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Preface 

“Discipline is the bridge between goals & accomplishment.” - Jim Rohn (American 

entrepreneur, author and motivational speaker) 

This HR Manual is a document which provides guidelines for all HR functions. It presents 

all the information about rules/policies/procedure covering employee’s life cycle in an 

organization.  

Institutions policies and procedures act as a strategic link between the Institutions vision, 

and its day-to-day operations. These policies and procedures shall allow employee to clearly 

understand their roles and responsibilities within predefined limits.  

Date: 1/12/2017 
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PRELIMINARY 
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1.1 Short Title and Commencement 

a) This Document shall be called the Bunts Sangha’s Higher Education Institutions’ 

HR Manual. 

b) They shall come into force with effect from December 01, 2017 after due approval by the 

Bunts Sangha Mumbai and Higher Education Committee. 

1.2 Scope and Applicability 

a) This HR Manual shall apply to every permanent/whole-time and part-time employees 

appointed by the Management. They shall not apply, except as otherwise provided in this 

HR Manual or to such an extent as may be specifically or generally decided by the 

Management, to persons employed on tenure basis or on contract basis, honorary, 

visiting faculty members and the like. 

b) On and from the date of commencement of this HR Manual - 

b.1) the terms and conditions of the service of the existing permanent/whole-time 

employees of the Higher Education Institutions shall stand modified in accordance 

with the provisions of this HR Manual. 

b.2) the terms and conditions of service in force at present stand repealed. 

Notwithstanding such repeal, anything done or any action taken under the said 

provisions, shall be deemed to have been done or taken under the repealed 

provisions as if such provisions had not been repealed. 

1.3 Power of Relaxation 

The Management at its discretion exempts any employee from application of provisions of 

this Manual or may direct that such provisions shall apply to such an employee with 

modifications not affecting the substance thereof. 
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1.4 Power to Implement 

Right to interpret this HR Manual rests with the Management whose interpretation shall be 

final. The powers exercisable by an authority under this HR Manual shall also be exercisable 

by any authority superior to the authority first mentioned. 

1.5 Management’s power to Delegate 

The management may delegate to the Director, Principal, Vice Principal or the Chief 

Administrative Officer, subject to such conditions as they may think fit, any of the powers 

conferred upon them in this HR Manual. 
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Chapter – 2 

IMPORTANT NOMENCLATURE 
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In this HR Manual, unless there is anything contrary in the subject or context – 

i. The Management: means and include the members of Bunts Sangha Mumbai Higher 

Education Committee. 

ii. The ‘OBs’: The ‘OBs’ means Office Bearers of Higher Education Committee. 

iii. The ‘Trust’: means Bunts Sangha Mumbai, the parent body duly registered under the 

Societies Registration Act, 1860 / Bombay Public Trust Act, 1950 and is responsible 

for overall management, operations and running of the Higher Education Institutions. 

iv. Institutions: means all the Educational Institutions that are situated at Shashi 

Manmohan Shetty Higher Education Complex, Kurla (East) or some other locations 

that comes under the purview of Bunts Sangha’s Higher Education Committee. 

v.  ‘Head of the Institution/ Department’: means like the Director, Principal, Principal  

( I/C ) and Vice Principal, Chief Administrative Officer, Head Master and Head 

Mistress or any other individual formally authorized from time to time by the 

management, with the overall responsibility for the day-to-day operations of the 

Institution/Department. 

vi. ‘Employee’ means any individual employed on the rolls of the Institutions. Anyone 

employed on contract through a contractor or vendor or consultant or retainer shall 

be governed by the rules and regulation of their work contract. 

vii. Circular/Notice: means document used as a mode for Internal Communication. 

viii. "Notice Board" means a board especially meant for the purpose of displaying matter 

/ information or notice required to be posted under the provisions of these service 

conditions or any other enactment for the information of all the employees.  

ix. "Attendance" means the presence of the employee concerned, in the Institution 

Premises or in such quarters where he is required to report for duty after getting his / 

her attendance marked in the attendance register / biometrics device / any other 

attendance device/ procedure prescribed.  

x. “The appointing/ competent authority” shall be either the Management or the Office 

Bearers of the Management or any other employee of the Institutions authorized by 

the Management who shall be deemed responsible for the administration and running 

of the Institutions.  
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xi. "Disciplinary and Competent Authority” means the management trustee or trustees 

or the Managing Committee or the Principal / Director / Vice Principal/ Chief 

Administrative Officer nominated by the trustee or the management trustee or the 

Office Bearers of the Committee or The Principal of the Institutions or any other 

officer duly authorized for the purpose of initiating disciplinary actions as per the 

defined procedure and implementation / enforcement of rules and regulations.  

xii. ‘AICTE’ means All India Council for Technical Education, New Delhi. 

xiii. ‘UGC’ means University Grant Commission. 

xiv. ‘DTE’ mean Directorate of Technical Education. 

xv. ‘Maharashtra Board’ means Maharashtra Board of Secondary and Higher Secondary 

Education 

Note: For the purpose of this HR Manual, references to the masculine gender include the 

feminine and singular includes the plural and vice-versa.  

i. Members of the Teaching Staff mean the members of faculty, i.e. Directors, Principal, 

Vice Principal, Librarians, Professors, Associate Professors, Assistant Professors, Lecturers, 

Assistant Teachers etc. as notified from time to time; 

ii. Any other person appointed specifically to be a member of the Teaching Staff by the 

HEC. 

iii. Non-teaching staff/Administrative Staff will mean and include all other employees not 

covered under (i) & (ii) above. 
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Chapter - 3 

Organizational Chart 
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Anna Leela College of Commerce & Economics 

and 

Shobha Jayaram Shetty College of BMS 
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Ramanath Payyade College of Hospitality Management 

Studies 
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Uma Krishna Shetty Institute of Management Studies 

and Research 

 

 

 

 



 

Page 15 of 110 
 

Arathi Shashikiran Shetty Junior College 

 

 

 

 

 



 

Page 16 of 110 
 

 

Centralized Administrative Department 
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Chapter – 4 

Classification of Employees 
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All employees covered under these service conditions and for administrative purpose shall 

be defined as below-  

(i) Permanent Employee/Whole time Employee : 

Permanent Employee/Whole time Employee of the Higher Education Institutions 

shall mean a teacher/ employee who have been appointed on a regular basis. 

They shall be classified as follows for certain administrative purpose. 

a. Group A: 

The positions carrying scale of pay with minimum basic monthly pay of 

Rs.15,600/- and above. 

Examples: Heads of the Institutions, CAO, Professor, Associate Professor, 

Assistant Professor etc. 

b. Group B: 

The positions carrying scale of pay with minimum basic monthly pay of 

Rs.9,300/- but less than Rs.15,600/- . 

Examples: Assistant Teacher, Accountant, Office Superintendent, Assistant 

Executives, Head Clerk, etc. 

c. Group C: 

The positions carrying scale of pay with minimum basic monthly pay of 

Rs.5,200/- but less than Rs.9,300/- . 

Examples: Senior/Junior Clerk, Administrative Assistant, Lab Assistant etc. 

d. Group D 

The positions carrying scale of pay with minimum basic monthly pay of less 

than Rs.5,200/- . 

Examples: Office/Lab/Kitchen Attendants, Peon etc. 

(ii) Temporary Teacher/Staff: 

"Employee on Temporary basis shall mean a teacher/ employee who have been 

engaged for a fixed term /tenure which will be specified in the letter of offer of 

engagement. The working hours, and benefits shall be in parity with permanent 

teacher / employee as per the contract. He will also be eligible for all statutory 

benefits available to a permanent employee proportionately according to the 

tenure of service rendered. Such a teacher / employee can be services ceased 
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automatically on expiry of the fixed term or in accordance with the stipulation 

contained in the letter of offer. 

(iii) Visiting Faculty: 

The Visiting faculty shall mean a Teacher who has been engaged to teach one or 

two subjects due to exigencies of workload for a period not exceeding one 

academic semester on suitable terms and conditions.  

(iv) Adjunct / Part Time Faculty: 

"Part time teachers” shall mean any person who is employed for a fixed period in 

the Institutions and shall serve the specified number of hours / days per week as 

per the contract of service. At the end of the specified period of contract of 

service, the same shall automatically cease and such a teacher cannot claim 

regularization of his / her job.  

(v) Guest Lectures: 

A Guest Lecture shall mean a subject expert or expert from Industry who has 

been invited to deliver guest Lecture on any particular topic/subjects. 
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Chapter- 5 

Appointment & Employment 
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(5.1) Appointment & Employment:  

All appointments will be made by the appointing authority in accordance with the rules of 

the Institutions. 

(i) An appointment shall be valid only after an appointment letter has been issued to an 

employee. The appointment will be subject to the information furnished by the employee at 

the time of the interview. However, in the event of any material information being 

suppressed or any information given therein being found incorrect or false or misleading at 

any time subsequently, the appointment will be held void on this count itself.  

(ii) The appointing authority is free to conduct background verification checks for all its 

employees at any point of time during the tenure of their employment with the Institutions.  

(iii) The management reserves the right to call for the original copies of the certificates of 

credentials of any employee at any time and non-production thereof shall be deemed to be a 

willful and deliberate act liable for disciplinary action. Onus of proving authenticity of 

documents lies with the employee. 

(iv) The appointment letter issued to the employee shall state the nature of appointment and 

the appointment letter shall be in duplicate duly signed by the appointing authority and one 

copy of the said appointment letter must be signed by the concerned employee and returned 

to the office as a token of acceptance within 48 (Forty Eight) hours of issue. 

(v) The employment and its continuance will also be subject to the appointee being found 

and continuing / remaining to be found medically fit by a medical officer of the Institution's 

choice, if the Institution considers a medical examination / re-examination a requirement. 

The opinion of the medical officer shall be final and binding and the employee shall be 

liable to be discharged from employment if certified as medically unfit for further service.  

(vi)A permanent employee shall hold office until he attains the superannuation age of  

60 (sixty) years. 
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Note- For Head of the Institutions, the age of superannuation/ retirement may be extended 

till 65 years. 

(vii) Employees names will be recorded as declared in the PAN Card / Passport / Voter ID 

Card / Driving License, & shall not be changed under any circumstances, unless it is done so 

in compliance with the law.  
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Chapter -6 

Nature of Appointment  
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1. Appointment on Contractual Basis (Fixed Term Contract): 

The Higher Education Institutions would appoint candidate on contractual basis only 

if his requirement is for Fixed /short period of time. Candidate appointed on 

contractual basis will not be placed on pay roll of any of the Institution. The said 

candidate would be paid remuneration through cheque.      

2. Temporary Basis: 

a) Teaching staff: - The Candidates who are qualified but not Eligible according to 

the University/UGC/AICTE/Education Department would be appointed on a 

Temporary basis for a period of maximum of 11 (eleven) months. The candidates 

with satisfactory performance may be re-appointed on Temporary basis for 

further period of 11(eleven) months. The said staff will remain as a temporary 

staff till the time he fulfills required Eligibility criteria which includes approval 

by the concerned approving authority. 

 

The Qualified and eligible candidates with experience of less than 1(one) year 

will be appointed on a temporary basis for the period of 1(one) year such 

personal will not entitled for the salary of May month unless they are rejoining in 

the month of June. 

 

b) Administrative Staff: - The eligible & qualified staff having experience of less 

than 2 (two) years in relevant field would be appointed on temporary basis for 

the period of 1 (one) year.  

 

c) Non-Teaching Staff/Attendant:-The staff with minimum qualification HSC/SSC 

would be appointed on temporary basis for the period of 1 (one) year. After the 

completion of temporary period the staff would be appointed on probationary 

basis for a period of 2 (two) years. 

Note: Temporary period may be exempted for experienced candidate. 
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3. Probationary Basis: 

a) Teaching staff:- 

The qualified and eligible candidates having experience of more than 2 (two) 

year, the Candidates those who have completed 1 (one) year of service on 

temporary basis and the non-eligible candidates working with Bunts Sangha’s 

Higher Education Institutions for more than 2 (two) years and have acquired 

eligibility during said period would be appointed on Probation basis for a period 

of 2 (two) years. 

 

The Qualified and eligible candidates who have worked with Higher Education 

Institutions for 1 (one) year on temporary basis and have successful completed 1 

(one) year of probation period may be confirmed in his service by waiving off 

remaining probation period of 1 (one) year. The Heads shall submit the Half 

Yearly and yearly performance report to the management.    

 

b) Administrative Staff: - The Qualified candidates having experience of more 

than 2 (two) years in relevant field and the candidates in service with Bunts Sangha’s 

Higher Education Institutions for more than 1 (one) year on temporary basis would 

be appointed on probationary basis for a period of 2 (two) years if the vacancy exists.  

 

The candidates who have worked with Higher Education Institutions for 1 (one) year 

on temporary basis and have successful completed 1 (one) year of probation period 

may be confirmed in his service by condoning remaining probation period of 1 (one) 

year only on exceptional cases. 

 

4. Confirmation:- 

After the successful completion of Probation period the employees will be 

confirmed in his/her position and will be placed on pay Scale.  

 

5. Termination:- 

The services of the Teaching staff who are appointed on temporary basis would be 

terminated at the end of Academic year i.e April 30 of each year. 



 

Page 26 of 110 
 

 

If the performance of the employee working on probation basis is found to be 

unsatisfactory then the services of such employees would be terminated without 

assigning any reason during any stages of Probation Period. 

 

Services of an employee may also be terminated if he/she found guilty after 

investigating the allegations tantamount to constitute gross misconduct.  

 

Examples of gross misconduct 

 Academic misconduct – such as falsification of examination or any other 

significant college data 

 Assault on another employee, student or member of the public 

 Breach of Confidence – serious and/or persistent breaches of confidence 

 Dishonesty – Theft, fraud or falsification of records 

 Unlawful Discrimination – intentional unlawful discrimination or serious 

bullying and harassment of employee or student. 
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Chapter – 7 

Transfer 
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 (7.1) Transfer:  

The management, at its own discretion, shall have the right to transfer any employee from 

one branch / wing / place to another. The management may depute an employee for duty 

within Mumbai and /or extended parts of Mumbai, to another Institutions formed by the 

same society / trust, in connection with the work of the Institutions/s, which may include 

sending an employee to some other city / place within India for acquiring skills, attending 

workshops, etc. or for exigencies and requirements of work. Upon transfer, the transferred 

employee shall be bound and governed by the terms and conditions of service as applicable 

at the transferred place.  
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Chapter – 8 

General Guidelines 
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(8.1) General Guideline:  

(i) Institutions timing are from 7.45 am to 6:00 pm existing timing as per Institutions, with 

each Institutions having their own set of timings ie. ALSJ College – from 7.40 am to 2.20 

pm,  

RPH College – from 9.30 am to 5.00 pm, UKS College – from 9.30 pm to 5.00 pm and 

ASJC College - from 11.30 am till 6.00 pm. 

(ii) Every employee shall observe punctuality and in the event of any employee being late by  

15 (fifteen) minutes or more (but not more than 30 minutes), beyond three occasions in a 

month, she/he shall be considered to be on “Casual leave” for a day, but they have to 

complete stipulated working hours. If there is no credit of Casual leave, salary for one day 

will be deducted and shall be treated as Leave without pay (LWP). 

(iii) If an employee continues to come late despite the deduction of Casual leaves / LWP - 

this act of the employee shall qualify as an act of habitual late-coming and the same shall 

invite a disciplinary action. 

 (iv) Every employee required to present on the last working day of the term (before the 

Institutions closes for vacation) or the day Institutions re-opens (after vacation). If any 

employee absents on the above mentioned day, disciplinary action will be taken as per 

University/ AICTE/ DTE/ Board norms. 

(v)Every employee should record his / her attendance in the attendance log book / punch in 

where there are biometric devices or any other time keeping device.  

(vi) If an employee is found to misrepresent the attendance data, such as – entering a wrong 

time of entry / fudging the attendance details / misrepresenting the attendance timings, a 

disciplinary action would be taken.  

(vii) No employee should leave the Institutions premises during the Institutions hours. 

Should there be a dire need; a written permission from the Principal is a must. The 

movement register should be updated accordingly.  

(viii) If an employee has to go outside the Institutions on official work (during the official 

hours), an employee should submit an “on duty leave” application form duly signed by the 

Director/Principal/Vice Principal/CAO.  
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Note - Please refer appendix for “On duty leave” application form  

(x) An employee, who after presenting him / herself for duty, is found absent from duty or 

from his / her place of work, during the workings hours without permission, will be treated 

as an absentee without authorization for the whole day. Such a case shall be treated as 

“LWP” & will not earn any salary for said absence.  

(B) Dress Code:  

(i) Applicable to all the employees who are on the Institutions’ payroll.  

Do's for Male Staff / Female Staff  

Full / Half Sleeved Shirt, Sarees, Formal Trousers, Salwar / Churidar Kameez, Business 

Suits, Formal Shoes, Pants, Suits / Knee Length formal skirts, etc. The Smart Casuals are 

allowed to be worn on Saturdays except during formal functions. 

*Slippers / Sandals /Sports Shoes (exception for Sports Teacher) for Male employees is 

strictly prohibited  

Note – 1) For all formal occasion/event, formal dress code for male and female employee is 

must which include full sleeve shirt & trouser for male employees and saree/ Business Suits 

for female employees.  

2) Track suits, athletic shoes / sports shoes are allowed only for physical education & dance 

teachers.  

Employees are requested to appreciate the spirit and the purpose behind the implementation 

of the dress code. Violation of the Institutions code, however simple, amounts to indiscipline 

and sets a negative example for our students. Please ensure that the code is not violated in 

letter or spirit. Disciplinary action will be taken against any employee who fails to abide by 

the dress code.  

(C) Language:  
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(i) All employees should be always be polite to their fellow employees.  

(ii) Use of abusive language and harsh tones is not allowed under any situation.  

(iii) English is the official language. Every teacher except 2nd language teachers shall 

interact with the students & colleagues in English language thereby maintaining a common 

platform for communication in the Institution.  

Don’ts for both -Male & Female staff  

Faded / Torn Jeans / Round collared T-shirts / Tracksuits Sleeveless T shirts / Muscle Tees.  

(D) Pay & Allowances:  

(i) The management of the Institutions has the sole right to fix and revise the pay- scales and 

allowances for employees employed with the Institutions. 

(ii) Increments are not automatic and shall be earned by the employee. The criteria for this is 

based on work, competence, conduct, performance, discipline, punctuality, attendance etc. 

The management reserves the right to give additional increment to any employee for 

exceptional merit, in a year. It is to be understood that no increment, whether normal or 

additional / exceptional, can be claimed as a matter of right.  

(iii) If the salary remains unpaid due to the death of an employee, the same shall be paid by 

the management /Institutions when an appropriately substantiated claim is presented by his / 

her heir or legal representatives within two years from the date on which the salary became 

due.  

(iv)Promotion is defined as higher level of responsibilities. It entails advancement of 

employee in terms of pay.  

(v) An employee’s performance (result oriented) & attitude towards work will play a crucial 

role in their promotion review.  
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(vi)Management reserves the right to promote an employee who shows higher level of 

performance & commitment. Promotion cannot be claimed as a matter of right.  

8.2) RECORD OF SERVICE, SENIORITY, PROMOTION AND REVERSION 

 

Record of Service 

A record of service i.e. a Service Book shall be maintained as a regular legal document by 

the HR Dept. in respect of each employee at such place or places  and shall be kept in a 

prescribed format and shall contain such information as may be specified from time to time 

by the Management. 

Seniority 

a) The seniority of the employee in a cadre in the Institution shall be determined on the basis 

of date of continuous service in that cadre. The date of joining the service on probation or as 

the case may be, the date of promotion shall be taken as the date of continuous service for 

this purpose. 

b) The employee confirmed in a permanent post shall rank higher to that appointed in 

officiating capacity. The seniority of the employee confirmed in a cadre shall be determined 

on the basis of the date of confirmation in that cadre. 

c) If more than one employee is appointed by open competition or on recommendation of 

the Selection Committee and if they complete their probation within normal uniform 

probationary period, the seniority of the candidates selected at the same interview shall be in 

the order in which they are ranked by the Selection Committee, irrespective of the dates of 

their joining the duties or the dates of their confirmation. Provided that, in case the 

probationary period of the employee appointed on probation is extended beyond the normal 

period of probation and his date of confirmation having been postponed to any subsequent 

date, his seniority shall be determined with reference to the date from which he completes 

his probationary period. 
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d) The employee promoted to a post in higher cadre shall rank below those employees in 

that cadre on the date of his promotion irrespective of their interest - seniority in the lower 

cadre. The employee promoted to a post in higher cadre earlier shall be considered senior to 

the employee promoted to that cadre at a later date, irrespective of their respective seniority 

in the lower cadre or the pay drawn. 

 

e) The employee reduced to a lower cadre by reversion, shall be considered senior most in 

the lower cadre unless the authority ordering such reduction or reversion directs that he shall 

rank in such lower grade or cadre next below any specified member thereof. 

 

Promotion 

a) Avenues of internal promotion will be made available to the non-teaching employees of 

the University. 

b) Internal promotion is not a right of any employee. No employee shall claim promotion to 

higher post on the basis of merit or seniority or any other such criterion. 

c) The Management shall have discretionary authority in the matters of identifying the posts 

for internal promotion. 

d) The promotions will be merit based and the employee’s qualification, experience, 

seniority and record of performance will be taken into consideration while considering his 

case for promotion. 

(E) Travel guidelines:  

Objective and scope  

The objective of this policy is to provide guidelines to Institutions’ employees when 

travelling for official purposes.  

1. Definition - Official Travel  

Business travel is generally defined as travel to or from a temporary work place  

(for example, any Institutions visits or deputation as authorized by the Management/Head of 
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the Institutions) the employees have to undertake while performing their duties, but not 

personal travel or regular commuting between home and office.  

2. Detailed guidance  

The Institutions wishes its employees to travel and conduct business in comfort and expects 

that in return, each employee will exercise good judgment and discretion while incurring 

business related expenses. Accordingly, entitlement rates have been set out and these must 

be strictly conformed to.  

2.1 Travel authorization:  

It would be the employee’s responsibility to obtain approval from higher reporting Head of 

the Institution prior to booking travel. Any cost incurred on unapproved travel will not be 

reimbursed by the Institutions. A copy of the approval should be filed together with the 

expense claim.  

2.2 Travel allowance: Please refer to section 3  

2.3 Food and accommodation: Please refer to section 3  

2.4 Travel advance:  

Employees travelling regularly can avail a travel advance of up to INR 5,000, post approval 

of their reporting Principal. The travel advance has to be requested a minimum of seven 

working days before the date of travel. The amount would be credited into the employee’s 

respective salary account. The travel advance needs to be settled within seven working days 

of the completion of travel. In the event that the travel advance remains unsettled beyond the 

specified period, the Institutions management holds the right to settle it in the following 

month’s salary. Any advance would be made available only after settlement of the previous 

advance amount.  

2.5 Leave during travel:  
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While travelling on authorized work assignments, if an employee takes leave, he will not be 

entitled to any expenses for the period of leave. Such leave must be approved prior to 

proceeding on a travel by the reporting Principal.  

3. Eligibility:  

Travelling and halting allowances 

 

a) Local Travel 

Employees of the University traveling on official local duty will be reimbursed travel expenses 

on the following basis: 

Group ‘A’ : Taxi Fare at actuals 

Group ‘B’ : First Class Train Fare and taxi / auto 

Group ‘C’ &‘D’ : Bus/Train (second class) 

Those using personal car and scooter for official work will be reimbursed expenses as per the 

rates prescribed by the Institute from time to time. 

 

b) Outstation Travel 

Employees of the Institute traveling on official outstation duty will be reimbursed travel 

expenses on the following basis subject to approval by the management. 

Group A Air/2 Tier/3 Tier AC/ AC Bus/ 1st Class / 2 Tier AC 

Group B Chair Car/3 Tier AC/2 Tier AC/1st Class/AC Bus 

Group C & D II Class Train/ Bus 

5. General:  

 An employee, while on travel is expected to maintain high norms of 

conduct/behavior consistent with Institutions’s code of conduct and repute.  

 Claim will be rejected for non-submission of receipts. 

 While seeking reimbursement for expenses incurred towards travelling by flight 

please ensure the claims are supported by the respective boarding passes.  

 All claims will be reimbursed once a month along with the monthly payroll, only 

after the settlement of the previous advances, if any.  
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 Any arrangements where an employee uses Institutions facility such as, but not 

limited to, the Institutions vehicle, guest house, canteen, etc. will not be eligible for 

reimbursement claims.  

 All employees have to record their travel (Date, type of travel, odometer reading at 

the start and end of travel, etc.) in the travel register maintained by their respective 

Institutions.  

 Employees who willfully act in violation of this policy may be denied 

reimbursement or shall face disciplinary action.  

 With reference to the travel policy, the reporting manager of the Heads of Institution 

would be the Office Bearers and for rest of the employees it would be the Principal 

In the absence of the Principal, the employees are to reach out to the business heads 

for approvals. 

6. Workflow for submission of travel claims: 

Step 1: Employee to fill in the details of the travel expenses in the given format.  

(Please refer to the appendix for the form.) 

Step 2: Submit the completed form (soft copy) to your respective reporting Principal through 

email for approval. 

Step 3: Once approved by the reporting Principal, submit the form along with bills / receipts 

to the accountant of the Institutions. 

Step 4: Reimbursement will be made once in a month, along with the monthly payroll, after 

settling all previous cash advances, if any. 

(F) Leave Policy Guidelines: 

All the employees of Higher Education Institutions are governed by the Leave Policy 

devised by the Management. The said policy is broadly based on the guidelines given by the 

Government of Maharashtra/ University of Mumbai /University Grant Commission/ AICTE.  
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Purpose of Leave:  

Leave is granted to employees with the good intention of providing rest, recuperation of 

health and for fulfilling social obligations. This provides for a healthy and efficient staff for 

the Organization. 

 

I. Applicability: 

 Leave cannot be claimed as a matter of right and leave may be refused or revoked by 

the Heads of the Institutions, based on the critical requirements at the Institutions. 

 

 The authority to sanction leave shall be vested in the Management/ Heads of the 

Institutions/Administrator/Higher Authority.  

 

 Cancellation of leave request – any cancellation will need an approval from the 

Heads of the Institutions. Employee will have to accordingly update the same on the 

attendance register where attendance is documented manually. 

 

 Any employee who goes for leave should ensure that they have made the necessary 

arrangements with the person responsible, who would take care of the routine work 

during their absence. 

 

 If the exigencies  so require, discretion to refuse or revoke leave of any description is 

reserved by the Management /Principal/Administrator and an employee already on 

leave may be recalled by the Higher Authority considers necessary in the interests of 

the service of the Institution. 

 Leave year is from 1st January to 31st December for Non-Teaching/Non Vacation 

staff and 1st June to 31st May for Teaching/Vacation staff. 

 

 Applicable leave is credited to the employee’s leave account twice on the 1st of 

January and 1st July for Non Vacation staff and 1st June and 1st December for 

vacation staff. 
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 Subject to the provision of these regulations following leaves may be to a permanent 

employee: 

 

 Casual Leave (CL) 

 Medical/Sick (SL) 

 Earned Leave (EL) 

 Maternity Leave (ML) 

 

 The Leave policy is applicable for all permanent staff of Higher Education 

Institutions.  

 

 Employees who are appointed during the course of the year shall be entitled to the 

above leaves on pro-rata basis.  

 Any leave availed by a new employee in his first month of service shall be treated as 

leave without pay. 

 Employees whose date of joining service falls between 1st to the 15th of a month are 

entitled to get the leave credit for that month &Employees whose date of joining 

service falls between 16th to the end of the month are not entitled for the leave credit 

for that month. 

 If an employee is relieved on any day between 1st to 15th of a month, then he  is not 

entitled for leaves due for that month &If an employee happens to leave on any day 

between 16th to the end of the month then he  is entitled for leaves due for that 

month. 

 

a. Casual Leave (CL): 

All teaching &non-teaching employee shall be eligible for casual leave up to a maximum of 

12 (twelve) working days in each calendar /academic year. 

Casual leave shall be granted on pro rata basis. Casual leave and holidays pre-fixed or 

suffixed should not exceed 6 days at a time. Intervening National / declared / festival / 

weekly off days will not be counted as a part of the leave. 
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Ordinarily all applications for casual leave are required to be submitted at least a day before 

the date for which such leave is required.  Prior sanction must be obtained before proceeding 

on leave. 

In case of emergency where prior application is not possible, application for leave should be 

submitted within 24 hours from the time of resuming duty.   

A staff member who is compelled to stay away from duty due to unforeseen and 

unavoidable circumstances is expected to inform the Institutions Office of his absence or 

leave over a phone, email, SMS  or through a messenger  

Balance CL remaining unutilized as on 31st December/31st May will lapse. 

Leave application should reach the HR department within 3 working days of rejoining the 

duty after availing leave. 

 

b. Earned Leave (EL): 

i. Teaching/Vacation Employee: Teaching staff and employees who are entitled 

for vacation are not eligible for earned leave. 

ii. Non-teaching/Non-Vacation Employee:  Every non-teaching employee shall be 

entitled to earned leave at the rate of 30 (Thirty) days  

iii. Criteria for granting Earned Leave shall be as follows:  

1. The days served under probation will be taken into account for Earned Leave 

eligibility. 

2. EL can be availed only on prior approval.  

3. National / declared / festival / weekly off days can be prefixed and / or suffixed to 

EL. 

4. Intervening National / declared / festival / weekly off days will be counted as a part 

of the leave. 

5. Minimum 3 (three) days are required for EL and less than three days leave 

sanctioned by higher authority. 

6. Balanced EL remaining unutilized as on 31st December can be carried forward. 

7. EL can be accumulated for a maximum of 180 (one hundred and eighty) days.  
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8. Accumulated EL up to 180 (one hundred and eighty) days can be encashed at the 

rate of last salary drawn (excluding HRA and TA/CLA last drawn salary or during 

final settlement in case of resignation / retirement / termination. 

9. Any absence of more than the number of EL sanctioned will be treated as leave 

without pay. 

10. An employee shall not be granted earned leave at one time for more than 30 (thirty) 

days. 

11. Applications for earned leave should be submitted maximum 7 (seven) days in 

advance.  

12. Earned Leave cannot be taken more than 4 ( Four ) times in a calendar year. 

13. Extension of Earned Leave shall not be permitted except under exceptional 

circumstances and extension will at sole discretion of the Management 

14. Earned Leave cannot be clubbed with the Casual or Maternity Leaves. 

 

c. Sick Leave (SL) 

1. 9 (Nine) days of Sick Leave (SL) in a calendar year would be granted for 

every completed year. 

2. A minimum of half SL can be availed & a maximum of whatever is required or 

whatever is available, whichever is lesser.  

3. If SL extends three days or more, the application has to be accompanied with a 

Doctor’s certificate. 

4. In case adequate number of SL is not available with an employee, he can club EL 

with it. If EL is also not available, then it will be treated as Leave without pay. 

5. Intervening National / Festival / Declared holidays will be counted as part of the 

leave. 

6. Balance SL remaining unutilized as on 31st December will be carried forward to 

the next year. 

7. Maximum of 60 ( Sixty ) days of SL can be accumulated after which it will start 

lapsing 

8. Inability to attend office because of any sickness should be notified to the leave 

sanctioning Authority on the same day through phone/SMS/Mail. 
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9. Leave application should reach the HR department within 3 (three) working days 

of rejoining. 

d. Maternity Leave (ML): 

1. 90 (Ninety) days of paid Maternity Leave is allowed to all female staff. 

2. A female employee can adjust this leave before and after the delivery of child 

totaling it to 90 (ninety) days.  

3. This leave cannot be availed more than twice during the entire period of service. 

4. Intervening National / declared / festival / weekly off days will be counted as part 

of leave. 

5. If, because of any complication or any other reason, leave has to be extended, it 

can be done for maximum of 180 (one hundred and eighty) days but will fall 

under Leave without Pay. 

6. “Maternity leave cannot be availed in continuation with vacation. The maternity 

leave cannot be prefixed or suffixed to vacation. In case maternity leave is availed 

in continuation with vacation, the vacation period will be treated as part of 

maternity leave”. 

 

(II)  Probationary, Temporary and Part-Time Employees: 

  

 Probationer shall be entitled for the Casual Leave, vacation (for teaching staff) 

/Earned leave (for non-teaching staff). Sick leave would be credited to the account of 

Probationary staff but can be availed only after completion of 1 (one) year of service.  

All female staff members who are confirmed in their position would be entitled for 

90 days of paid Maternity Leave. 

 

 Temporary Employee (Teaching and Non-Teaching) shall be entitled for the Casual 

Leave, vacation (for teaching staff) /Earned leave (for non-teaching staff). Paid 

vacation would be granted to teaching staff (working on temporary basis) only if 

staff has served for entire academic year. Sick leave would be granted only after 

completion of 1 (one) year of service. Female staff members who are recruited on 

temporary basis would not be entitled for paid Maternity Leave. 
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 The employee on fixed term contract basis for year (Teaching and Non-Teaching) 

shall be entitled for 20 (twenty) days of CL/ SLLeave during his / her annual contract 

on pro-rata basis. No other leave would be granted to contractual staff. 

 Part-Time/Adjunct Faculty shall be entitled for Casual Leave and vacation. Sick 

leave would not be granted to these employees.  

 Part Time Counselor, working on fixed days basis would not be entitled for Casual, 

Earned, Sick leave, but would avail Diwali and Summer vacation after taking prior 

permission from the Management  

 The employee who has not completed 1 (one) year will be given applicable Leaves 

on pro-rata basis.   

 (III) Encashment of leave: 

(a) Retiring on superannuation: 

 An employee retiring on superannuation shall be eligible to receive payment of cash 

equivalent to leave salary in respect of the period of earned leave at his credit at the 

time of retirement subject to maximum of 180 (one hundred and eighty) days. The 

cash payment shall be equal to Basic Pay, Grade Pay, Dearness Allowance and 

Special Allowance (Excluding HRA and TA/CLA) for the period of leave 

surrendered. 

(b) Death while in Service: 

 In case of any employee dies while in service, the cash equivalent to his Earned 

leave salary admissible on the date immediately following the death and in  case not 

exceeding leave salary for 180 (one hundred and eighty) days shall be payable to 

his family. The cash payment shall be equal to Basic Pay, Grade Pay, Dearness 

Allowance and Special Pay (Excluding HRA and TA/CLA) for the period of leave 

surrendered. 

(c) Resignation: 

 An employee who resigns or quits service shall be entitled to cash equivalent in 

respect of earned leave of his credit on the date of cessation of service, subject to 

maximum of 180 (one hundred and eighty) days. The cash payment shall be equal 

to Basic Pay, Grade Pay, Dearness Allowance and Special Allowance (Excluding 

HRA and TA/CLA) for the period of leave surrendered. 
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Leave without Pay:- 

The employee is responsible for getting his / her leave approved before taking leave. It is an 

employees’ responsibility to ensure that when leave is taken without prior information, it is 

regularized in the shortest possible time. 

a. Leave without Pay (LWP): Leave taken in excess of entitlement/absence without 

approval will entail leave without Pay (LWP).  

b. Absence without approval -  If the employee is absent without any prior 

approval then the Heads of the Institution/Department reserves the right to consider 

the uninformed leave as leave without Pay (LWP). 

(G) Compensatory Off: 

Compensatory Off is to be given to all employees who shall come & work on holidays (not 

vacation) for the Institutions. 

Note – (Please refer appendix for “Compensatory off form”) 

Procedure: 

 

As a matter of principle, it is the responsibility of the Head of the Institutions and Chief 

Administrative Officer to refrain their subordinates from working on Weekly-off days and 

Holidays. This can be achieved by effective Resource Management by the Head of the 

Institutions and Chief Administrative Officer.  

 

The Employee shall obtain prior permission from the Head of the Institutions and/or Chief 

Administrative Officer for permitting an individual to work on weekly off day and holiday. 

 

Availing Comp-Off:  
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1. A compensatory-Off earned shall be availed within 30 (thirty) days of its credit, else 

it shall lapse. 

2. The staff should seek prior approval from leave sanctioning Authority so as to avail a 

compensatory off.  

3. Employee will be allowed to take only two Compensatory – Offs in a 30 (thirty) 

days. 

4. Compensatory Off cannot be encashed and cannot be clubbed with any other leaves. 

5. Compensatory Off can be prefixed or suffixed with Weekly “Off” but not both. 

6. An Employee shall work minimum for 5 (five) hours on weekly off day/Holiday to 

avail compensatory off. 

 

Earned Leave credit for vacation not availed: 

Procedure:- 

Head of the Institution has discretionary authority to revoke/cancel the vacation given to any 

or all staff members as and when their services are required by the Institutions. 

 No staff is entitled for Earned leave unless his/her vacation is revoked by the Head of 

the Institution in writing stating reason for revocation of vacation. 

 The total number of days of vacation revoked/cancelled would be credited as Earned 

Leave to the leave account of the staff member at the rate of 2:1(i.e for every two 

days of vacation cancelled one Earned leave will be credited). 

 The Earned Leave thus credited to the account can be availed as per the policy for 

Earned Leave. 

 An Employee shall work minimum for 5 (five) hours on Vacation to avail 

compensatory off. 

(H) Health & Safety guidelines: 

(i) Employees shall be responsible for properly safe-guarding the Institutions property 

entrusted to them and shall undertake proper maintenance and care of the same. 

(ii) All cases of accident arising out of and in / during the course of employment shall be 

reported by the affected employee to the management immediately. Such cases will be dealt 

with as per the relevant and applicable provisions of law. 
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(iii)Medical facilities providing basic first-aid necessities will be provided to employees for 

any accident on Institutions campus while on duty. 

(I) Physical entry, exit and search: 

(i) All employees shall enter and leave the Institutions premises only by the gates specified 

for this purpose. The gates shall be kept closed during the working hours and no employee 

shall be entitled to leave the Institutions premises during the working hours without prior 

written, specific permission from the Heads of the Institution/Head of the Department/CAO. 

(ii) The Institution reserves the right to conduct a search on an employee’s personal 

belongings prior to his/her leaving / entering the Institutions premises, if so warranted for 

any reason, at the sole discretion and at the orders of the Principal. 

(J) Regulation of hours of work and duty chart: 

Working days of Teaching Staff and Non-Teaching Staff: 

The working days for the Staff are from Monday to Saturday.  2nd and 4th Saturday or 1st and 

3rd Saturday is a holiday as intimated accordingly by the Management/Educational Heads to 

their concerned staff.  

Note: The Institutions working days and timing may change and will be applicable to all 

the employees as communicated by the Principal from time to time as deemed fit and 

approved by the management. 

 Teachers may be required to report for training / workshops / extra classes during 

vacations which shall be announced from time to time 

 For employees on probation, payment of salary during the months of summer vacation 

will be admissible / paid within 30 (thirty) days of re-opening of the Institutions after the 

vacation, provided the employee has joined the Institutions on the first day of work after the 

vacations or as directed by the Principal of the Institutions. 

 The time table shall be shared with academic staff by the Principal. 
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 The services of all employees of the Institutions have been retained on a full day basis and 

may extend to a period of 8 (eight) hours per working day. 

 

 

 

(K) Health Insurance: 

All the employees shall be covered by the “Group Personal Accident Policy” taken up by the 

Institutions. 
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Chapter-9 

Performance Management System 
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(9.1) Performance management system: 

 Performance management is a continuous process for identifying, evaluating and 

developing the work performance of employees, so that the goals and objectives are 

effectively achieved, while at the same time benefiting the employees in terms of 

recognition of performance, professional development and career objective. 

 It is also used to describe the process set by the Institutions to ensure that all employees 

are aware of the level of performance expected of them in the particular role. 

Objective 

 To review the performance of the employees over a given period of time 

 Providing feedback is an important factor for an organization to have a performance 

management system. 

 The performance management system encourages performance improvement of an 

individual. 

 The performance management system identifies the necessary training and development 

that an employee needs, to close the gap between the current performance and the desired 

performance 

Performance appraisal team  

Performance appraisal team consists of the following  
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1. Appraisee– is the employee who is getting appraised on his / her 

performance. 

2. Appraiser – is the reporting authority / reporting manager of the employee 

who is getting appraised. 

3. Reviewer –the person responsible for reviewing the appraisal process 

 

 

 

 

 

 

 

 

 

 

Chapter - 10 

Code of Conduct 
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(10.1) Code of conduct: 

Introduction: The code of conduct for employees provides a framework of principles to 

guide them in discharging their obligations towards students, parents, colleagues and 

community. Ethical principles governing the teaching profession is essential to ensure 

‘professionalism’ among teachers & other employees. 

Preamble 

1. Recognizing that the community respect and support for the employees are dependent on 

the employee’s professionalism. 

2. The need for self-direction and self-discipline among the employees.  

Code of Conduct for an employee is an attempt to provide direction and guidance to every 

employee in enhancing the dignity of their professional work. 

Obligations towards students: 

An employee: 

1. Treats all students with love and affection. 

2. Respects the value of being just and impartial to all students irrespective of their caste, 

creed, religion, sex, economic status, disability, language and place of birth. 

3. Facilitates the students’ physical, social, intellectual, emotional, and moral development. 
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4. Respects basic human dignity of the students in all aspects of Institutions life. 

5. Makes planned and systematic efforts to facilitate the student to actualize his/her potential 

and talent. 

6. Adapts his / her teaching to the individual needs of students. 

7. Maintains the confidentiality of the information concerning students and dispenses such 

information only to those who are legitimately entitled to it. 

8. Keeps a dignified demeanor commensurate with the expectations from an employee as a 

role model. 

Obligations towards parents, community and society: 

An employee: 

1. Establishes a relationship of trust with parents/guardians in the interest of all round 

development of students. 

2. Desists from doing anything which is derogatory to the respect of the student or his / her 

parents /guardians. 

3. Keeps the Institutions upper most in mind, refrains from taking part in activities that may 

spread feelings of hatred or enmity among different communities, religious or linguistic 

groups. 

Obligations towards the profession & colleagues: 

An employee: 

1. Strives for his / her continuous professional development. 

2. Creates a culture that encourages purposeful collaboration and dialogue among colleagues 

and stakeholders. 

3. Takes pride in the teaching profession and treats other members of the profession with 

respect and dignity. 

4. Refrains from accepting any gift, or favor that might impair or appear to influence 

professional decisions or actions. 

5. Refrains from making unsubstantiated allegations against colleagues or higher authorities. 
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6. Avoids making derogatory statements about colleagues, especially in the presence of 

students, other teachers, officials or parents. 

7. Respects the professional standing and opinions of his / her colleagues. 

8. Maintains confidentiality of information concerning colleagues and dispenses such 

information only when authorized to do so. 

9. Harassment, intimidation, bullying, any member of the Institutions community, whether 

by or against any student, staff, or other third parties, is strictly prohibited and will not be 

tolerated. Examples of such prohibited behavior include, but are not limited to, stalking, 

bullying / intimidating, menacing, coercion, taunting, making threats. This prohibition 

includes aggressive behavior; physical, verbal, and psychological abuse; and violence 

Obligations towards the Institutions 

1. If any employee wants to accept any job of a remunerative nature from any source other 

than the Institutions or conduct private tuition for students, he shall get a written permission 

from the Principal.  

2. An employee shall not accept gifts from students or parents or any other person with 

whom he has come into contact with by virtue of her / his position in the Institutions.  

3. Every activity / function forms an integral part of the organizational obligations and every 

member of the employee shall attend the same.  

4.In case the work or conduct of an employee is not satisfactory or if he remains absent from 

duty without prior intimation or if he disobeys the standing rules and regulations of the 

Institutions strict action will be taken against him / her. 

19.All employees are expected to observe and adhere completely to the highest standard of 

professional conduct. They shall, in all respects and at all times, maintain their conduct with 

integrity, propriety and decorum and must not under any circumstances, commit an act or 

omission that would cause damage to the Institutions, its property, reputation or general 

interests.  

21. An employee may be called upon to perform his duties within the group of Bunts 

Sangha’s group of Institutions. 
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Every Employee shall be strict when it comes to maintaining discipline amongst the 

students. However, corporal punishment and intimidation will not be excused by the 

Institutions management. The management reserves the right to take disciplinary action 

including termination of the employee based on the gravity and nature of the corporal 

punishment used and consequences followed.  

 

 

 

 

 

 

Chapter - 11 

Employees’ obligations 
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(11.1) Employees’ obligation: 

 No Employee during his / her service in the Institutions except with the written 

permission of the management, shall enter into the service of any other person / Institutions / 

firm or carry on any other business, profession, avocation, trade or like for gain or engage 

himself / herself, whether full time or part time, in any other activity as long as he is an 

employee of the Institutions. 

 No employee shall disclose or divulge confidential information belonging to the 

Institution, that he may come across in the course of higher responsibilities either to the 

Institutions and / or to anyone outside the Institutions and he shall use such confidential 

information only in connection with the services provided by her / him. 

 Further, no employee shall utilize any confidential information acquired in consequence 

to his / her employment for self benefit or for the benefit of any third party other than the 

Institutions which has disclosed such confidential information or for whom he has created 

the confidential information. 

 In case of an employee availing advance from the management for purchase of material or 

for any other purpose, he shall submit accounts of the same on any day within one week 

from the date on which the money has been taken. 
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 No employee shall enter into any kind of financial deals with his / her fellow employee or 

students or parents / guardians or vendors nor shall he accept any kind of gifts, gratifications 

from them without taking the prior written permission of the management. 

 Employees are permitted to bring any relative or a friend or any other person to the 

Institutions only after obtaining prior permission of the management. 

 An employee who has resigned or has been granted leave or has been put under 

suspension or has been discharged from service or in the event of the management having 

declared 'lock-out' or 'lay-off' or in the event of the employee not working for any other 

reason, shall leave the Institutions premises immediately. His / her presence inside the 

Institutions premises without the written permission of the management shall be believed to 

be an act of trespassing, which would result in disciplinary / legal action. 

 Employees shall refrain from undertaking private tuitions or coaching classes for the 

students of this Institutions or being employed at any coaching / tuition center or any other 

medium of offering teaching services online or offline without prior written permission of 

the management / head of Institutions.  

 Employees are expected to co-operate and extend their full support in organizing and 

conducting events and functions of the Institutions either during or after Institutions hours or 

even during Institutions off days / holidays. 

 No employee shall extend any nepotism to the students or relatives of another employee. 

Employees shall not show any favoritism or any discrimination on the basis of caste, creed 

or color. 

 Employees are required to comply with all the safety and security provisions of the 

Institutions. Further, they shall not refuse the allocated duty of accompanying the Students 

on Institutions excursions, tours / trips and their daily transportation to Institutions. 

 Joining or forming association by the employees: No employee shall join or continue to 

be a member of an association, the objects of which are prejudicial to the interests of the 

sovereignty and integrity of India or public order or morality or indulge in activities which 

are prejudicial to the interests of the sovereignty and integrity of India or public order or 



 

Page 57 of 110 
 

morality. He shall also not engage himself / herself or participate in any demonstrations, 

marches organized by such or any other association. 

 No employee shall get involved in any act of moral turpitude including unlawful acts, 

which may cause embarrassment or discredit and disrepute the Institutions. 

 Employees shall not take part in any unlawful agitation, strikes, work stoppages etc. He 

shall not publish information which he gathers in his or her official capacity without the 

management’s prior permission.  

 Every employee shall, at all times, maintain absolute integrity, devotion to duty and do 

nothing which is unbecoming of an employee and devote full time and energy to the 

Institutions duties. He shall serve the organization honestly and faithfully. Even while on 

leave he shall not directly or indirectly engage himself / herself in any other profession or 

business or trade or avocation and shall not have any dealings with persons or friends having 

business relations with the Institutions.  

 The employee shall not appear in a public place or on the premises of the Institutions in a 

state of intoxication or under the influence of any drug or alcohol. 

 No employee shall bring or attempt to bring any outside influence or pressure to bear 

upon / pressurize the management to further / accede to his / her interests in the Institutions. 

 No employee shall misuse the amenities provided for him by the Institutions for discharge 

of his / her official duties, including housing, transport, canteen facilities, etc. 

 An Employee whose services are required at any time by the management and considered 

necessary and who is called for duty at any time even during off hours / off days / holidays 

will be bound to facilitate the same and report for duty.  

 When due to any reason, the management is not able to provide an employee the work for 

which he was engaged, he may be assigned any other work and it will be unlawful on the 

part of the employee or to refuse the same. 
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 All employees are strongly encouraged to distinguish between Institutions and personal 

interests. For instance, Institutions material, equipment, facilities etc., should not be misused 

and/or taken for personal purposes. 

 Employees should avoid actions which damage the reputation and discipline of the 

Institutions. Whenever an employee is invited by external agencies / education institutions / 

professional bodies etc., to deliver lectures / make presentations etc., he should first take 

approval by making a written request to the Principal. 

 An employee is required to be conscious of time and cost issues and shall not indulge in 

misuse of the same. 

 

 

 

 

 

 

Chapter – 12 

Misconduct & Grievance handling 
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(12.1) Misconduct & grievance handling: 

(A) Acts constituting misconduct: 

The following acts or omissions shall, inter alia, constitute specific acts of misconducts on 

the part of an employee of the Institutions. The following list is only illustrative and not 

exhaustive as the term misconduct comprehends within its fold all such acts of omission / 

commission which have the effect of subverting discipline, reputation and well being of an 

institution and or its working / working practices. 

 Habitual breach of any of the provisions drafted in these service conditions or in rules 

framed or instructions issued by the management from time to time. 

 Violation or disobedience of any provision of any government laws or government 

legislation regarding the affairs of the Institutions or Rules or Instructions or awards or 

agreements or settlements or decisions in force from time to time. 

 Violation or damage to Institutions property or any act of indiscipline or misconduct or 

any act subversive to discipline. 

 Refusal to obey on the part of any employee whether alone or in combination with other 

employee or employees, any instruction or order of superiors. 

 Vilifying officers of the management and / or co-employees. 
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 Interfering with the work of any other employee or employees of the management. 

 Slowing down of work or sabotage or abatement or instigation / incitement thereof. 

 Negligence of duty or laziness or malingering or neglect of work or carelessness of work 

or habitual negligence. 

 Failure of a teacher to finish the syllabus within an annual academic year willfully. 

 Unauthorized occupation or use of Institutions quarter / house, land or any other property. 

 Taking or giving bribe, any illegal gratification whatsoever or indulging in corrupt 

practices. 

 Acceptance of gifts of more than trifling value from subordinates and employees, parents, 

students or guardians or soliciting the same. 

 Causing damage willfully in the progress of the work or to any property of the 

Institutions, tampering or damaging the Institutions records or documents 

 Theft of another employee's or co-employee’s property. 

 Exhibition of pamphlets or posters etc., without previous written permission of the 

management. 

 Smoking, chewing betel or tobacco in the Institutions premises. 

 Reading newspapers, magazines or periodicals or any papers not connected with 

imparting education while taking class(es). 

 Refusal to accept or receive charge-sheet / show cause notice or any other notice or letter 

of communication or instruction whatsoever from the management or not giving receipt 

after receiving the same, if required to do so. 

 Spreading false rumors or giving false information or making defamatory attempts 

whether written or oral or making defamatory speeches which may potentially bring the 

management or its officials into disrepute or causing disruption of the Institution’s normal 

working business / activities. 
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 Conviction in any court of law for any criminal offence involving moral turpitude. 

 Making any misstatement or false or untrue statement or suppressing any information 

and/or facts regarding his / her name, age, husband's / father's name; qualification, previous 

service, conduct, etc., by an employee for employment or at the time of interview in support 

of his / her candidature for the job or at any time thereafter during the period of employment 

with the Institutions. 

 Approaching higher authorities directly or through any other person for promotion, any 

kind of benefit, any other personal favor, for gain or in connection with any representation 

except through the proper channel. 

 Misconduct in private life which is prejudicial to the reputation of the Institutions or can 

bring disrepute. 

 Writing any letters or application to Institutions's officials containing disrespectful, 

demeaning or improper language. 

 Carrying of any weapons in the Institutions premises. 

 Canvassing for any association membership or collection of association dues of any 

association activities during the working hours and within the Institutions premises without 

the management's permission. 

 Handling or interfering with any property of the Institutions not entrusted to his / her 

charge, care or custody. 

 Falsifying records or giving wrong testimony or refusing to give testimony when 

accidents or any acts of misconduct etc., are being investigated. 

 Unauthorized communication of false documents or confidential or secret papers, 

instructions, etc. 

 Eve-teasing in the premises of the Institutions and in the means of transport provided by 

the management, if any. 



 

Page 62 of 110 
 

 Incivility, discourteous attitude to parents / guardians / visitors / clients or other persons 

having any dealings with the Institutions either inside or outside the premises of the 

Institutions. 

NOTE: The list of misconduct’s, mentioned above is only illustrative and not exhaustive. 

(B) CONDUCT, DISCIPLINE AND APPEALS 

Institutions /Management Committee shall constitute Inquiry Officer/Committee/ to address 

any misconduct. 

(12.2) Penalties 

Without prejudice to the other provisions of these Regulations, an employee who commits a 

breach of any regulation of the Institution or who displays negligence, inefficiency or 

indolence, or who knowingly does anything detrimental to the interests of the Institution or 

anything contrary to the orders, instructions given to him, or who commits a breach of 

discipline or he accepts the charge of any other act of misconduct, shall be liable to the 

following penalties: 

A.1 Minor penalties 

1) Censure/ Issuing of Memo; 

2) Recovery from pay of the whole or part of any pecuniary loss caused to the Institution by 

the employee by negligence in duty or breach of orders; 

3) Withholding of increments of pay. 

4) Change of Dept./ Section. 

A.2Major Penalties 

1) Reduction to a lower time scale of pay, grade, post. 

2) Compulsory retirement. 

3) Removal from service, which shall not be a disqualification for future employment; 

4)Dismissal from service, which shall ordinarily be a disqualification for future 

employment. 

 

(12.3) Procedure for imposing minor penalties 
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a) Where it is proposed to impose any of the minor penalties specified in clauses (A.1) of 

manual (12.2), the employee concerned shall be informed in writing of the imputations of lapses 

against him and shall be given an opportunity to submit his written explanation within a 

specified period of not exceeding 05 (five) days or such extended period as may be granted by 

the Competent Authority and the reply / explanation, if any, submitted by the employee shall be 

taken into consideration by the Competent Authority before passing orders. No full-fledged and 

elaborate departmental enquiry will be necessary for imposing minor penalties. 

 

b) Where however, the Competent Authority is satisfied that a major penalty is necessary, it 

shall follow the procedure for imposing a major penalty as laid down in (12.4). 

 

c) The record of the proceedings in such cases shall include: 

c.1) A copy of the statement of imputations of lapses furnished to the employee; 

c.2) The reply / explanation, if any, of the employee; and 

c.3) The orders of the Competent Authority together with the reasons therefor. 

(12.4) Procedure to be adopted for imposing major penalties 

a) No order imposing any of the major penalties specified in the manual shall be made 

except after an inquiry is held in accordance with this manual. 

b) Whenever the Competent Authority is convinced that there are adequate grounds to 

conduct an enquiry to find out the facts related to any imputation of misconduct or 

misbehavior against an employee, it may itself inquire into or appoint enquiry committee to 

inquire into the truth. 

c) When it is proposed to hold an inquiry, the Competent Authority shall frame definite and 

distinct charges on the basis of the allegation against the employee and the articles of 

charge, together with a statement of the allegations, on which they are based, shall be 

communicated in writing to the employee or show cause notice shall be issued. The 

employees shall be required to submit written statement of his defense within time 

mentioned in show cause notice.   

d) On receipt of the written statement of the employee, or if no such statement is received 

within the time specified, an inquiry may be held by the Competent Authority/enquiry 

committee. 
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e) The Competent Authority / enquiry committee shall take following documents in their 

possession:- where it is not the Inquiry Officer, forward to the Inquiry Officer. 

e.1) a copy of the articles of charge and statements of imputations of misconduct or 

misbehavior; 

e.2) a copy of the written statement of defence, if any submitted by the employee; 

e.3) a list of documents by which and list of witnesses by whom the articles of charge are 

proposed to be substantiated; 

e.4) Copies of statements of the witnesses, if any; 

e.5) evidence providing the delivery of articles of charge under sub-Byelaw (c); 

f) The employee may take the assistance of any other employee but may not engage a legal 

practitioner, for the purpose of his defence.  

g. g.1) The Inquiry Committee shall by notice in writing specify the day on which the 

employee shall appear in person before the Inquiry Officer. 

g.2) On the date fixed by the Inquiry Committee, the employee shall appear before the 

Inquiry Officer at the time and place specified in the notice. 

 

g.3) The Inquiry Committee shall ask the employee whether he accepts the charge or has 

any defence to make and if he accepts the charge to any or all of the Articles of charge, the 

Inquiry Officer shall record his plea, sign the record and obtain the signature of the 

employee concerned thereon. 

g.4) The Inquiry Committee shall prepare and present a report in respect of those articles of 

charge to which the employee concerned accepts the charge. 

 

h) If the employee does not accept the charge, the Inquiry Committee Officer shall adjourn 

the case to a later date not exceeding 30 (thirty) days. 

 

i) Enquiry committee shall investigate the matter and based on evidences procured and the 

statement of witnesses if any shall prepare and present the report. 

 

j) On the conclusion of the inquiry the Inquiry Committee shall prepare a report which shall 

contain the following: 
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j.1.1) a gist of the articles of charge and the statement of the imputations of misconduct or 

misbehavior; 

j.1.2) a gist of the defence of the employee in respect of each article of charge; 

j.1.3) an assessment of the evidence in respect of each article of charge; 

j.1.4) the findings on each article of charge and the reasons thereof. 

 

Action on the inquiry report 

a) The Competent Authority, if it is not itself the Inquiry Officer, may, if it so desires for 

reasons to be recorded by it in writing, remit the case to the Inquiry Officer for fresh or 

further inquiry and to report and the Inquiry Officer shall there upon proceed to hold the 

further inquiry according to the provisions of Manual(12.3) as far as may be.  

 

b) The Competent Authority, shall, if it disagrees with the findings of the Inquiry Committee 

on any articles of charge, record its reasons for such disagreement and record its own 

findings on such charge, if the evidence on record is sufficient for the purpose. 

 

c) If the enquiry committee shall send the entire records and findings with their opinion to 

the competent authority for the imposition of penalty may pass such order as may be deemed 

fit. 

 

d) The representation, if any, submitted by the employee should be considered before 

passing final orders.  

 

e) These orders should be communicated to the employee with a copy of the findings on 

each article of charge. The Competent Authority should take a final decision on the inquiry 

report within 3 (three) months. 

 

f) If the Competent Authority having regard to its findings on all or any of the articles of 

charge is of the opinion that no penalty is called for, it may pass an order exonerating the 

employee concerned. 

 

Communication of orders 
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Orders made by the Competent Authority under manual(12.4)  shall be communicated to the 

employee  concerned, who shall also be supplied with a copy of the report of inquiry, if any. 

 

Appeal 

For all the employees of the Institution, the Appellate Authority is the Secretary, HEC. 

a) An employee may appeal against an order imposing upon him any of the penalties 

specified in Manual (12.2).The appeal shall lie with the Appellate Authority. 

b) Every appeal shall comply with the following requirements: 

b.1) it shall be typed in Marathi or Hindi or English. 

b.2) it shall be couched in polite and respectful language and shall be free from unnecessary 

padding or superfluous verbiage. 

b.3) it shall contain all material statements and arguments relied on and shall be complete in 

itself. 

b.4) it shall specify the relief desired. 

c) An appeal shall be preferred to the appellate authority within 45 (forty five) days from the 

date of receipt of the order appealed against. The Appellate Authority shall consider whether 

the findings are justified or whether the penalty is excessive or inadequate and pass 

appropriate orders. The Appellate Authority may pass an order confirming, enhancing, 

reducing or setting aside the penalty or remitting the case to the authority which imposed the 

penalty or to any other authority with such direction as it may deem fit in the circumstances 

of the case 

Provided that – 

c.1) if the enhanced penalty which the Appellate Authority propose to impose is a major 

penalty specified in manual (12.2)A.2 and if an inquiry as provided in the manual (12.4) has 

not already been held in the case, the Appellate Authority shall direct that such an inquiry be 

held in accordance with the provisions of manual (12.4) and thereafter consider the record of 

the inquiry and pass such orders as it may deem proper. 

c.2) If the Appellate Authority decides to enhance the punishment but an inquiry has already 

been held as provided in manual (12.4), the Appellate Authority shall give a show cause 

notice to the employee as to why the enhanced penalty should not be imposed upon him and 

shall pass final order after taking into account the representation, if any, submitted by the 

employee 
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Chapter - 13 

Notice / Memo Procedure 
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(13.1) Notice/Memo procedure: 

 Notices to be exhibited or given under these rules and regulations shall be in English and / 

or in the language that the majority of the employees speak / understand in the Institutions. 

 An employee shall receive any notice or memo which the management may seek to serve 

upon him / her from time to time. 

 If an employee refuses to receive any notice or memo, the person serving the same, shall, 

in the presence of at least 2 (two) witnesses make an endorsement to that effect to the 

notice or memo, with particulars of date and time of refusal and put their signature as 

witnesses. It shall be sent to the concerned person, by registered post with acknowledgement 

due, to the last known / recorded address and this shall be deemed sufficient proof of his 

having received the same. 

 General Notices required by these orders shall be given by affixing the same on the notice 

board of the Institutions maintained for such purposes. Important notices concerning 



 

Page 69 of 110 
 

individual employees including notices conveying the decision to terminate his / her services 

shall be served at the last known / recorded address of employee concerned personally or as 

per the following paragraph. 

 Where an employee is not available for serving of any such notice, memo, or order, it 

shall be deemed sufficient serving of notice, if such a notice, memo or order is sent by 

registered post with acknowledgement due, to the last known / recorded address. 

 Any notice, order, charge-sheet, communication or intimation which is personal / official, 

that is addressed to an individual employee or all employees, shall be given in English and 

shall, if he so desires, be explained to him/ her in the language which he understands. 

 

 

 

 

 

 

 

Chapter - 14 

Termination of Employment 
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(14.1) Termination of employment: 

(i) The service of any employee is liable to be terminated by giving a minimum notice as 

specified in the appointment letter by either side or on payment of proportionate salary in 

lieu of such notice. If the termination is to be made by the Institutions as a measure of 

punishment or on disciplinary grounds then no such notice is required to be served.  

(ii) If any employee indulges in acts of misconduct, he shall be dealt with in accordance with 

the relevant clauses of these service conditions. 

(iii) An employee who absconds (absent without informing) for more than 3(three) 

consecutive calendar days or over stays the sanctioned leave for 3 (three) consecutive 
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calendar days or above shall be deemed to have self-terminated his / her employment with 

the Institutions with effect from the date he started absenting / absconding himself / herself 

and subsequently the employee name shall be removed from the Institutions rolls / records.  

(iv) The services of an employee may also be terminated on medical grounds, for continued 

ill health or in case the employee is unable to discharge his / her duties effectively due to 

having fallen sick or other medical reasons or the employee has been unable to perform his / 

her duties in the Institutions, continuously or intermittently for a period of  

180 (one hundred Eighty) days or more during a calendar year. 
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Chapter -15 

Sexual Harassment Policy 

 

 

 

 

 

 

 

(1.1) Foreword: 

The purpose of this policy is to ensure our commitment towards creating an environment in 

which all employees can work together free from sexual harassment, including all forms of 

gender violence and discrimination on the basis of sex/gender. The Bunts Sangha Higher 

Educational Institutions (referred to as ‘Institution’ hereafter) believe that all employees, 

including other persons who have dealings with the College have the right to be treated with 

dignity.  

Sexual harassment is an offence against humanity and therefore, punishable. The Institution 

is dedicated to the free exchange of ideas and the professional development of all members 

of the student and staff. The environment must promote the confidence to work, to innovate 

and to perform without fear of harassment. The Sexual Harassment Policy has been formed 
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to prohibit, prevent and discourage any acts of sexual harassment at the Institution as well as 

to provide a mechanism to redress complaints pertaining to the same, if any.  

(1.2) Scope of Reference: 

In forming this policy to prevent and redress any incidents of sexual harassment, it was 

taken into consideration that the Bunts Sangha Higher Educational Institutions, Kurla 

consists of 4 (four) colleges and their corresponding administrative units within its ambit, 

namely ALSJ, ASJC, RPH and UKS. Thus, the term “work place” for this policy extends to 

physical premises within the institution used by members of each of these colleges.   The 

jurisdiction also extends to any sports trips/ tournaments/ field trips/ conferences/ festivals 

and other activities undertaken by students and staff with relation to the colleges in their 

official capacity.  

(1.3) Definition of Sexual Harassment: 

1. This sexual harassment policy is guided by the Sexual Harassment of Women at 

Workplace (Prevention, Prohibition and Redressal) Act, 2013. Acknowledged as a human 

rights violation, Sexual Harassment is defined as including “any unwelcome, sexually 

determined behavior, direct or by implication, and includes any physical contact and 

advances, a demand or request for sexual favors, sexually colored remarks, unsavory 

remarks, showing pornography, any other unwelcome physical (for example touching or 

brushing against any part of the body and the like, etc), verbal or non-verbal conduct having 

sexual overtones”. 

2. The policy is applicable to all employees of the college, including temporary, part time, 

honorary employees and would include employees engaged on a casual or project basis and 

also engaged on fixed term tenure / contract basis. 

3. This policy will be applicable to all allegations of sexual harassment made by an 

employee / third party or against an employee/ third party, irrespective of whether sexual 

harassment is alleged to have taken place within or outside the college premises. 

4. Any of the following acts would be considered as an act of “Sexual Harassment”  

(the following are not exhaustive but illustrative only): 
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(a) Unwelcome sexual advances, request for sexual favors, and / or verbal or physical 

conduct of a sexual nature made, either explicitly or implicitly, in return for a term or 

condition of instruction, employment, participation or evaluation of person’s engagement in 

any college activity; 

(b) When unwelcome sexual advances and / or verbal, non verbal or physical conduct such 

as loaded comments, remarks or jokes, letters, phone calls, or e-mails, gestures, showing of 

pornography, lewd stares, physical contact or molestation, stalking, sounds or display of 

derogatory nature have the purpose or effect of interfering with an individual’s performance 

or of creating an intimidating, hostile or offensive environment; 

(c) Eve teasing, innuendos and taunts based on gender identity or sexual orientation, 

physical confinement against one’s will and any other act likely to impinge upon one’s 

privacy; 

(d) Any act or conduct by a person in authority and belonging to one sex which denies or 

would deny equal opportunity in pursuit of career development or otherwise making the 

environment at the work place hostile or intimidating to the person belonging to the other / 

same sex. 

(e) Any action committed by an outsider or a third party with regards to a student, teacher or 

non-teaching employee or vice versa during the course of the person’s engagement with the 

Institution.  

(1.4) Objectives of the Policy: 

 To implement the policies of the Honourable Supreme Court to prohibit, prevent and 

redress any acts of sexual harassment 

 To ensure a secure and conducive social and psychological environment for students 

and staff where competitive excellence is combined with core values like integrity, 

equality and mutual respect.  

 To provide an effective procedural mechanism for reporting, investigating and 

redressing grievances of sexual harassment and any other acts of gender violence,  

 To facilitate awareness of and promote an attitude of intolerance towards sexual 

harassment and all forms of gender based violence 



 

Page 75 of 110 
 

(1.5) Mandate: 

Adopting the policy mandates that the institution is committed to: 

- Prevent and prohibit in absolute terms sexual harassment of female members. 

- Make the premises and other associated domains of interaction free of sexual 

harassment.  

- Offer a detailed definition of Sexual Harassment as well as a procedural mechanism 

for how to lodge a complaint and seek a time bound and confidential redressal 

-  Meet any violations, once proved, with appropriate disciplinary action 

- Ensure an anti-retaliation policy that protects complainants, witnesses, members of 

the committee as well as other stakeholders in the case 

- Engage in sensitization and promotional activities through workshops, meetings, 

seminars, printed material etc  

In all of the above, the following definitions apply: 

Employee: Any person on the rolls of the Institution comes under the ambit of this policy 

including temporary, part time or honorary employees, including persons employed on a 

casual or project basis.  

Student: All students including part-time, trainees or interns.  

Third Party: Any person who is not a student or employee including private persons, 

visitors, relatives, attendants etc.  

Work Place: The Bunts Sangha Higher Educational Institutions, Kurla consists of  4 (four) 

separate colleges along with a central administrative unit, thereby constituting the work 

place for the purpose of this policy. It will also include any physical space that students or 

employees visit in connection with work, professional bodies, educational tours, college 

festivals etc.  

Aggrieved Woman: Any woman/ women whether major or minor alleging that she/they 

have been subjected to an incident/s of sexual harassment.  

Defendant: This means a person against whom an allegation of sexual harassment is made 

under the Sexual Harassment Act.  



 

Page 76 of 110 
 

Internal Committee against Sexual Harassment (iCash): This refers to a complaints 

committee constituted by the Bunts Sangha Higher Educational Institutions to investigate 

complaints of alleged sexual harassment and make appropriate recommendations to the 

competent authority.  

2. The Complaints Mechanism and Scope of functions of the Committee 

(A) Sexual Harassment Committee: 

1. A Panel as appointed by the management / trustees will consider any complaints of sexual 

harassment and deal with all cases of alleged sexual harassment and otherwise implement 

this policy. For any case, a “Sexual harassment committee” consisting of 5 (five) members 

shall be constituted from the panel appointed / in existence to deal with the case.  

2. The “Internal Committee against Sexual Harassment iCash)” would be finalized by the 

management / trustees. The iCash constituted shall include an external member (not on the 

rolls of the college), who shall be on the panel. The members from the college, who would 

form a part of the panel, are: 

 A presiding officer who will be a female employee at a senior level  

 Two employees from each of the colleges 

 An employee  from Non – academic staff  

 An external member (a third party who is either an NGO or associations committed to the 

cause of women or a person familiar with the issues relating to sexual harassment) 

Not less than half the members of the committee shall be women. 

2.1 Procedure and guidelines: 

(B.1) Procedure to lodge a complaint: 

i. A (“Complainant”) may lodge a complaint of sexual harassment (“complaint”) against an 

employee / third party (“Accused”) or vice versa, with any of the members of the panel in 

writing at the earliest point of time preferably within 30 (thirty) days from the date of the 

occurrence of the alleged incident. If the complainant feels that s/he cannot disclose his / her 
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identity for any particular reason with the panel members, s/he can address the complaint to 

the management / trustees. In case another person lodges a complaint on behalf of the 

complainant, the committee will examine whether any investigation, intervention or 

assistance is needed. In exceptional cases, third party/witness complaints may be 

entertained. In these cases, the committee will ascertain whether the person alleged to have 

been harassed wishes to lodge a formal complaint. Once such a complaint is received the 

committee shall proceed to investigate it as per the procedure specified. 

ii. The “iCash” will hold a meeting with the complainant within a period of 30 (thirty) days 

of receipt of the complaint and advance intimation will be given to the complainant. At the 

first meeting of the committee the complainant shall be heard and his / her statement shall be 

recorded (statement of allegation). The complainant can produce corroborative material with 

documentary / oral material, etc., to substantiate his or her complaint, if available.  

iii. Thereafter, the employee against whom the complaint is raised will be called to a 

meeting by the committee and will be informed of the complaint and an opportunity will be 

given to the accused to give an explanation, thereafter, an “Enquiry” shall be conducted. In 

the event of the complaint not falling under the purview of sexual harassment / the 

complaint on the face of it does not disclose an offence of sexual harassment the committee 

may drop the complaint after recording the reasons thereof. 

iv. In case the complaint registered by the complainant is found to be malicious or has been 

made with the knowledge that it is false, the complainant shall be liable for appropriate 

action as deemed fit by the Committee. 

 (2.2) Procedure of enquiry: 

i. All complaints received by any committee member must be recorded by the member, who 

will then inform the Chairperson/ Convenor about the complaint, who in turn will call for a 

meeting of the committee. The iCash shall immediately proceed with the enquiry and 

communicate the same to the complainant and the accused. The complaint shall contain all 

the material and relevant details concerning the alleged sexual harassment including the 

names of the contravener  
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ii. All meetings shall be called by the Convenor in consultation with the Chairperson and a 

notice of at least 3-5 working days must be given.  

iii. The iCash shall record all the proceedings of the enquiry in the language familiar to the 

employee; at the request of the employee and all parties present at any of the communication 

meetings, shall endorse the same in token of authenticity thereof. 

iii. The committee is bound to maintain confidentiality during the time of the enquiry.  

iv. iCash shall handover the statement of allegation to the accused and give an opportunity 

to the accused to submit a written explanation if s/he so desires within 7 (seven) days of 

receipt of the same. 

v. After the report has been finalised, confidentiality should be maintained, if the 

complainant so desires, by withholding the complainant’s name and other particulars that 

would identify her. 

vi. During an enquiry the quorum for all committee meetings will be one-third of the total 

membership, and must include at least one member from the complainant’s category as well 

as, one of the two members co-opted from outside. 

vii.. The complainant will be provided with a copy of the written explanation submitted by 

the accused. Where both parties are employees, a copy of the findings shall be shared with 

both parties, enabling them to make representations against the findings, if needed. Upon 

completion of the proceedings, a written report has to be given to the “Employer” – in the 

case, the Board or the principal.  

viii. If the complainant or the accused desire any witnesses to be called they shall 

communicate in writing to committee, the name of the witnesses whom they proposed to be 

called. 

ix. If the complainant desires to tender any documents by way of evidence before the 

“Sexual harassment committee”, s/he shall supply true copies of such documents to the 

“Sexual harassment committee”. 
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x. Similarly, the accused can also provide evidence before the committee. The true copies of 

the evidence should be attested by both the parties. The Committee will call upon all 

witnesses mentioned by both the parties. 

xi. The committee will provide every reasonable opportunity to the complainant and to the 

accused, for putting forward and defending their respective case. 

xii. If a member remains absent for more than three consecutive meetings, he/ she will be 

asked to give reasons in writing failing which, it will be reported to the higher authorities for 

appropriate action.  

(2.3) Protection against victimization: 

The victim of sexual harassment has the option to request for his / her own transfer. 

(2.4) Obligation of the management: 

The Management of the college shall provide all necessary assistance for the purpose of 

ensuring full, effective and speedy implementation of this policy. 

(2.5) Third Party Harassment: 

Where sexual harassment occurs as a result of an act or omission by any third party or 

outsider, the college shall take all steps necessary to assist the affected person in terms of 

support, getting relief and towards preventive action. 

(2.6) Redressal 

Informal method of resolving complaints shall be the part of complaint mechanism to 

provide platform to resolve the complaint or to stop the harassing behaviour before the 

complaint escalate into full blown formal complaint.  

Any settlement brought about by such Dispute Resolution must be mutually acceptable to 

both the aggrieved woman and defendant.  

Where any settlement between the aggrieved woman and defendant is reached, the Internal 

Complaints Committee will record the Dispute Resolution process and the settlement 



 

Page 80 of 110 
 

reached; and will send it to the Principal, who shall implement the terms of the settlement, to 

the extent required therein. A copy of the same will be furnished to the aggrieved woman 

and the defendant.  

Where no mutually agreeable settlement can be reached during such above-mentioned 

Dispute Resolution process, the Internal Complaints Committee shall proceed to conduct the 

enquiry as per the procedure prescribed  

The disciplinary action will be commensurate with the nature of the violation. In the case of 

College employees, disciplinary action could be in the form of: 

i. Warning  

ii. Written apology  

iii. Bond of good behaviour 

iv. Adverse remarks in the Confidential Report 

v. Debarring from supervisory duties  

vi. Denial of membership of statutory bodies  

vii. Denial of re-employment  

viii. Stopping of increments/promotion  

ix. Reverting, demotion  

x. Suspension  

xi. Dismissal  

xii. Any other relevant mechanism. 

B. In case of students, disciplinary action could be in the form of: 

i. Warning 

ii. Written apology 

iii. Bond of good behaviour 

iv. Debarring entry into a hostel/ campus v. Suspension for a specific period of time 

vi. Withholding results 

vii. Debarring from exams 

viii. Debarring from contesting elections 



 

Page 81 of 110 
 

ix. Debarring from holding posts such as member of Committee of  Courses, 

membership of college union, etc. 

x. Expulsion 

xi. Denial of admission  

xii. Declaring the harasser as "persona non grata" for a stipulated period 

(2.7) Post Enquiry 

The recommendations of the committee on penalty/ action to be taken shall be forwarded to 

the Principal/ disciplinary authority. The orders of the disciplinary authority will be executed 

by the Principal of the College.  

1. The internal complaint committee shall be deemed to be the inquiring authority appointed 

by the disciplinary or other competent authority for the purpose of inquiring into the 

complaints of sexual harassment.  

2. The report of the Enquiry Committee shall be deemed to be an inquiry report under the 

All India services (conduct) Rules 1968, or any other Act or rules enabling the conduct of an 

enquiry into misconduct as the case may be.  

3. However, the Principal/ disciplinary authority shall act upon the findings and 

recommendations in the report and implement the same.  

4. If the Principal/ disciplinary authority disagrees with or wishes to modify the same, he/ 

she may do so by stating the reasons in writing.  

5. The Principal/ disciplinary authority shall, however, only take such action after giving 

both the complainant and defendant an opportunity to make an oral representation (and 

written if they so choose) on the findings of the enquiry report for which representation shall 

be made within 2 weeks of their respective receipt of the copy of the report.  

6. The disciplinary or other competent authority shall within a period of 3 (three) months 

from the date of the receipt of the representation, pass a reasoned order.  

7. No person accused of an act of Sexual Harassment shall be part of the decision making 

process referred to in this section.  
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(2.8) Action against Members  

No officer/ member of sexual harassment complaint committee/ members of JCR shall be 

liable for any legal proceedings for anything done in good faith in discharge of duties under 

these rules.  

(2.9) Funds and Staff 

The Principal of the various colleges will allocate staff including clerk and peon for smooth 

functioning of the sexual harassment complaint committee and other activities.  

(2.10) Documentation 

The complaints committee shall prepare an Annual Report giving full account of the 

committee, complaints and the action taken by the committee during the previous year and 

forward a copy thereof to the Principal/ Head of the organization who shall forward the 

same to the Government with its comments.  

 

(2.11) Other Steps by Employees for Sexual Harassment  

1. Speaking out: Speaking about sexual harassment is an effective tool in combating it. 

While speaking about it, the problem becomes visible, it is acknowledged that it exists, and 

this in turn leads one to take effective measures against it. Speaking about sexual harassment 

also gives an opportunity to mobilize public opinion against it. It makes it difficult for a 

potential harasser to commit the crime.  

2. Speak up at the time: Be sure to say "NO" clearly and firmly. Objecting to the behaviour, 

when it occurs helps if you decide to file charges later.  

3. Keep records: Keep track of what happens, keep any letters or notes or other documents 

you receive.  

4. Set your own boundaries: Say "NO" emphatically and clearly when you are asked to go 

places, do things, respond to questions, or engage in situations that make you uncomfortable.  
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5. Trust your own instincts about possible danger: In an uncomfortable situation, be direct 

and honest, and remove yourself from the situation immediately.  

6. Tell someone: Being quiet about sexual harassment lets it continue. Talk to teachers or 

other co-workers; you may not be the only one harassed by this person. Do not blame 

yourself and do not delay.  

7. Create a Witness to the behaviour: Inform a trusted friend/ colleague and try to ensure that 

she/ he is an eye or ear witness to a situation where you are being sexually harassed. This 

will be useful later if you chose to file a formal complaint.  

8. Get a medical check-up: If you have been raped or physically assaulted, go for a medical 

check-up. Obtain a medical report. This is important, should you decide to pursue a legal 

case.  

9. Report sexual harassment to the appropriate person in the organization: Explore the 

different avenues available to you and file a formal complaint if necessary.  

 

 

 

(2.12) REFERENCE  

In case of any further queries, reference will be made to:  

Hon’ble Supreme Court Guidelines on Sexual Harassment of Women at Workplace 

(Prevention, Prohibition and Redressal) Act, 2013. 
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Chapter- 16 
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Amendment or Modification And Review 

 

 

 

 

 

 

 

 

 

(16.1) Amendment or Modification: 

The management may alter or modify Clause/Clauses in this manual from time to time as 

and when required in the interest of the Institutions. All such alterations, modifications and 

changes therein, additions thereto shall apply automatically to all concerned, without the 

need to get them separately signed / acknowledged. Notifications of such alterations, 

modifications, changes, additions as and when made would be sufficient by way of notice 

posted upon the notice board and/or by way of circulars displayed. 

(16.2) Review: 
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This HR Manual shall be reviewed once in a year by the review committee. The review 

committee would consist of following members;  

a) Three members form Higher Education Committee nominated by the Chairman, HEC. 

b) Head of the Institutions. 

c) Chief Administrative Officer. 

d) Three Professional Advisors. 

The review committee would submit report with their suggestions/ recommendations to the 

Higher Education committee for their approval and same shall be incorporated in the HR 

manual as amendments.  
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Chapter -17 

EPF, Gratuity & Statutory Deduction 

 

 

 

 

 

 

 

 

(18.1) EPF, Gratuity & Statutory deduction: 

All eligible employees would be admissible the benefits of EPF, Gratuity, as per the 

provisions of the Employees’ Provident Funds and Miscellaneous Provisions Act, 1952, the 

Payment of Gratuity Act, 1972 respectively as in force and as may be amended from time to 

time. Statutory deductions like PF, ESI  (if applicable), professional tax, Income tax, etc., 

shall be deducted as per the law. For more information on ESI, PF & EPF Please visit 

http://www.esic.nic.in/index.php., http://www.epfindia.com/site_en/ respectively. 

http://www.epfindia.com/site_en/
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Chapter -18 

General Clause 

 

 

 

 

 

 

(19.1) General clause: 

 In case of any conflict or difference of interpretation between these service conditions and 

respective appointment letters, as issued to an employee, the provisions of the service 

conditions shall prevail and shall be binding. 

 The management reserves the right to modify / amend or withdraw this policy in whole or 

part.  
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Chapter - 19 

Exit Procedure 



 

Page 91 of 110 
 

 

 

 

 

 

 

 

 

 

 

 (20.1) Exit: 

(A) Resignation: 

An employee has to submit her / his resignation strictly in the format mentioned. Note – 

(Please refer appendix for “Resignation letter”) 

(B) Notice Period: 

 An employee is bound to serve his/ her complete notice period as mentioned in the 

appointment letter (in case of any discrepancy in notice period mentioned in the appointment 

letter and operations manual, the period mentioned in the operations manual  would 
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supersede). The notice period for Heads of the Institutions and Teachers confirmed in their 

position would be of three calendar months. Teachers appointed on temporary basis would 

be allowed to leave only at the end of semester (academic session). 

 An employee is liable to pay all the dues including short fall of the notice period 

(calculated on gross pay) to the Institutions management before the last working date. 

 The management at its own discretion could waive off either the notice cost or the notice 

period or both depending on the case. 

 An employee is not allowed to take any leave (Except CL) during her / his notice period 

unless he has pressing reasons. 

(C) No dues certificate: 

 It is an employee’s responsibility to get her / his no dues certificate duly filled and signed 

by all the respective heads before the last working date. 

Note – (Please refer appendix for “no due certificate”) 

(D) Final Settlement: 

 The process of final settlement shall commence only, once an employee submits her / her 

duly filled in no dues certificate. 

 The final settlement shall be credited to employee’s account or paid by the way of cheque 

within a period of 90 (ninety) calendar days from the last working day of the 

employee. 

 

Appendix 

BUNTS SANGHA’S 

HIGHER EDUCATION INSTITUTIONS 

Leave Application Form 

To, Date: _________________ 
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The Secretary/Director/Principal/Vice Principal/ Administrator 

 

_________________________________ 

Mumbai 400 070 

 

Dear Sir, 

 

I request you to grant me leave as follows: 

 

Nature of Leave Leave 

 

Total no of 

days 

Reason for leave 

 From To   

Casual Leave / 

Earned Leave / 

Sick(Medical) 

Leave/ CO 

    

(Strike out which is not applicable) 

 

Yours faithfully 

 

 

(Signature) 

Name and Designation: _____________________________  

 

Recommended for sanction _________ days of EL/SL/CL/CO 

 

 

Signature  

Coordinator/Head of the Department 

HR Department Remarks 

Nature of Leave Leave in Credit Leave Applied for no 

of days  

Leave Balance 

Casual Leave / 

Earned Leave / 

Sick(Medical) 
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Leave/CO 

 

 

Recommended for sanction _________ days of EL/SL/CL/CO 

 

 

Signature 

Chief Administrative Officer/HR In-charge         

  

_____________________________________________________________________ 

Recommendation of the Secretary/Director/Principal/Vice Principal 

 

 

Leave sanctioned with pay/without pay 

 

 

Signature 

Secretary/Director/Principal/Vice Principal/ Chief Administrative Officer 

 

 

 

 

 

 

 

 

 

 

 

To, Date: _________________ 

The Secretary/Director/Principal/Vice Principal 

 

_________________________________ 

Mumbai 400 070 
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Dear Sir, 

 

 

Application for compensatory leave credit 

I request you to grant permission to work on holiday /off day and credit compensatory leave 

to my credit. 

 

Nature of Leave Credit 

 

Total no of 

days 

Reason for working on 

holiday/off day 

 From To   

 

Compensatory  

Leave Credit 

    

 

Yours faithfully 

 

 

(Signature) 

Name and Designation: _____________________________  

 

 

Authority who has assigned duty 

 

 
 

Signature 

Secretary/Director/Principal/Vice Principal/ Chief Administrative Officer 

 

 

Application for On Duty (OD) leave 

 

        

 Date:________________ 

Nature of Leave Credit 

 

Total no 

of days 

Alternative 

Arrangement 

Reason for Duty 

leave 
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 From To    

 

On Duty Leave 

     

 

Yours faithfully 

 

 

(Signature) 

Name and Designation: _____________________________  

 

Recommended for sanction _________ days of DL 

 
 

Authority who has assigned duty 

 

 
 

Signature 

Secretary/ Director/ Principal/Vice Principal/ Chief Administrative Officer 

 

 

 

 

 

Claim Form 

(Please fill only in Capital letters) 
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Travel Expenses Statements 

 

Emp. Name and No      :   

 

Designation      :  

Purpose of Visit * : 

* In case more than one purpose of travel is applicable, please indicate predominant purpose 

only.  

* Specify all incidental & Miscellaneous Expenses.  

Total Advance Received     : 

Net Amount Payable / Receivable   : 

Travel Expenses Departure 

Place 

Arrival 

Place 

Expenditure 

Date 

From Time To Time 

Lodging Expenses      

Boarding – Food      

Business Meeting 

Exp’s 

(attach approval)  

 

     

Telephone  Exps 

(attach details 

Overleaf)  

Incidental Exp./ 

     

Miscellaneous 

Expenses 

 

     

Total Rs. :      
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Receipt Vr. No.     : 

Date       : 

Total No of days     : 

________________________   ______________________ 

Approved by :    Accounts Manager : 

Date:       Date : 

 

 

 

 

 

 

 

 

 

Claim Form 

Conveyance Details 



 

Page 99 of 110 
 

Date From To Mode Distance in 

km’s 

Purpose Amount 

       

       

       

       

Total Rs :       

 

Hotel / Restaurant Bill Details ( if any )  : 

 

 

TOTAL      : 

 

Prior approval obtained     : Yes /  No 

 

_____________________    _______________________ 

Signature       Authorized  

Date :       Date : 

 

 

Travel Report 

(Please fill only in Capital letters) 
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Date of Travel / Duration    : 

Base location      : 

Objective(s) of the tour    : 

Mission/Terms of reference   : 

Highlights of the tour     : 

Findings/observations    : 

Recommendations    : 

Follow through actions   : 

 

Signature of employee   : 

Employee ID and name   : 

Designation     : 

Department     : 

 

 

 

 

 

Resignation Letter 

To, 
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The Principal, 

(Name of the Institutions), 

 

Re: Letter of Resignation 

Dear Ma’am / Sir, 

I am writing to inform you of my resignation from my position of _________________  

( designation ) at _________________________________________________________ 

( Institutions name )  with effect from _______________________ . 

I shall complete the exit formalities as mentioned in the “Employee Handbook”. I shall also 

give my “No dues certificate” duly filled, before my last working day at the Institutions. 

 

Respectfully yours, 

Full Name of the employee    : 

 

Signature of the employee    : 

Personal E-mail ID  

 

 

 

 

 

ANNEXURE I 

FORM OF SIX-MONTHLY REPORT FOR SUBMISSION DURING THE PERIOD OF 

PROBATION AND FOR CONFIRMATION IN SERVICE OF THE TEACHER 
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1. Basic Information:   

(i) Name of the teacher (in full) :  

     Shri/Smt./Kum.________________________________________________  

    (Beginning with surname)   

 

(ii) Qualifications of the teacher:   

Degree and 

Postgraduate 

Degree 

Examination 

Special/Princip

al subject 

offered    

Allied additional/ 

subordinate 

subjects offered  

 

Class 

obtained  

 

Year of 

Passing  

 

University  

 

      

      

      

      

      

 

(iii) Subjects taught _____________________________________________   

(iv) Designation ________________________________________________   

(v)  Date of birth _______________________________________________   

(vi) Date of joining the present school in the University_________________   

(viii)  a) Teaching experience at the Junior college level ___________years _________ months. 

b) Teaching experience at the UG level ___________ years __________ months.   

c) Teaching experience at the PG level ___________ years _______months.   

Names of the 

institutions 

where employed 

previously 

Period of 

service From      

To 

Designation Classes 

taught 

Subjects  

Taught  

 

Scale of pay  

 

      

      

      

      

 

II. Participation in extra-mural activities ________________________________________________   

(i)  Extra-curricular activities, debates, cultural activities, counseling to students, Planning 

Forums, Students’ Union.   

(ii)  Service to community.   

          ------------------------------------------------------------------------------------------------------------------ 

          ------------------------------------------------------------------------------------------------------------------ 
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III. Help rendered in school administration by Chairpersonship/membership of various committees.   

         ------------------------------------------------------------------------------------------------------------------- 

         ------------------------------------------------------------------------------------------------------------------- 

IV. General Observations:  

(i) Attendance  

(a) Regularity ____________________  

(b) Punctuality ____________________   

(ii) Student-teacher relationship 

__________________________________________________________________________   

(iii) Colleague relationship 

___________________________________________________________________________   

(iv) Class control 

___________________________________________________________________________   

(v) Reading Habits and other matters 

____________________________________________________________________________  

      

_____________________________________________________________________________                           

 

 _________________________ 

                                                                                                                 Signature of the HOD  

Place: ____________________  

Date:  ____________________   

Remarks of the Reviewing Officer:   

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________                                                         

______________________________          

Signature of the Reviewing Officer    

SELF- APPRAISAL FOR FACULTY 
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                                                       Year of Assessment: ____________ 

1. Basic Information:  

(ii) Name of the Institution: ____________________________________ 

(iii) Name of the Teacher (in full):________________________________ 

(Beginning with Sir Name) 

(iv) Designation : ______________________________________________ 

(v) Date of Birth:______/______/_______________________________ 

(vi) Qualification: 

 

i) Total Teaching Experience at Junior College ________years ___________ Months. 

ii) Total Teaching Experience at UG level ________years ___________ Months. 

iii) Total Teaching Experience at PG level ________years ___________ Months. 

 

Date of Appointment in Bunts Sangha’s Higher Education Institutions:  _________________. 

Degree and Post Graduate   

Degree  Examination 

          (1) 

Special/Principal 

Subjects Offered 

          (2) 

  Year of 

  Passing 

      (3) 

Class 

Obtained 

       (4) 

   University 

            (5) 

     

     

     

     

Subjects taught Class 

Number of  

Students Appeared 

 Number of  

Students Passed                           

Percentage of  

Result 
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2. Examination results produced during the academic year______________ 

 

 

 

3. Details of Papers presented/ published ( not applicable for Junior College) 

Sr. No. 

(1) 

  Date 

   (2) 

Title of the Paper 

(3) 

Venue 

(4) 

 

ISBN No./ ISSN No.(5) 

     

     

     

     

     

 

4. Teaching Methods Applied: 

1. Name and describe new innovative teaching methods used(if any) besides lecture method( 

Such as holding seminar, Simulation Games, Case Methodology, Encouraging questions in 

class, Providing study material/bibliography): 

____________________________________________________________________________

___________________________________________________________________________ 

____________________________________________________________________________

_____________________________________________________________________________

___________________________________________________________________________ 

2. Participation  in Seminars, Workshops and Conferences: 

____________________________________________________________________________

____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 
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3. Training / Orientation/ Refresher Courses attended: 

_______________________________________________________________________________ 

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________ 

4. Participation  in Co-curricular Activities: 

_______________________________________________________________________________ 

_______________________________________________________________________________

_______________________________________________________________________________ 

_______________________________________________________________________________

_______________________________________________________________________________ 

_______________________________________________________________________________ 

5. Participation in Extra- curricular activities –(Cultural Activities, Planning  

Forums,N.S.S.,D.L.L.E.,W.D.C.etc.): 

______________________________________________________________________________ 

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________ 

 

6. Service to Community – Adult  Education/ Extension Service/NGO etc 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

_______________________________________________________________________________ 

 

7. Help  rendered in college administration  by membership/advisor  to various  committees 

such as  Admission Committee/ Discipline  Committee/Attendance Committee/ Students’ 

Welfare Committee/ Placement Committee/Unfair Means Committee/ I CASH 

Committee, DLLE Committee etc. specify the committee) 

_________________________________________________________________________________

_________________________________________________________________________________ 
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_______________________________________________________________________________

_______________________________________________________________________________ 

8. Contribution to Academic Enrichment through member of BOS/ Resource Person to 

subject related workshops / Resource Person to Conferences/Seminars / Text-books 

published etc. 

_______________________________________________________________________________ 

_________________________________________________________________________________

_________________________________________________________________________________ 

_______________________________________________________________________________ 

9. New initiatives taken for the development of  faculty/department 

_______________________________________________________________________________ 

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________ 

10. General Observations:-  

11. (i)Leave taken during the year:   CL             SL               EL  

(ii)Attendance:  

a) Punctuality______________ 

b) Regularity ______________ 

__________________________________________________________________ 

(iii)Relationship with Colleagues 

__________________________________________________________________ 

(iv)Relationship with Students 

________________________________________________________________ 

 

(vi) Class Control 

    _________________________________________________________________ 

 

(vii) Role as a Counseller / Mentor 

   _________________________________________________________________     
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12. How do you update your knowledge : 

______________________________________________________________________________ 

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________ 

 

13. Any other matter you would like to give: 

_______________________________________________________________________________ 

 

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________ 

 

Item Factual Verification  Evaluation 

 Correct  Exaggerated  Excellent Very Good  Good  Average  Poor  

*1        

2        

3        

4        

5        

6        

7        

8        

9        

10        
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______________________________ 

                                                                                                (Signature of the Faculty) 

 

Evaluation by the Principal  

 

 

Date:____/_____/________                                                      

_______________________________ 

Date:____/____/_______                                                             _________________________ 

                                                                                                        (Signature of the Principal) 

 

 Secretary 

*Evaluation is not expected in respect of Columns No. 1 

 

 

 

 

 

 

 

 

 

Bunts Sangha’s Higher Education Institutions, 

Shashi Manmohan Shetty Higher Education Complex, 
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Buntara Bhavana Marg, 

Kurla( East ), 

Mumbai – 400 070 

Tel : 022 – 2405 9000 to 9099 

www.bunts.edu.in 

 

 

 

http://www.bunts.edu.in/

