii.  Break in service
ix.  Removal from employment
X.  Termination of Employment
xi.  Dismissal

b) An employee may be kept under suspension by the order of the Head of the Institution.

c) Suspension shall mean that an employee shall report to his station of duty but be
denied the opportunity to discharge any duties until the case against the employee is

decided by the disciplinary authority.
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d)

e)

An employee under suspension shall be paid only half the normal salary. If guilty of
misconduct is confirmed after enquiry, the half salary shall be sustained and if proved
innocent of the charge full salary will be restored.

Suspension is not a punishment.

11 MISCELLANEOUS PROVISIONS:

a)

b)

d)

Transfer: every employee is liable to be transferred from one department to another of
RRIT, provided such transfer does not entail any reduction.in salary and position.
Joining time: When an employee is transferred from one department to another, s/he
should join the department to which s/he is transferred immediately.

An employee who does not join his/her post-within the joining time is not entitled to
salary, from the date of relief from the old post till date of joining to the new post,
treating the period as leave without pay. Absence from duty after the expiry of joining
time will render the employee liable to disciplinary action for misconduct except
where the employee establishes, to the satisfaction of Head of the Institution, that s/he
was unable to join duty for reasons beyond his/her control.

Service certificate: [Every permanent employee shall be entitled to a service certificate
at the time of leaving the services of the Institution if the formalities of department are
completed and there is no background to the cessation of service. Such certificate shall
be validiif it is issued and signed by the Head of the Institution.

Identification Card: Every employee will be provided with an identification card and he
shall show it on demand to any person authorized by the management and Head of the
Institution for Ainspection.- When_an employee ceases to be in the employment of the
Institution, he shall surrender his identification card before his accounts are settled. If an
employee loses or damages his identification card during his service, he shall pay a fee as
prescribed by the management from time to time to meet the cost of replacement.

Entry and Exist: No employee shall enter or leave the premises of the Institution or any
department except by the gate or gates, door or doors provided for the purpose, without

making relevant entries in the movement registers.
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R.R. Institute of Technology

Chikkabanavara Bangalore-560090

Annexure-1

Proforma for Self-Performance Evaluation of Teaching

Academic year:

Name of the Teacher:

Designation/ Department:

1. Theory Subjects: Marks/Unit
100 per Subject
SI. No. | Subject Code No. of Classes | % Portion | % of Result
Handled Covered
2. Practical Subjects: 50 per Subject
SI. No. | Subject Code No. of Classes | % Portion | % of Result
Handled Covered
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3.

10.
11.

12.
13.
14.
15.

16.
17.

Guiding Students Projects/Research Students
i. UG Projects (Sponsored)
ii. UG Project (Non-Sponsored)
ili. M. Tech Projects (Sponsored)
iv. M. Tech Projects
v.  M.Sc Engg by research
vi.  Ph.D Students

Number of Research Papers Published
i.  In International Journals
ii.  National Journals
ili.  International Conference/Seminars
iv.  National Conference/Seminars
v.  Work Shop/Training Programmes
Number of Students guided for presentation of
Technical Papers(Inter-Collegiate)
Preparation of Technical Reports
Preparation of Laboratory Manuals
Co-Ordinator for organizing conference/Seminar/
Work Shop/Training Programme
Attending Conference/Seminar/Workshop
Principal Investigator for Sponsored Research Project
Principal Investigator for ALCTE Projects
(MODROBS/RESEARCH)
Consultancy Work
Testing Work Under Taken
Invited Lecture in Conference/Seminars
Expert Lecture Delivered in Work shop
Training Programme/Institution
Membership of Professional Societies
University/ AICTE/DTE Assignments
Chairmanship
Membership
Others

30

300 Per Project
100 Per Project
500 Per Project
300 Per project
50 Per Project
100 Per Students

600 Per Paper
500 Per Paper
400 Per Paper
300 Per Paper
200 Per Paper

200 Per Student
100 Per Paper
100 Per Manual

300 Per Unit
100 Per Unit
400 Per Project

300 Per Project
400 Per Work
100 Per Test
300 Per Lecture

100 Per Lecture
200 Per Unit

300 Per Unit
200 Per Unit
100 Per Unit



18. Additional Responsibilities
(Co-Ordinator/Dy. Chief/Warden etc)

19. Student Evaluation
20. Training Programme
21. Authoring Books

22. Book Edited
23. Any other Contribution/Activities

Total scored points

SIGNATURE OF STAFF
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100 Per Unit

Ten Times Average Student
Evaluation work

100 Per Unit

300 Per Book

200 Per Book

200 Per Activity

SIGNATURE OF HOD

PRINCIPAL



Annexure-2

R.R. Institute of Technology

Chikkabanavara Bangalore-560090

PERFORMA FORANNUAL INCREMENT NON-TEACHING

1) Name of the Employee: Dept:
Designation:
2) Entry in to Services at RRIT
a) Date—
b) Highest qualification —
c) Basicpay—

3) Present Basic / Consolidated Pay — Net Salary-

4) No of Year of Service-

5) Additional Qualification Acquired-
(Mention Date/University/Class Etc.)

6) Significant Contribution to RRIT since the day of joining:
a) Academic:
b) Curricular:

¢) Co-Curricular:

Signature of the employee HOD’s Recommendation & Signature
OFFICE USE
1) LOP if Any 2) Date of Increment 3) Amount Sanctioned 4) New Basic
OS Principal CEO Director
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Annexure-3

R.R. Institute of Technology

Chikkabanavara Bangalore-560090

PERFORMA FORANNUAL INCREMENT- Teaching

1) Name of the Employee: Dept:
Designation:
2) Entry in to Services at RRIT
d) Date—
e) Highest qualification —
f) Basic pay —

3) Present Basic Pay — Gross Salary-
4) No of Year of Service-

5) Additional Qualification Acquired-

(Mention Date/University/Class etc.)

6) Significant Contribution at RRIT for the academic year-

Signature of the employee HOD’s Recommendation & Signature
OFFICE USE
1) LOPif Any 2) Date of Increment 3) Amount Sanctioned 4) New Basic

OS Principal CEO Director
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