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The Saintgits Group

_The SAINTGITS Group of Institution was cstablished by the Mar Gregorious Educational
Society, Kottayam. The Non- Profit Charitable Socicty was formed in 2001 and registered under
12th 1955 Travancore Cochin Registration Act for Literary, Scientific and Charitable Societies,

. The society house the following institutions: -
SAINTGITS College of Engineering

SAINTGITS Institute of Management
SAINTGITS College of Applied Sciences
BAINTGITS Institute of Computer Applicarions

SAINTGITS Design School

Profile
The college was founded by a group of well-known academicians, They are pioneering -cducators,
! hav}ng unmatched experience in the field of education with a belief that the continuous scarch for
; knowledge is the sole path to suceess. The primary focus of the institution is to expose the young
minds to the world of technology, instilling in then confidence and fortitudeto face ne'.;v challenges
that enables them to excel in their-chosen ficlds. The-college inculcates thedevelopment ofall facets
- ofthe mind culminating in an intellectual and balanced personality. Ourteam of dedicated and caring
faculty, strives to widen the student’s horizon of learning thereby achieving excellent results for

every student.

With a scientifically planned rnethodolbgy combined with a team of handpicked faculty -the best
in the teaching profession- and the state of the art infrastructure, the quality of the education at
SAINTGITS is unparalleled in the region. The institytion has tumed into a bench mark for others

serve you even better with every passing year. : ' o “""ﬂ(@
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Colleze Visi
“T'o be an institution for ‘Holistic developmeﬁt’ of the individual 1hereby atiaining ‘Learning for Life’

 aiming at self-actualization and societal concern”

C II £ E I- L
“Impart quality higher education to equip and empower the youth with problem solving ability and .
skillful communication along with imaginative thinking by inculcating a spirit of enquiry, integrity and
compassion.”
Quality Policy
We at SAINTGITS aim to provide quality education in career-oriented courses by emphasizing the
. development of self-confidence and skills, thus preparing the individual for a life-time of learning

and professional growth. This is achieved through continual improvement in all the management

processes of the institution.

SAINTCITS LOCO

* The SAINTGITS logo SCII-IStitU.!ES a toothed wheel encircling an integral sign with an excited
electron orbit. Symbolically the toothed wheel represents the focus of the college on technological
EXCEHB;‘ICIE: integral sign giving the importance of mathematical and logical thinking, and _ti-le
electron orbit representing the continuous commitment towards the development of science and
technology. The electron orbit truly represents the divine light of knowledge spread by the

institution.
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The SAINTGITS Human Resources Policy and Procedures Manual has been developed to
facilitate the implementation and clearly defme SAINTGITS policies on human resource

managcmen:.

The manual provides guidelines to be followed in the administration of these policies, and
assists all employees. in defining who is responsible for each human resource management

decision, and the correct procedure which is to be followed. .

The policies specified within are consistent with those of best practice management
. prmeiples. They have the full support and commitment of SAINTGITS management.

-HR policies must be kept current and relevant. Therefore, from time to time it will be
necessary to modify and amend some sections of the policies and procedures, or for new

procedures to be added.

These policies and procedures apply fo all areas of operations within SAINTGITS and

related entities.

Policy Statement
SAINTGITS expects its staffs to achieve and maintain a high standard of ethics,
professional conduct and work performance to ensure the institutions maintains its reputation with

all internal and external stakeholders.
Objective

To enhance SAINTGITS reputation as a guality service provider and an enjoyable,
stimula;.ting and challenging place to work.

Application

The policy will be seen to be successfully aﬁplied when all employees are sggf
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their duties professionally with skill, care and diligence.
This includes:
& observing SAINTGITS policies and procedures

% treating colleagues with courtesy and with fespect for their rights, duties and

aspirations

% employees who do not conform to this standard of conduct will be squent to

disciplinary action as detailed in this manual
Dress Code

Dress choiee 18 a matter of personal discretion, taking into account rcquirememé for any protective

clothing, customer/supplier interaction and professional environment.

Be aware that work attire will have an impact on SAINTGITS image as well as your work

colleagues.
As a minimum standard, dress should be clean, neat and professionally appropriate.
The following are exai-nples of iterns that are not acceptable:

# ripped or tomn clothing

¥ " thongs or sports sandals

» sporlswear or beachwear

SAINTGITS reserves the i‘ighl to i‘equest a staff member to dress to an appropriate standard as a
. condition of employment, ;

[f you are in a work environment with inappropriate clothing yon may be sent home to change,

EXCEL
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Phone Call

It is acknowledged that personal communication is inevitable and sometimes necessary. It is

expected this will be'kept to appropriate or reasonable levels.

Emai]

Email has legal status as a document and is accepted as evidence in a court of law. Even when it
is used for privaie purposes, SAINTGITS can be held responsible for the contents of email

messages, including any attachments. Access to emails can be demanded as part of legal action in

some circumstances.
. It is therefore important that email is used within the following guidelines:

# Email should mainly be used for formal educational correspondence and care should be
taken to maintain the confidentiality of sensitive information, Formal memos, documents
and letters for which signatires are impertant, should be issued on institution letterhead

regardless of whether a physical or electronic delivery method is used.

» Limited private use of email is permitted, provided that such does not interfere with or
“distract from an employee’s work. However, management has the right to access incoming
. and outgoing email messages to determine whether staff usage or involvement is cxcessive

or inappropriate.

» Non-essgntial email, including personal messages, should be deleted regularly from the

‘Sent Items’, ‘Inbox” and ‘Deleted Items® folders to avoid congestion.
» All emails sent should include the approved SAINTGITS disclaimer

In order 1o protect SAINTGITS from the potential effects of the misuse and abuse of email, the

following instructions are to be observed by all users,

LEARN
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» No material is to be sent as email that is defamatory, in breach of copyright or business

. confidentiality, or prejudicial to the good standing of SAINTGITS in the community

or to its relationship with staff, customers, suppliers and any other person or business with

whom it has a relationship.

¥ Email is not to contain material that amounts to possip about colleagues or that cauld be
offensive, demeaning, persistently irritating, threatening, discriminatory, imvolves the

harassment of others or concerns personal relationships.

» The email records of other persons are not to be accessed except by management (or
persons authorized by management) engaged in ensuring compliance with this policy, or
by authorized staff who have been requested to aitend to a fault, upgrade or similar
situation, Access in each case will be limited to the minimum required to complete the task.

» When using email; a person must not pretend Lo be another person or use anolher person’s

*  computer without permission,

» ' Excessive private use, including mass mailing, “reply to all” etc. that are not part of the

person’s duties, is not permitted.

_ Failure to comply with these instructions is a disciplinary offence and will be subject to appropriate
investigation. In_'seriuus cases, the penalty for an offence, or repetition of an offence, may include
dismissal: Staff needs to be continually aware some forms of email condutt may also be open to
criminal prosecution. i
The internet is a facility provided by SAINTGITS for educational use. Access is authorized by

HOD on the basis of educational needs. Limited private use is permitted provided the private use
docs not interfere with or distract from a person’s work. Management has the right to access the

system to determine whether private use is excessive or inappropriate,

The following activities, using SAINTGITS internet accesses are not permitted:

LEARN .
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> Attending to p&rsaﬁal activitics of a business nature,
» Viewing, other than by accident, sites of incoming emails portraying cbscene, violent,
defamatory and unlawful material and material that could cause SAINTGITS to be in
breach of equal opportunity or anti-discrimination legislation, u;e:rbally, in writing or
pictorially. - \
Downloading or printing material as described above.

Showing to others, or allowing to be seen by others. items as described above.,

Repeated or prolonged use that is not dircctly ﬁ:lcvant to the user’s work.

[ﬁtmducing computer viruses by failing to follow SAINTGITS IT procedures.

Y ¥V ¥ ¥ ¥

Downloading software from the internet or from unauthorized disks and CD ROMs on to

the internal network.

Recruitment Policy & Process

# To enable selection.& induction of the right fit of talent into the intended position in the

SAINTGITS to meet the current & future need and streamline the recruitment process.

# To thrive a strong employer hll'andi'ng to attract the best talents available in the
Industry 1
- Scope

» Covers all the vacant positions across the functions, levels & hierarchy.

7
A
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Buddy System & Induction

L Plan the Induction with the functional léaders, prior to the DOJ & communicate to all the
concerned pcr&ons accordingly

I. Makk sure that the following forms are ﬁlied up and sent to HR on DOJ itself -
All the statutory forms, like PF & Gratuity declaration, Nomination

ML Hand Kimover the Tidkiction Mania!

IV. Take the new hires through the oﬂ" ce to the departments, Introduce them to other functional
lcadels peers, collcagues

V.  Finally, Introduce the new hires to the respective Reporting Managers, to start the functional
oricntations i

Oualification/Exgerierice/P

Norms: The qualification, experience and pay for the various teaching positions are in line with

the MG University norms.

Salary Policy
SAINTGITS aims toprovide employmenl which offers fair. remuneration. The salary policy is
governed by the following prmuples '

1. Competitiveness
SAINTGITS aims to pay salarics which are c'ﬂmp&itivc in the market for the similar jobs.
2. - Individual Profile

External experience and additional qualification are given‘due consideration while designing the
pay package.

3. Internal Equity
Designation are ‘cateporized and same salary ranges with slight variations as per thi &

LEARN GROW
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profile applies for the same category.

Eay Review

Pay reviews are normally conducted in the month of July every year.

Yacation Salary
Vacation salary will be on the same scale as granted during the preceding month.

 Frobation .
Initially the selected candidate will be on probation for a period of 24 months, after which the
performance of the appointee will be reviewed to regularize the appointment.
Confirmation |
If the performance is E'.atisfa'n:l.{:-ryr the employee will be confirmed in the service of the Institution
“after completion of the probationary period. In case of extension of probation for reason

whatsoever, the probation period will be extended till.the specified period in the order.

All employees are liable for the transfer/deputation from one until to another of the ‘SAINTGITS
_ Grpup of Institutions at the sole discretion of the management. All employees are liable for heing
shifted from one discipline/function, dcparlmein, section, branch, etc., to another of the
“SAINTGITS Group of Institutions, provided that such transfer does not adversely affect the nature
of duties as per terms of appomtment and the salary of the individval concerned except in case of
transfer requested by an employee for his personal reasons and granted by the Management.
In the event of refusal to accept a transfer/deputation, the employee shall be considered absent
from duty without leave or permission for the period of such refusal and shall not be eligible for
any salary for that period. Such an employee shall also be liable for disciplinary action including

‘termination of his service. The management may grant -special scale or g i qance, ‘on_ |
3 " et o,
transfer/deputation depending on the merit of the case. & Pt X\
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Retirement :
Every teaching and non-teaching staff ofthe ‘SAINTGITS” will retire from services on completing

56 years of age respectively. Persons who are ph};sically fit and whose services are considered
necessary and beneficial to the institution by the management, may be appointed. on contract
service on tenure. The tenure can be extended’ hy the management considering the continued
contributions to SAINTGITS

Note; in case where the date of retirement of an employee fall on 2 holiday, the employee may beallowed
duty pay for lhﬁ:-imliday.

Resignati

If an employee desires to résign he must give notice of resignation in writing to the Head of the
Institution through proper channel {HDDmPR:INC[PAI;nH R-MANAGEMENT). thever, the
member of the teaching staff shall not ordinarily resign from their posts during the midst of an
academic year/semester. Any member of the faculty in permanent service shall give three months’
notice in case he/she desires 10 be relieved from the services. Alternatively, he/she shall pay three
months’ salary in lieu thereof. They will not be relieved in the middle of a semester,

concerned to stop all payments, issue of materia]s,- etc., to the emplovee who has resigned, unless
Epi:ciﬁ;; approval of the Head of the Institution or the In-charge is obtained. No service certificate,
testimonials, etc., are to be issued until the rcslg:mtmn is given and his accounts are seitled.

When the letter of acceptance of resignation is communicated by the Mana gement to the employee
concerned, the employee shall seitle all his dues to the “SAINTGITS, hand aver document, cash,
equipment’s an-:-il other properiies held in his custody and vacate the quarters occupied by him to
obtain no due certificate to that effect. The management reserves the right to recover all such
outstanding amounts and value of the property of the “SAINTGITS from amounts due to the
employee or in any other manner decided by th;:: Management.

The end benefits will be materialized after the normal procedure of Institution.

LEARN GROW . EXCEL ‘
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The service of 2 temporary employee is liable to'be terminated at any time without assigning any
reasons whatsoever. - )

The services of an employee are liable to be terminated with one month’s pay in lieu of the notice
period,.in the event of insubordination, dercliction of duty, professional misconduct and other
undesirable activities, as per the disciplinary procedure detailed herein.
Abandonment of Service !
If an employee remains absent for more than 7 consecutive working days, without prior sanction
of leave he shall be deemed to have abandoned the employment voluntarily from the date on which
the absence exceeded 7 consecutive working days and he is also hiable for diséiplinm'y action as
per rules; at the discretion of the management. l : -
Other General Conditions
"¥ A service book shall be maintained in respect of each employee of the college where all
_his’her service particulars shall be recorded under the signature Lof '~ the
princi.pa]fadministmﬁun. -
v" Notwithstanding anything said above, matters which involve financial commitments will
be subject to availability of funds and the decision of the management will be final.

v The management, subject to the ratification of the Governing Board, is the authority for
introducing, repealing or amending any services rule it decms necessary for day to day
administration of the college, '

v The service conditions of the incumbent will be governed by the mles and regulations of

the college amended and issued from time to time,

CONDUCT RULES

General

Maintain at all times absolute integrity and sincere devotion to duty and loyal ﬁaﬁ‘
- 'SAINTGITS”. Do not do anything that would tarnish the image or reput

‘SAINTGITS’, or adversely affect its interests. |

: EEARMN 50 GROWW . EXCEL '
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Employees shall carry out duties and responsibilities assigned to his post and shall also carry out

any other-duties assigned to him from time to tune.
No employee shall: - :
Use his position or influence directly or mdirectly to secure etnployment for any person in any

" concern with which he has or had official dealings in connection with the business of the

‘SAINTGITS".

Bring or attempt to bring any outside influence to bear upon the management to further his interest
in the “SAINTGITS. Misuse the aménities provided by him by the ‘SAINTGITS for discharge of

his official duties. No employee shall disclose or use any confidential information gained in the

* course of his employment at the ‘SAINTGITS .or its associates for personal gains/profit or

advantage for himself or any other person. Engage directly or indirectly in any trade or business
or avocation or undertake any other employment. .
No employee shall: - '

a) Propagate/indulge in communal or sectarian activity,

b) Discriminate against person on the grounds of caste, creed, language, etc.,,

¢) Indulge in or encourage any form of mﬁlpra-::tice. -

d) Accept private tuition. i

: Employee shall abide by the rules and regulations of the management,

FROFERTIES & SECURITY

Every employee shall: - - '
Take sufficient care of the property, materials, mstruments, eqmpment s, machmes furniture,

cash, etc., of the ‘SAINTGITS and shall take all reasonable prenaullcms to safeguard them against
accident, damage, loss or pilferage. Where damage or loss is attributable to the mishandling or
mi-suse1 such an employee shall be liable for disciplinary action as may be deemed fit by the
management. Besides, the management shall be entitled to recover the assignet!fasa;s;s;cd va[ugg£
such breakage, damage or loss from the employee.
Promptly report any occurrence- or defect noticed which might endanger lives ofjp
‘SAINTGITS and might result in any damage to the property of the ‘SAINTGIT

LEARN GROW . EXCEL
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others. He/she is expected to take normal precautions against hazards and shall make proper use

" of safety devices and preventive measures as prescribed and provided by the management.
The employee concerned with the stock procurement and stocking of materials, etc., must see that
they do not get outdated. Periodical review has to be conducted to identify neariﬁg expiry date and
the concerned supervisor / the management has to be apprais-ed and suitable or appropriate action
is to be taken in consultation with the managemeni. They must exercise greal care to avoid
+ unhecessary inventory holdings.
Unauthorized posséésil}n of goods. Eic,,
An employee found in unauthorized possession of any goods, equipment’s, implemlents, article,
matcﬁals, etc., which are in use in the *SAINTGITS or kept in stock in the ‘SAINTGITS and are
. not normally carried on the person will be deemed to have got into possession of such goods etc.,
and such unauthorized possession may attract disciplinary action as well other action as deemed
fit by thie management. : '

Unauthorized persons in the premises:

An employee who has been suspended, laid off, discharged, dismissed or has resigned or is not
working for any reason shall leave the ‘SAINTGITS premises forthwith unless required to stay

back by the management. Such employee shall not enter the ‘SAINTGITS premiscs without
permission.

Possession/consumption of intuxica.:tiug drinks and narcotics

Employee shall not possess or be under the influence of intoxicating drink/drug while on duty.
Sn;uking is not allowed in campus, hostels and near the campus

Participation in politics and election

No employee shall:

be a member of or be otherwme associated with any political party or any nrgamzatnn which takes part
in politics nor shall he take part in or subscribe in aid of or assist in any manner any pohttca] movement

or activity.

Contest, canvass or otherwise interfere or use his influence with or take part i

LEARN . GROW EXCEL
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legislative or local ﬁﬂthﬂrﬂ}-‘, beyond excrcising his franchise without prior permission of the

management,
Demonstration and strikes

* No employee shall organize or participate in any demonstration on the .pmpeﬁy of the "SAINTGITS,
which is prejudicial io the inierest of the ‘SAINTGITS or public order, decency or morality or which
involve defamation, contempt of Court. He shall also not resort o or in any way instiéa:c, incite or abet

any form of strike or stoppage of work.

Connection with press, radio and television

No employee shall, except with the prior permission of the MANAGEMENT or in the bonafide

dischar'ge' of his duties, participate in a Radio/TV broadcast, give specéh to public, nor shall

lcnntrihu'ta any article or write any letter to any newspaper or periodical either or publish any

pamphlet anonymously or pseudonymously or'in his own rmm;e, on a subject which may have a

bearing on the affairs of the ‘SAINTGITS or deirimental to the image/interest of the ‘SAINTGITS.

Criticism of management

No employees shall criticize the management either in the'press or over the radio or on any public

platform, provided, however, that nmhmg in this rule shall apply to any statement made or views

expressed by an employee in his official capacity or in the due performance of the dutics assigned
to i}im. i e |

Unauthorized cnmﬁlunicatiun of information ;

No employees shall, exccj?t in accordance with any general or special order of the ‘SAINTGITS,

or in the bonafide perfunns.imse uf'the duties assigried to him, communicate directly or indirectly

any official document or information to any employees or any other person to whom he is not

authorized the "SAINTGITS’ to communicate such document of information.

Unauthorized publication of official document
No empiayee while in service of the *SAINTGITS, or after rcti.-rf;mcnt, rﬂ::sif_a;naet1;m11 dismissal or
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i Fund raising program inside the campus
No employee shall a&ecmate himself with the raising of any fund by any mdwuiual firm,
association or organization without prior permission.
Invention and patents ' | :

- No employee of ‘SAINT GITS’ shall, without the priﬁr consent of the Management sither duringhis
service the *SAINTGITS or thereafter, apply for patent or exclusive pl'i\riiagn under any statute,in
respect” of any mvention/discovery -made by him as a result of his service i the

“SAINTGITS/association with ‘SAINTGITS duties.

Search
Employees are liable to be searched by a person or persons authorized by the management at any
tite, and also while entering or lﬂaﬁng the premiscs of the *SAINTGITS, provided that the women
employees shall be searched only by women, If any member of the management suspects that an
empia}'a;a 18 in wrongful posgessinn.nf any .prup;f:rty not belonging to him, he can detain such an
employee for search provided that the search shall not be made except in the presence of at least
" another pEISD;l where practicable and that women employees shall not be searched by or in the
presence of men. !
Quarters accommodation and such other facilities pmvider.i by the ‘SAINTGITS are also liable to
be searched in the presence of the employee concerned. Where the employee is absent or refuses
~ to be present at the search, the search may be made in the presence of two witnesses.
‘SAINTGITS shall not be responsible in any way damages or loss caused to any personal property
of anyf;mp loyee within the premises of ‘SAINTGITS. Employee shall not possess lethal weapons.
Employee shall deposit with appropriate authority any lost and found/unclaimed articles in the
- premises of ‘SAINTGITS. Employees shall observe safety/health norms notified by the

management from time to time.

LEARN GROW EXCEL |
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Infringement of any of the conduct rules shall entail disciplinary action for misconduct.
Without prejudice to the general meaning of the term MISCONDUCT, the following acts u:sf

omission shall be treated as “misconduct”, in respect of an employee.

1)

2)
3)

4)
; 4

6)

Willful in-subordination or disobedience of any lawful and reasonable order of his official
SUperiors, :

Commission of any act subversive or good behavior, dishonesty, fraud, impersonation.
Participation in any strike/demonstration, gherao and or any other kind of agitation of
abetting and inciting such agltatmnal activities,

Theft, fraud, dishonesty, embezzlement misappropriation in connection with business/the
property of the *SAINTGITS.

Willﬁ:ll clamage to the property or loss pruﬁerly or loss or damage to the property owing to

“negligence or unethical practices causing damage to the reputation of the ‘SAINTGITS.

Accepting or 0ffer-i_ng bribes or any illegal gratification.
Habitual:

Absence without leave or absence without for more than seven consecutive days
Late attendance or habitually leaving work before time or abandonment of place of duty
Breach of rule or office order of the ‘SAINTGITS.

- Negligence or neglect of work.

LEARN . GROW . EXCEL |
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8) Accepting service for any consideration in any uth?:r SAINTGITS/establishiféft/ s FiribrrL
or under any person without the approval of the management.

9) Drunkenness or disorderly behavior in the ‘SAINTGITS premises and public places,
affecting the reputation of the “SAINTGITS. '

10) Sleeping while duty,

" 11) Distribution or exhibiting inside the ‘SAINTGITS premises hand-bills, pamphlets or

- posters without written prior of the management.

- 12) Attending or holding any unauthorized meeting within the *SAINTGITS premises.

13} Unauthorized disclosure of information about the business or affairs of the *SAINTGITS.

14) Gambling within the ‘SAINTGITS premiseé.

15) Making -false statement on matters germane to his employment in the ‘SAINTGITS or
willful suppression of facts at the time of employment or during tiae course of service in
the “SAINTGITS.

16) Conviction in a criminal court, .

17) Attempting or causing bodily injury or intimidation to any employee/officer of the
*SAINTGITS in the ‘SAINTGITS premises or in the course of his discharging official
duties for the ‘SAINTGITS.

18) Refusal to accept a memo or charge 'sheet or any Dlhli;I communication issued by

Disciplinary/Inquiry Authority or Superior.

19) Use of foul or abusive language to misbehave with any officer or employee or. visitors

&

hrre o

- within the ‘SAINTGITS premises or in the course of his discharging official duties for the
*SAINTGITS. i

20) Carrying on mnnéy lendiﬁg or any other’ privale business within i’hﬂﬂ.ﬁ[-:!"fe{‘niSES of the

SAINTGITS. | '
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22) Habitual indebtedness or insolvency.
. 23) Abetment of or attempt at abetment of any act which amounts to misconduct.
24) Misusi:lg or mishandling any machine, apparatus or equipment.
25) Using “SAINTGITS facilities unauthorisedly for personal gains. g
26) Not allowing ‘SAINTGITS employees/officers/superiors cither to enter o come out of the
premises of the establishment or causing ingress or egress of the materials or machines of
the ‘SAINTGITS,
27) Arrest/detention in connection with act of moral turpitude or any other offence under law
of the land,
28) Forging the signature of another employee in the attendance register.
29) Tampering with any of records of the *SAINTGITS.
30) Slowdown in performance of work or victimizing to slowdown or adopting work to rule
practices. . |
31) Acts of itmmortality the premises of ‘SAINTGITS.
32) [jnauthnrized occupation/illegal or 'umnt}rlal use of *SAINTGITS quarters/premises/rooms.
. 33) Not wearing Identity Card while on duty.
34) Refusal to work beyond the stipulated period of work or work on -holidays when
“specifically instructed to do so by the management,
- 35) Organizing or attending any meetings during the working hours, which are not official and
authorized. ¥ :
-36) Violation of any services rules/instructions by the appropriate authority.
Note: The_r above instance of misconduct is only illustrative in nature but not exhaustive, and any
action which can be construed as indiscipline or misconduct will come under purview of the term

“*misconduct”.

1) The management shall be authorized to delegate the powers to any member of the




SAINTGITS

COLLEGE OF APPLIED SCIENCES : - ; \ JE}\

4

2) Any errnployee found to commit any act of misconduct above shall be servmms L ”J

.3)

4)

3)

6)

o A e P 8 L AR o UL R AT

(c) demotion-or (d) stoppage salary/wages/increment or (&) fine or (f) pé

“sheet stating the charges leveled against him. Such an employee shall be PR 2PV EXCEL

oppertunity to explain and answer the charges leveled against him in an enquiry conducted
by an Enquiry Officer duly appointed by the management for this purpose. The employee
concerned shall be given an opportunity to lead evidence to the charges and produce
witness in his defense and cross-cxamine withess on whose evidence tﬁe charge is based.
:1_"he concerned employee shall, if he so desires be allowed to be defended by another
employee of the *SAINTGITS. The statement of the concerned employee to be defended
by and the evidence led by either side shall be recorded by the Enquiry Officer, who will
record his findings, based on the evidence so recorded. If the concerned employee fails his
findings, based on the evidence so recorded. If the concerned employee fails to attend the
enquiry it shall proceed ex-parte. The Enquiry Officer shall submit the findings to the
management for further action.

An employee against whom misconduct is alleged may be suspended from duty without
pay or allowance, pending enquiry. The order of suspension shall take effect immediately

“on ifs communication to the employee. An employee under suspension pending enquiry

shall be eligible to.a subsistence allowance at the rate of 50% of the wages last drawn by
him which shall not be ﬁnyahie for the pen'éd of any adjournment or postponernent of the
enquiry expressly sought for by the employee and granted by the Enquiry Officer.

Ifan enﬁluy:c is found guilty of misconduct as a result of the enquiry and punishments
awarded to him, the workman shall fiot be entitled to any salary/wages during the period
of his suspension.

Ifas result of the enquiry. an employee ié found not guilty of misconduct he shall be entitled
to receive the difference of the subsistence allowance paid if any and the emoluments he
would have received had he not been suspended for the period of this suspension pending
enquiry. { ; :

An employee found guilty of misconduct after an enquiry duly conducted may be punished

by (2) suspension from duty without salary/wages not exceeding 7 days or (b),4 Aissalor
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order of the management or any one authorized by him. ) SAI "m "s | |
-7) While awarding punishment under this service rule the management may ta€&RHEP A SHREL

the gravity of the misconduct, the previous record of the employee, if any, and any
other extenuating or aggravating, circumstances that may exist. A copy of such order
passed by the management shall be served on the employee concerned.
&) In case of dismissal, the employee may if he thiriks if necessary, appeal to the Appellate
Authority whose decision will be final.
LEAVE POLICY :
We believe that all the employees of the ‘Mar Gregorios Educational Society’ are part of ONE FAMILY

and for their personal emergencices and welfare the following leave policy is adopted.

Leave s to be treated not 25 a right, but as a privilege to be availed with restraint. Leave planning is to
be done with prior appmir_al of the superiors concerned so that smooth working of our organization is
a!waﬁ ensured. When the cxigcn&ics of service require so, discretion to refuse or revoke leave of any
description is reserved to ‘the sanctioning auﬂmritjr All employees are expected to be present at all
depanmcntalf infstitutional programs and staff meetings. They are expected to apply for leave su ﬂ":clanti}»'
early and can avail leave only afler getting sanction. All leaves are to be reckoned with respect to cach

financial vear viz, April to March

- Confirmed employees are eligible for casual leave, medical leave, privilege leave and maternity leave,
the details of which are given below. Probationers are eligible for only casual leave. Trainees are eligible
for only ten casual leave in a year. Employees appointed on contract basis will be cligible for casual

leave applicable for confirmed employees

~ CASUAL LEAVE _ ]
1. Employees other than administrative staff are eligible for 12 casual leave in a year.

2. Administrative staff are eligible for 16 days casual leave in a year.

3. Casual leave cannot exceed three consecutive days at a stretch and can be
suffixed to medical leave. i '

4. Casual leaves can be availed in half days also.

LEARN . GROW
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Casual leave can be combined with Sundays or other declared holidamm]’s m___j

continuous period of absence shall not in any case extend to more than PRGN RStEetch.

The maximum period of casual leave fixed shall not in any way indicate enfitlement to avail

of the same in full as a routine matter. The entitlement of casual leave will be proportionate to

the -:;umple:téd months of service during a year.

.. Any staff availing casual.leave must make work arrangement with another staff with the

approvalof the Head of the Institution, so that the regular functioning of the Institution is not
affected. Wi

If a faculty member due to unavoidable reasons expects to armive lale to the college that may
be intimated by. him personally over phone at least half an hour before the ¢ommencement of
the forenoon or afternoon session to the concerned HOD, who will attach a note of the facts in
a slipof paper in-the ;utandan-::-c register, so that the Pn’miﬁal will be aware of it when the

register is put up to him for each session.

Tt is the responsibility of the faculty member to ensure that working arrangement with-another

. faculty is made by the concerned HOD beforehand in the event of such late coming/casual

10.

1.

leave,so that the students are engaged in meaningful dcademic work. .
Casual Leave for a day for faculty members shall be recommended by the concerned HODs and
the leave application 1s to be sent to the Principal for sanction.

The concerned HOD has to ensure that the sanctioned casual leave is as per the leave policy by

. referring to the leave records at the college office

SPECIAL CASUAL LEAVE FOR RESEARCH

i Faculty.Members regisiered for Ph.D) are eligible for 15 days research leave to ensure progress in

MEDICAL LEAVE ™

“ their doctoral work, co-ordination with guide and such connected academic assignments. This

~ special leave w111 be available only within a permd of 3 calendar years from the date of

registration, subject to a maximum of 30 days, The submission of the registration document with

the corporate office is a pre-condition for sanction of such leave by the management. Those

year from the date of awarding Ph.D. by the concerned University.

e ey e gt w
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1. Confirmed employees are eligible for three days medical leave without ceﬂ!ﬂ"’!ﬁlmﬂm o
of medical leave will commence from the succeeding month of April ASINRECHTIERee is
confirmed, . | \. 3

2. Holidays falling within the leave period shall also be included for calculating the number of days
of medical leave availed. : :

3. Holidays can-be prefixed or suffixed with r;ledical leave with éuch continuous period of absence

not exceeding 5 days at a stretch

4. Medical Ieavt: for pmlang,ed 1lhlessfma]nr surgery shall be canmderad on case by case basis at
the dlsc.renun of the management only after exhausting all types of lcave including vacation
leave. Sl:u,h leave applications are to be routed through proper channel

5. Privilege leave can be suffixed with medical leave

MA Y LEAVE

1. All confirmed employees are cligible for maternity leave on full pay for a permd not exceeding
12 weeks. :

2, Maternity leave with pay is permissible only for those who have completed one year of
continuious service in SAINFGITS with confirmation, These who do not complete one year of
continuous service have to avail maternity leave as loss of pay leave. This condition is applicable

* forall the staff members having break of service after confirmation.

3. Maternity leave will be granied only on prior written request by employee duly sﬁppurted bya

certificate from the attending doctor and the cligibility will be only for two times.

4. Maternity leave can only be clubbed with privilege leave.

© PRIVILEGE LEAVE

1. All confirmed employees who have completed one year of service after confirmation are entitled

o privilege leave. The cligibility for privilege leave will commence from the succeeding month
of April. The maximmm numbet of privilege leave available in 2 year will be 9 days. _
2. Privilege leave can be accumulated and carried to a maximum of three years and taken for not

more than 15 days ina year.

3. Privilege leave can be availed unly on full day basm and can be prefixed or s -‘-

LEARN
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STUDY LEAVE
. 1. Study leave may be -gnemtﬁd after a minimum of one year of continuous service, to pursue a

special line of study or regearch directly related to his/her work in the College or to make a special
study of the various aspects of College organization and methods of education. The maximum
period of study leave should be for 3 years, but 2 years may be given in the first instance,
extendable by one more year, if there is adeguate progress as repurte'd by the researchguide. They
are bound to fulfill the conditions spcbiﬁﬂd by the management while sanctioning the study leave.

2. Those Staff who have got admission for higher studies and not completed one year services in
SAINTGITS are not entitled for study leave. Hnu:'ever, in such = case the Principal may forward
their applications to the corporate office and each case will be decided according to merit for
sanciioning loss of pay leave, :

3. Faculty who intend to go on study leave has to give at least three months’ notice and plan the
commencement of such leave with the approval of their HOD, so that academic program is not

disrupted midway in a semester.

. SABBATICAL LEAVE/ACADEMIC LEAVE
1. Full time faculty of the College who has completed eight years of continuous service as Assistant
Professors/Associate Professor/Professor, may be granted sabbatical leave to undertakeresearch
or other academic pursuit such as writiﬁg of books, solely for the ot;ject of increasing their
proficiency and usefulness to the College and higher education system. The duration of leave
shall not exceed one year at a time and two years in the entire carcer of a faculty. The sabbatjcal
leave shall not be granted until after the expiry of five years from the date uf the faculty return
from previous study leave or any other kind of training program involving durationof more than 4

months. The program to be undertaken during sabbatical leave shall be sabmj e eo
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to the managamﬁnt for appmval along with the application for grant of leave sufficiently early

and will be granted at the discretion of the Management.

VACATION LEAVE

|, Vacation period is granted as a reprieve from the academic duties for four weeks during an

academic year to the faculty Members wha have attended to their academic duties for at least six
months in the preceding year. Even if vacation lcave is granted, the faculty/staff member is bound
to attend to any duties assigned by the Head of the Institution.
2. The vacation period is gr:mtﬁd as slots and faculty members are entitled to avail the vacation
during the earmarked slots onf}'
3. Days on loss of pay leave if any which falls in the vacation period of the academic year will not
be treated as loss of pay. However, this pul:x:y is not applicable for those faculty members who
“are in loss of pay leave for longer periods, higher studies etc. ’
4. The faculty members who avail maternity leave which falls along with vacation period of the

academic year will not be eligible to avail any compensatory vacation leave.

ON DUTY LEAVE

On dut:,} leave shall be taken in a planned way that will not disturb the academic pregram. Prior éanction
from HOD is mandatory. Prior information of tentative dates availed as duty leave by staff to be
submitted to Principal. Leave submission is to be done with supporting documents only. Leave approval
will be done on the basis of certificate attached.

The on duty Leave canbe exa_rnima_ﬁun duty, and other assignments engaged by the University, attending
conferences, workshops & FDPs, consultaney works. This is to be recorded by HOD and sanctioned at
the discretion of the Head of the Institution. .

LOSS OF PAY LEAVE
- L. Loss of pay leave, will be sanctioned only by the Management on i

considering the merits of each requirement..

LEARN GROW : EXCEL
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Generzl Rules !
l. Reimbursement of expenses in connection with traveling and claiming Daily allowances
(DA) and related expenses are allowed only if such tra".-ff-:]ing is made for official purpose.
2. The traveling must have been approved by the Principal. .
3. The concerned staff must settle all accounts within one week of reporting to College.
4. For computation, purpose, staft members are classified into four categories;
A Category —Principal, HOD and Academic co-ordiator .
B Category —Professor, Associate Professor (normal scale)
C Category — Associate Professors (non éadres}, Assistant Professors, Manager/Officer—
- Corporate Re-latinns and Administrative Officer
D Category— 1. Nq_:-r;-Teaching Staff. 2: Students

Purposes of Traveling

I. To carry-out any official duty which 1s assigned by the College like visiting University,
UGC and meeting Industry representatives :

2. To visit other colleges, institutions and- companies as a representative of the College.

3. To escort students in connection with competitions, industrial visits etc.

4. To attend conferences, seminars, faculty development programs etc. which are approved
by the institution, ' A
To conduct FDP, MDP and Consultancy services.

6. Any other traveling which are required for fulfi l]mg an ofﬁmal activity.

1 Traveling Expenses .& Daily Expenses
TA and DA can be claimed up to the amount mentioned in the given table, Daily. Allowance (DA)
15 for meeting incidental expenses like food and refreshments and can'be claimed during traveling
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Sl | Category |  Traveling Allowance (maximum Daily Allowance (Rs. Per day)
No permissible limit) g | A & B Class i Other cities
X " cities
1 A 1% Class/ 2* AC / Economy Flight Rs. 350 Rs. 300
Charge y J

2. |B 3rd AC Rs. 350 Rs. 300
3 C 3rd AC . “ Rs. 300 Rs. 250
4 DI - | Second Class sleeper charge - Rs, 300 Rs. 250
5 D2 Second Class sleeper charge Rs. 200 Rs. 200

A Class Cities: New Delhi, Mumbai, Calcutta, Bangalore, Chennai and H:vc!erabad
B Class cities: All State Capitals (which are not included in A class) and corporations
C Class cities: Places which do not belong io A class and B class cities.
Notes: .
1} Air Travel is allowed if jnljmey time is more than 24 hours
2) Anemployee is free to travel in higher class but maximum reimbursement is up to the
stated amount. - ) - .

3) Actual travelling bills must be submitted for claiming the amount,

2. Lodging ﬁ;llnwnnce
Lodging allowanie is for meetmg accommiodation expenses and so-cannot be claimed during

- traveling time. Maximum eligible amounts are as follows:

LEARN . GROW . EXCEL |
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8l Category Lodging Allowance per day (Rs)
No A Class cities B Class Cities Other citfds™ ROWENCEL
1 A 2000 1500 1000
3 B 1500 1200 800
3 T 1200 1000 600
3 DI 1000 "800 500
5 D2 800 700 500

Notes:

i.  Anemployee is free to stay in higher charged hotel but maximum reimbursement is up to

the stated amount. -

ii.  Actual Bills must be submitted for claiming the amount.

iii.  (iiven rates are including tax, if applicable

3 Local Traveling

Local traveling includes traveling which requires less than 8 hours and short distance traveling

which is connected with a long journey. Reimbursement rates are as follows.

S1 | Category

Notes

1) Ifjourney and éssigncad work requires less than 4 hours only half of th

Traveling is allowed by Daily Allowance -
No
1 A ' Car Rs. 100 per-day
2 B Cat Rs. 80 per day
T Ao R 60 et iy
4 D1 Auto Rs. 50 per day
5 D2 Bus Rs. 50 per d_ay

can be claimed.
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2‘; Ifa local j journey is a part of long distanice journey any one DA only can bmﬁn's et
3)-If local journey is performed by own vehicle, reimbursement can be Rs, 7 perimamngaie.

M f'm: using car (for category A & B only) and Rs. 3 per running K.M for using two wheeler.

4 Iniernational Traveling
If mtt:matll}nal traveling is for an assigned official duty, the institute will bear all triwf:lmg

eXpEnses and reimburse all incidental expenses which are required for an international trip.
International journey expenses will be treated separately and prior specific approval is to be
obtained from Management. If the journey is for attending a conference or seminar or EDP, only
half of the actual fare is allowed provided the institute is satisfied with the guality of program,
quality of the paper and reputation of the organizer. Faculty is free and encouraged to approach
funding agencies like UGC for fingncing fully or partly his international journey. (Read with
Conference norms)
No TA or DA is allowed
1. lf journey was for purely personal benefits
2. For activities like aftending university valuation, offering guest lecture, meeting research
~ guide etc.
Footnotes: -
‘a} If TA or DA or accommedation is provided by the organizers, then Ili_e same cannot be
I‘_claimed.”
b) Read with Conference Norms
¢) Only if honorarium/ fee for the same is shared with the institute
d) In case of atlending Conferences, Semmars, Faculty Development Programs etc. actual
amount incurred for lodging can be claimed but reimbursement is limited to 50% of
sanctioned amount. In case of Daily allowance, 50% of sanctioned amount can only be
claimed while attending Conferences, Seminars, and Faculty Development Programs.

e) The estimated iraveling, lodging and all other allowances have to be sanctioned prior to

+  the intgnded travel by the Head of the Institution and the detailed stateme

3P0
Giasc”

voucher/bills.is to be approved by the Head of the Institution for effectin
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L Governing body, administrative setup, and functions of various bodies (2) 3
Various Comnittee Details -
Sl No Name of the Committee FTEQHE{IE}' uf Attendance
Meeting
1 Governing Board Ongce in six months | Average 70%
2 Advisory Board Once in a year Average T0%
3 HODs Meeting - .| Once in a week ~ Average 80%
4 Finance Committee Once in 3 months Average T0%
5 Building & Works Committee | Once in 3 months Average T0%
6 | Stores Purchase Committee | As on when required | Average 70%
Grievances & Appeals .
7 Comptittea Ag on when required | Average T0%
8 Women's Cell As on when required | Average 70%
) Anti-Ragging Committee As on when required | Average 90%
10 | Students Welfare Committee | As on when required | Average 70%
Disciplinary Action : . 5
11 Committee(DAC) As on when required | Average 7T0%
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L COMMITMENT - |

Our mstitution 1s committed to provide a work environment that ensures every woman employee
is treated with dignity and respect and afford equitable treatment.
Organization is also committed to promote a work environment that is conducive to the
professional growth of its women employees and encourage equahty of opportunity.

- Organization will not tolerate any form of sexual harassment and is committed to take all necessary

steps to ensure that its women employees are not subjected to any form of harassment.

ILSCOPE

. This policy applies to all categories of employees of the organization including permanent
employvees . managerial staff and workmen, temporaries. trainees and employees on
contract. Organization will not tolerate sexual harassment, if engaged in h)r- clients or by suppliers

or any other business associates.

. 1L, DEFINITIONS OF SEXUAL HARASSMENT

Sexual harassment includes any one or more of the following unwelcome acts or behavior (whether

directly or by implication) namely.
1) Physical contact and advances; or
.2) A demand or request for sexual favcrrg; or
3) . Making sexually coiqred remarks; or
4) Showing pnrnugra-ph}r; ar .

5) Any other unwelcome physical, verbal or nonverbal conduct of sexual nature;

V. RESPONSIBILITIES REGARDING SEXUAL HARASSMENT
Employer’s liability :

1) To provide a safe working environment at workplace.

LEARN. - . GROW . ' EXCEL
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2) Treat sexual harassment as a misconduct

3) Display at the conspicuous place in the workplace the penal consequence of the sexual

harassment

4) Organize workshops-and awareness programmes at regular intervals for sensitizing the

employees with the provisions of the Act:

5) Provide necessary facilities to The Complaints Committes for dealing with the complaints
and conduct an enquiry,
Emplo:}pe’s liability
1) All employees of Organization have a personal responsibility to ensure that tiwir behavior
is not contrary to this policy. ' '
2) All employces are encouraged to reinforce the maintenance of a work environment free

from sexual harassment.

Y. COMPLAINT MECHANISM ~

Whether or not such conduct constimites an offence under law or a breach of the service rules, an
" appropriate complaint mechanism in the form of “Internal Complaints Committee” has been
created in Drganizaii-un for time bound redressal of the complaint made by the victim.

VL WOMEN’S CELL

Organization has instituted-an Internal Complaint’s Committee for redressal of sexual harassment

cnmpiaim(mde‘_by a victim) and for ensuring time bound treatment of such complaints.
The Complaint®s Committee will comprise of the following six members: -

1} Senior Executive (Chairperson should be a lady)

2) Welfare Officer (Designated by the management) ol rrTEE} 3
o
3) Three executives out of which shall be women and one external member wi - all ‘fp;\
woman. e 4443 8
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The Complaints Committee is responsible for:

1) i Investigating every formal written complaint of sexual harassment
- 2) Taking appropriate remedial measures to respond to any substantiafed allegations of sexual
harassment. ' '

.3} Discouraging and preventing employment related sexual harassment.

YIL. PROCEDURE FOR RESOLUTION, SETTLEMENT OR PROSECUTION OF ACTS
OF SEXUAL HARASSMENT

Organization is committed to provide a supportive environment in which to resolve concerns of

scxual harassment as ynder.

A. Informal resolution options

1. When an incident of sexual harassment occurs, the victim of such conduct can communicate her

k dis‘:apprnval and objections immediarely to the harasser and request the harasser to_behave

decently.

2. If the harassment does'not stop or if victim 15 not comfortable with addressing the harasser
directly, she can bring her -concern to the attention of the complaints committee for redressal of
her grievances. The Complaint’s Committee will there after provide advice or extend support as

requested and will undertake prompt investigation to resolve the matter.
B. COMPLAINTS

1. Any employee with a harassment concern, who is not comfortable with the informal resolution
options or has exhausted such options may make a formal complaint to the chairperson_of the

'l'_,nmplamts Committee constituted by the rnanagcme.nt The mmplamt shall have to be in wntmg
e,
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send the complaint through an e-mail. The employee is required to disclose her name, department,

division and location where she is working so as to enable the chairperson to contact her and take

the matter forward.

2. The chairperson of the Complaint’s Committee will proceed to determine whether the
_ allegations (assuming them to be true only for the purpose of this c.ietermh'latin'n) made in
thecomplaint fall under the purview of sexnal harassmient, preferably within 30 days from receipt of the
complaint. In the event delegation does not fall under the. purview of sexual harassment or theallegation
does not mean an offence of sexual harassment, he/she will record these findings with reasons and

communicate the same to the complainant,

3. If the chairperson of the complaints committee determines that the allegations constitute an act
of sexual harassment, he/she will proceed to investigate the allegation with the assistance of the

Complaint’s Committee, -

4. Where such conduct on the part of the accused amounts fo a specific offence under the law,
appropriate actions will be initiated in accordance with law by making a complaint with the

appropriate authority.

5.The Complaint’s Committee shall conduct’ such investigation in a timely manner and shall
submit a written report containing the findings and the recommendations to the General Manager

~ as soon as practically possible and in any case, not later thian 90 days from the date of receipt of
the complaint. The General Manager will ensure corrective action on the recommendations of the

Complaint’s Committee and keep the complainant informed of the same.

qurective actions may include any of the following.

v . Formal apology

v" Counseling

LEARN. . CROW . . EXCEL J
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Written warning to the perpetrator and a copy of it maintained in the employees file.

v Change of work assignment/transfer for either for the perpetrator or the victim

v" Suspension or termination of service of the employees found guilty of the offence.

6. In case the complaint is found to be false, the complainant shall, if deemed fit, be liable forappropriate

disciplinary action by the management.

" VIIL CONFIDENTIALITY

Organization understands that it i1s difficult for the vietimi to come forward with a complaint of

sexual harassment and recbgnizes the victim’s interest in keeping the matter confidential.

To protect the interest of the victim, the accused person and others who may fqtpt}rt the incidents
of sexual harassment, confidentiality will be maintained throughout any investigatory process to

the extent practicable and appropriate under the circumstances.

1X. ACCESS TO REPORT AND DOCUMENTS

All records of complaints, including contents of mecting, results of investigations and other
relevant material will be kept confidential by Organization except where disclosure will be

subjected to disciplinary or other remedial process.

. X,PROTECTION TO COMPLAINANT /VICTIM

Organization 1s commutted to ensuring that no employee who brings forward a harassment concern

is subject to any form of reprisal. Any reprisal will be subject to disciplinary action.

Organization will ensure that victim or witnesses are not victimized or discriminat

deéling with compplaints of sexual harassment.
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However, anyone who abuses the procedure {(eg. by maliciously putting an allegatmn knowing it

to be untrue) will subjcct to disciplinary action.

X1 CONCLUSION

In conclusion Organization reiterates its commitment to providing its women employees, a work
place free from harassment /discrimination and where every employes is treated with dignity and

respect.

ERIVACY

You are required to observe and uphold all of the SAINTGITS s privacy policies and procedures
ag impl;t:ﬁented or varied from time to time. . :
If you would like to any clarification of any ofthe policies or procedures contained within this fIR
manual, please contact HR department who will be glad provide guidance and support.

Failure to comply withthese instructions is a disc iplinary offence and will be subject to appropriate
investigation. In serious-cases, the penalty for an offence, or repetition of an offence, may include
dismissal. Staff needs to be continually aware some forms of internet conduet may also be open to

criminal prosecution.
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