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Lot the Minds Bloom



                         RUNGTA COLLEGE OF SCIENCE AND TECHNOLOGY, DURG

INSTITUTE VISION & MISSION
VISION:

To constantly upgrade potential through education.

MISSION:

· To improve quality and capacity of admissions. 

· To uplift skills sets through Value Added Courses, Industry interaction and curricular activities.

· To provide adequate resources and motivation for higher studies and develop Entrepreneurs.

· To produce the best employable students.

· To foster research environment in collaboration with Reputed Institute and Industries.

HR POLICY
1. SERVICE RULES AND PROCEDURES

I. PREAMBLE

 l. The following rules shall regulate the service conditions of all Teaching and Non-Teaching staff of , either regular or probationary /Adhoc appointed in the vacancy ofan approved post. 

2. The rules came into effect from the date of establishment of the Institution. However, the changes are incorporated then and there with the approval of the Governing Body. They are implemented in the beginning of the academic year. 

3. The Governing Body of  is the final authority relating to the appointments, service conditions, fixing, or adoption of pay scales of all employees of the institution. 

4. The Governing Bodyof  may exclude wholly or partly, from the operation of these rules to the holder of any post or the holders of any class of posts, and prescribe separate rules for such person(s). 

5. The Governing Bodyof the college may add, amend, alter or change these service conditions as and when it deems it necessary.

II.   DEFINITIONS 
1. College/institution means  Chhattisgarh, India. 

2. Governing Body means the Office bearers/ members of governing body: Chairman, Vice Chairman, Member Secretary, Educationist, Industrialist and General Body members.

3. Governing Bodyof the  is constituted as per (Appendix-18)AICTE guidelines. 
4. University means HEMCHAND YADAV, University, Bhilai C.G.
5. Principal means Principal of the College or any other person authorized by the Management to discharge the duties and responsibilities of the principal.
6. Year means a Academic Calendar year unless specified otherwise. 

7.  Month means a Calendar Month. 
8.Pay means Basic Pay with Dearness allowances excluding House Rent Allowance, Medical Allowance etc.
9.Duty: A person is said to be 'On Duty (OD)' 
a. When he/she is performing the duties of a post to which he is appointed or undergoing the probation or training prescribed for such post, provided that the performance of such duties is followed by confirmation.
 b. When he/she is absent from duty on authorized holidays or on leave taken in accordance with instructions regulating such leave issued by the Principal/ Governing Bodyhaving been on duty immediately before and immediately after such absence 
c. When he/she is absent during vacation, or when he/she is attending conferences of learned societies on deputation by the , or while he/she is on joining time. 
d. When he/she is absent from routine work, he/she is attending to other university work that is unrelated to his/her usual routine and for which he/she has been specifically delegated in his/her official capacity by the principal.
 e. When he or she is absent from routine work to accomplish college-related duties, whether remunerative or non-remunerative, provided that the duties have been assigned by the Principal.
10.Employee means the Teaching or Non-Teaching Staff of the  and wherever the word 'he' is used to refer to a male employee. The word "she" is to be read in relation to the female employee, as applicable. 
III. GENERAL CONDITIONS OF SERVICE
 1. Appointments: The Governing Bodyof the college shall be the authority competent to appoint any members of the teaching and non-teaching staff on the recommendation of the Staff Selection Committee/ Principal. The order of appointment shall specify whether the employee is on probation or is serving in a temporary capacity.
 2. The appointments on probation can be made only to the posts approved by the Governing Body. For this purpose, the Governing Bodyhas the right to fix, add, alter or delete any post or posts at any time depending on the requirements of the college. 
3. All teaching faculty appointed in the cadre of Assistant Prof.and above shall be filled in by open competition. The selection shall be based on the recommendation of a Staff Selection Committee, duly constituted as per the norms prescribed by the Government/ University/AlCTE. 4.Appointments to all other teaching and non-teaching posts, temporary and ad-hoc shall be made by the Governing Body/ Principal. 
5.Al1 administrative positions such as Heads of the Departments will be through nomination by the principal for a specific period, based on the candidate's relevant academic qualifications, relevant experience, performance in college, and administrative capabilities. 
6.The qualifications, experience, and pay scales for various teaching posts shall be decided by the Governing Bodyfrom time to time and shall generally be as per the AICTE guidelines. 7.The services of non-teaching staff shall be regularized by the Governing Bodybased on the recommendations of the principal. 
8.The qualifications, experience, and pay scales for various non-teaching posts shall be decided by the Governing Bodyof the College from time to time and shall generally be as per the guidelines of the State Government. 
9.An employee appointed on probation shall be on probation for an uninterrupted period of two years on duty. However, for an employee whose probation has been declared on a lower post and is subsequently selected and appointed to a higher post, the uninterrupted period of probation shall be one year on duty. 
10.The Chairman of the Governing Body/ Governing Bodyupon the recommendation of the Managing Body in the case of Teaching Staff and Non-teaching Staff, by order may terminate the probation of a probationer, and discharge him from service without assigning reasons giving one month notice or one month salary in lieu o1'such notice. 
11.The principal without assigning any reason may extend the period of probation of an employee by a maximum period of one year.
12. Upon the recommendations of the Principalwill issue an order / authorize the principal to issue an order declaring the probationer to have satisfactorily completed his / her probation. On the issue of such order, the probationer shall be declared to have satisfactorily completed his probation on the date of the expiry of the prescribed or extended period of probation. 
13.Unless the order declaring the satisfactory completion of probation is issued, the employee onprobation shall be deemed to be probationer even after the expiry of the prescribed or extended period of probation.

14. All uninterrupted services shall count for increments in the time scale applicable to the post. An increment shall be granted by the Principal, based on satisfactory conduct and work performance during the year. The increment of an employee may be withheld by the Principal if his/her conduct has not been good or if his/her work performance has not been satisfactory. The employee whose increment is withheld may appeal to the Managing Body for redressal.
15. The services of all employees on probation and all temporary appointments are terminable with one month notice or one month salary in lieu of such notice. However, that as a disciplinary measure, the competent authority i.e., the Managing Body may discharge the employee without any notice. 
16.The employee who has once tendered his resignation is not entitled to withdraw it unless permitted to do so by the Principal. 
17.No employee shall undertake any work, remunerative or otherwise, apart from that falling within the ambit of his/her job in the  without the prior permission in writing of the principal.
18. No employee shall apply for appointments elsewhere except through the Principal of the College and the College may forward not more than two applications in a year. 
IV. RESIGNATION, TERMINATION & RELIEVE 
1. The services of teaching faculty who have satisfactorily completed their period of probation on probation are liable to be terminated by the College by giving three months' notice or three months’ salary in lieu of such notice.
 2. The service of teaching faculty on temporary/ad-hoc appointments are liable to be terminated by the College by giving one month's notice or one month's salary in lieu of such notice. 
3. The services of all non-teaching faculty who are on regular basis are liable to be terminated by the College by giving one month notice or one month salary in lieu of such notice.
 4. Teaching faculty who have completed their period of probation or who are on probation can resign from service by giving either three, months'(1 month)notice or by paying three months'(1 month) salary in lieu of such notice to the college. If their resignation is for the purpose of higher studies the notice period is reduced to 45 days instead of three months. (The timing of resignation shall be such that the incumbent will be relieved at the end of the academic year/semester)
 5. Teaching faculty who are on temporary/ad-hoc appointments can resign from service by giving either one month notice or by paying one month salary in lieu of such notice to the employer till completion of academic work whichever is later. 
6.The entire non-teaching faculty who are on regular basis can resign from service by giving one month notice or by paying one month salary in lieu of such notice to the employer. 
7.In the case of teaching staff, who have completed probation and are seeking employment elsewhere two applications per year will be forwarded subject to the condition that they will be relieved at the end of the academic year / semester only. ln addition, all applications for admission to higher studies and for All India Service Examinations (such as IAS, IES etc.,) will also be forwarded. However, the Management has discretion to relax the rule in appropriate case based on the merits and demerits of the case. 
8.In the case of teaching staff, who are on probation no application seeking employment elsewhere will be forwarded. However, all applications for admission to higher studies and All India Service Examinations (such as IAS, IES, etc) will be forwarded.
9. In the case of teaching staff, who are appointed on temporary / ad-hoc basis and are seeking employment elsewhere two applications per year will be forwarded, subject to the condition that they will be relieved at the end of the academic year/semester only. In addition, all applications for admission to higher studies and All lndia Services Examinations (such as IAS, IES, etc.) will be forwarded. 
10.In the case of non-teaching staff no application seeking employment elsewhere will be forwarded during probation period. After completion of probation two applications per year will be forwarded subject to the condition that they will be relieved at the end of academic year/semester only.
11.In the case of non-teaching staff (whether they are on probation or on regular basis) all applications for admission to higher studies will be forwarded. 
12.If the employee resigns after giving due notice and works for part of the notice period and then wishes to be relieved immediately, he/she can do so by paying for the remaining part of the notice period.
13. If the College issues termination notice to any employee and wishes to terminate the employee within the notice period, the employer can do so by paying for remaining part of the notice period. 
14.In the entire above sub clauses of this article, notice period do not include vacation or earned leave or leave on loss of pay granted to the employee.
V. SUPERANNUATION 

1All employees (Teaching-Non-Teaching/Supporting Staff) shall retire on attaining the age of 60 years and no employee shall have any claim to be continued in the service of the institute thereafter. 
2. However, The Governing Bodyat its discretion may give an extension of one year or more, at a time beyond the superannuation on the merit of each case.
 VI. DISCIPLTNARYACTION
 l. All employees are liable for disciplinary action for disobedience, misconduct, and dereliction/ negligence of duty. However, such disciplinary action is initiated after a fair opportunity is provided to the employee to defend himself. 
2. As part of the disciplinary action, the following penalties/punishments for valid and sufficient reasons may be imposed upon the employees.
a. Withholding of Increment. 
b. Removal from the college service. 
3.The discharge of a person appointed on probation, during the period of probation or of a person engaged under contract in accordance with the terms of his contract or a person appointed otherwise than under contract to hold a temporary appointment on the expiry of the period of the appointment, does not amount to removal or dismissal within the meaning of this rule.
a. The removal of an employee from the college service shall not disqualify him from future employment in college.
4. Following are the valid reasons for which the penalties may be imposed on an employee: 
a. Irregularity in observing the college timings. 
b. Irregularityand/or irresponsibility in attending to duties in the college. 
c. Unauthorized absence from work.
d. Irregularity and/or irresponsibility in attending to duties like examination duty, etc. assigned from time to time. 
e. Insubordination including failure to follow the specific instructions of the superior.
f. Instigation of staff students against the administration and,/or management. 
g. Misappropriation of college funds.
h. If the employee is suffering from any incurable infectious disease or is declared insane by a panel of doctors approved by the competent Authority. 
VII. CONDUCT RULES
 l. Every employee shall be governed by these rules and is liable for consequences in the event of any breach of rules by him/her.
2. Every employee shall at all times, maintain integrity, be devoted to his duty and be honest and impartial in his/her official dealings. An employee shall, at all times be courteous and polite in his/her dealings with the Management, with other members of staff students, and with members of the public; He shall exhibit utmost loyalty and shall, always act in the interests of the College. 
3. An employee shall be required to observe the scheduled hours of working during which he/she must be present at the place of his/her work. No employee shall be absent from duty without prior permission. Even during leave or vacation, no employee shall leave headquarters except with the prior permission of the proper authority. Whenever leaving the station, the employee shall inform the Principal in writing through the respective HOD or the Principal directly if the employee happens to be a HOD, the address at which he/she would be available during the period of his/her absence from the headquarters. 
6.No employee except with the prior permission of the competent authority shall engage directly or indirectly in any trade or any private tuition or undertake employment outside his official assignment, whether for any monetary gain or not. 
7. Whenever an employee wishes to put forth any claim or seeks redressal of any grievance, he/she must forward his / her case in writing through proper channel to the competent authority.
8. The staff members shall not involve themselves in activities not related to their work, during working hours. The habit of reading irrelevant magazines, papers, books, etc. during working hours is to be avoided. 
9. Staff members are strongly encouraged to take up consultancy projects but only with the permission of the management. 
10. The staff members are prohibited from accepting valuable gifts in any form from the students/ parents/companies having business transactions with the college. 
11. The staff members shall not interfere in any matter not connected to their job requirements.
12. The details of students ‘feedback forms and performance appraisal reports given by the superiors shall be treated as confidential
2. RECRUITMENT POLICY AND PROMOTION POLICY
Recruitment and regularization are two important processes in human resources management, often used by our organization to manage its workforce effectively. 

The overview of each process:
Recruitment Process:
Recruitment is the process of identifying, attracting, and selecting qualified     candidates to fill job vacancies within an organization. It involves several steps:

a. Identifying the Need: The process begins with the identification of a job vacancy or a new position within the organization. This could be due to expansion, turnover, or other reasons.

b. Job Analysis: Conducting a job analysis to understand the specific skills, qualifications, and responsibilities required for the position.
c. Job Posting: Creating a job description and posting the job vacancy on various              platforms, such as the organization's website, job boards, or social media.

d. Application Screening: Reviewing applications and resumes to identify qualified candidates.
e. Interviews: Conducting interviews to assess the candidates' suitability for the position. This may involve multiple rounds of interviews.
f. Reference Checks: Checking the candidate's references to verify their qualifications and work history.
	Recruitment Process Flow Chart






	













Regularization Process:

Regularization is the process by which a temporary or probationary employee becomes a permanent, full-fledged employee of the organization. The process typically involves the following steps:

a. Probationary Period: Our organization has a probationary period during which a new employee's performance and suitability for the role are assessed. This period varies in duration but is usually 3 to 6 months.

b. Performance Evaluation: During the probationary period, the employee's performance is regularly evaluated. This evaluation may include feedback from supervisors, peer assessments, and performance metrics.

c. Decision: At the end of the probationary period, a decision is made regarding whether the employee's performance meets the organization's standards. If they have met the requirements, they may be recommended for regularization.

d. Regularization Process: The HR department or relevant authority initiates the regularization process, which typically involves updating the employee's status in the organization's records and systems

Performance Appraisal System for Teaching and Non-Teaching staff

At RCST we aim to be an employer of choice– one where people want to work. As a business we are committed to give all members of our team every opportunity to develop their careers, to contribute to our business and to share in its success.

A performance appraisal system tracks the performance of employee in a manner that is consistent and measurable. The management identifies the strengths and weaknesses of employees. It facilitate employees' growth and career advancement, improve communication, create accountability, and allow for objective decision-making regarding promotions, rewards, and terminations.

The performance of each employee is appraised on yearly basis.  We also use 360° performance review. Along with Key Resources Areas (KRA) and Key Performance Indicator (KPI) as an inbuilt performance appraisal system to evaluate the employees in a given time period. While appraising the performance, employee get to set and understand clearly what all are expected from them and are assessed on the same. It’s an opportunity to do a self – assessment and be given feedback supervisor. The Appraisal form is designed to assess the performance along with the important achievements of the staff during the year. The Head of the department, Head of the institution and the Human Resource Department carried out the process of performance appraisal with some of the Performance Appraisal Forms. Our organization goes with planning, monitoring, developing, rating, and rewarding.
Self-Appraisal Mechanism
Sl No

Parameter

Weightage

1

Result Percentage

15

2

Students Feedback

05

3

Punctuality and Adoptability

10

4

Mentoring and Counselling of students

10

5

Contribution to institutional growth

10

6

Contribution to Student development

10

7

Contribution to Research & Development

10

8

Publications

10

9

Project work

10

10

Self-development
10

Total Points

100




3. LEAVE RULES

LEAVE POLICY FOR THE TEACHING STAFF 

Introduction

Leave is a provision to stay away from work for genuine reasons with prior approval of the authorities. It may be granted for a casual purpose or a planned activity, on medical grounds or in extra-ordinary conditions.

Applicability

These rules shall come into effect from 01st Jul 2023

These leave rules shall be applicable to all the regular teaching staff.Any staff joining the institution in the middle of the academic session then they are eligible for the below given leaves on pro rata basis.

Right to Leave

i. Leave cannot be claimed as a matter of right and the leave sanctioning authority may refuse or revoke leave of any kind.

ii. Leave will not be granted to staff under suspension.

Authority empowered to sanction leave.

i. Upto 3 days Leave may be sanctioned to the teaching staff working under them by the Principal or by a member of staff to whom the power has been delegated by the Management. Any leave sanction for more than 3 days shall be sanctioned by the Chairman/Director. 

ii. The Chairman of the group may sanction leave to the Director / Asst. Director/ Principal.

Commencement and Termination of leave.

i. Leave ordinarily begins from the date on which leave as such is actually availed of and ends on the day preceding the date on which duty resumed.

ii. Sundays, Restricted Holidays C/off and other Holidays may be prefixed or suffixed to any leave.

Combination of Leave

Saturdays, Sundays, closed holidays and holidays, whether intervening, prefixed or suffixed, to casual leave shall not be counted as Casual Leave.

Grant of leave in the event of resignation

If any employee of the Institute resigns, he/she shall not be granted, during notice period, any leave even due to his/her credit. 

Rejoining duty on return from leave on medical ground.

An employee who has been granted leave on medical grounds is required to produce a medical certificate of fitness before resuming duty. Leave sanctioning authority may secure second medical opinion, if considered necessary. A staff member who was granted leave, may join duties before expiry of the leave but with the permission of leave sanctioning authority. 

Maximum period of absence from duty

i. Leave should always be applied for and sanctioned before it is taken, except in cases of emergency and for satisfactory reasons.

ii. No staff member shall be granted leave of any kind for a continuous period exceeding one month.

iii. A staff member who remains absent from duty without permission/ sanction for a continuous period exceeding 5 days, such staff members can rejoin only after attaining a written approval from Management.

iv. Staffs who areon leave should not take up any service or employment elsewhere.

v. Absence from duty without sanction or even after expiry of sanctioned leave entails disciplinary action like issuing of memo, suspension and even termination of services.

Kinds of Leave

The following kinds of leave shall be admissible to the members of the staff of our Institutions. 

i. Casual Leave (CL)

ii. Optional Leave (OL)

iii. Summer Vacation Leave

iv. Unplanned Leave 

v. Extra Ordinary Leave (EOL)

vi. On Duty (OD)

vii. Conference Leave

viii. Maternity Leave

ix. Study Leave

x. Compensatory off

xi. Festival Holidays 

xii. Paternity Leave (PL)

xiii. Medical Leave (ML)

· At no point of time, more than 25% of staff members cannot be on leave on the same day. In case of conflict, leave shall be granted on first cum first basis.

Casual Leave (CL)

1day CL is allowed for each completed month of service and a maximum up to 12 days in a year.

i. Saturdays, Sundays, Closed holidays and holidays, whether intervening, prefixed or suffixed, to casual leave shall not be counted as Casual Leave.

ii. CL should not ordinarily be granted for more than 2 days at a time.

iii. CL cannot be carried forward for next academic year. 

iv. CL must be applied forand get sanctioned at least 01 day before availing the same.

v. Half day CL/C.Off is not granted in any category.

Informed Leave (IL)

In order to facilitate staff, 2 informed leaves are permitted in a year. In case of emergency, the staff may take an informed leave by informing their superior authorities (via messages/Phone). Such leaves shall not be granted if there is a scheduled inspection, invigilation duty or an event at the institution. Such leave shall be deducted from their allotted 12 Casual Leaves. 

Optional Leave (OL)

(a) Each employee will also be allowed to avail himself/herself with prior approval of sanctioning authority three holidays from the list of restricted holidays declared by the college management at the beginning of every year. OL cannot be carried forward for next year.

(b) OL can be availed only after completion of 6 months with the organization (For new employee)as per pro data basis.

On Duty 

If any staff is sent for the Marketing /Admission/Institutional work then any week off / closed holiday will be granted as C-Off for those days.

A maximum of 3 Coffs per year shall be granted to any staff member engaged in remunerative work from University/DTE/HigherEducation/UGC/AICTE/PCI. This shall include jobs such as Inspections, Viva, Practical Examination, Thesis evaluation etc. 

Conference Leave 

Assistant / Associate Professors and Professors completing 2 years with the institution shall be sanctioned up to 3 days of Conference Leave for  National/ International conference/ FDPs etc, where the staff member is presenting their research work. The research document shall contain the name of parent institution. Proof of attendance of the conference shall be submitted for the approval of leave.

Summer Vacation Leave:

Teaching staff may be granted vacation leave as decided by the management as details below:

i. The duration & period of vacation will be notified by the Principal/Director for time to time

ii. Vacation can be prefixed or suffixed with Compensatory Off& restricted holidays

iii. The period of vacation leave will be eligible to the teaching staff is as followings.

1 year & above


-
1 week (as per grade)

2 year & above


-
2 weeks

Summer Vacation shall be applied after the completion of session by the staff members between March – June. Priority shall be given in the following order:

Married Females with Kids, Married Male with Kids, Married Females, Married Males, Unmarried Individuals. 

If a staff is unable to avail summer vacation in an academic year, due to work load, such leaves shall be converted to C-Off for the upcoming year.
Unplanned Leave

Unplanned leave will be treated as Leave without Pay under all circumstances. However, it should be the responsibility of faculty to arrange engagement of his lectures, if any on the day of his absence and communicate to the HOD/Principal through SMS/Telephone, so that academic activity is not affected.

An employee availing more than 3 UPLwill be liable for the issuance of a memo and review of performance. 
Extra Ordinary Leave (EOL)

i. Extraordinary Leave shall always be without leave salary and may be granted when no other kind of leave is admissible, or when other leave being admissible, the staff concerned has specifically applied in writing for grant of EOL.

ii. The period of EOL shall not count for increment. 

iii. The duration of EOL on any one occasion shall not exceed one month.

Maternity Leave

i. Paid maternity leave may be granted to female employees who have completed at least 2 years regular service within the Institutions and having less than two surviving children, for a period up to 1 month from the date of commencement.

ii. Maternity leave may be combined with any other kind leave except CL. 

iii. EOL may be granted on medical certificate up to a maximum of 3 months, in continuation to the sanctioned maternity leave. In such cases, the employee has to apply before the end of leave period, for an extension.

iv. The Staff member coming back from Maternity Leave shall have to join the institution at the start of the Semester/Academic year.

v. A staff member who fails to join the institution after the said time period shall be consider as discontinued from services.

vi. During maternity leave, leave salary equal to last pay drawn is admissible.

vii. The salary of Maternity period will be credited to the employee after she resumes her duty after availing the leave.

Study Leave

i. Any regular staff member of RCST admitted in higher studies especially PG/PhD/ PDF will be eligible for leave based on proper supporting documents submitted for the purpose. One day preparation leave and one day leave for examination/ VIVA etc. shall be provided. 

ii. These leaves can only be availed for regular university exams. The staff member has to complete the course in the minimum duration of the course spectrum.

iii. In case of any extension no extra leaves would be granted.

iv. Any regular staff member pursuing higher studies from other institution (apart from RCST No leave shall be provided.

Compensatory off (C/off)

As and when a staff member has been asked to work on holidays / weekly off days /or during vacation, he/she shall be given compensatory off in lieu of extra work done only on the basis of their Biometric done (upto 4 hrs @ 0.5 day and above 4 hrs 1 day) C/off will be credited.

The C/off so accumulated can be availed by the staff member at any time according to need, except during class working days but with proper sanction from the competent authority.

The balance C/off as at the credit of staff member at the end of the academic year i.e. 30thJune, shall be carried forward to the next academic year i.e. 1st July, which can be availed by the staff member according to need.

In case of teaching and technical staff, C-off cannot be availed when the classes for students are going on.

Whenever AUTHORITY requires any staff member (both academic and administrative) to attend the Institution on Sunday/holiday etc,in connection with any meeting or a function or for observing some special ceremonies like Independence Day, republic day etc the staff members will not be entitled to Compensatory holiday nor any extra remuneration will be admissible for such attendance.

Festival Holidays

The list of holidays is decided and published by the management every year. However, attendance is mandatory on National Holidays.  

Paternity Leave

Staff having more than 2 years of service with the institution, up to or less than two surviving children can avail this leave for a period up to 3days. The staff applying for Paternity leave shall inform the authorities and get it duly sanctioned. Paternity leave 
can only be availed within a period of 15 days from the date of delivery. PL can be combined only with CL / C/off or OL. Documentary proofs will be required to be submitted at the HR Office. 

Medical Leave

All teaching staff members of the Institution shall be eligible for availing Medical Leave facility after having completed 2 years with the Institution. Documentary evidence shall be required to be submitted at the HR office, at the time of re-joining the Institution. 

Appendix - I

Procedure for processing applications for various types of leave.

	S.N.
	Type of Leave
	Sanctioning Authority
	Through
	Recommended by
	Request for leave must be received at least

	1
	CL/OL/C. Off
	Principal / Director
	HOD
	_
	1 day in advance

	2
	Vacation/ EOL (short)
	Principal / Director 
	HOD
	_
	15 days in advance (except on Medical Ground)

	3
	On Duty/Special Leave (Short Leave) 
	Director/ Chairman
	HOD
	Principal
	3 days in advance

	4
	Study Leave/EOL(Long Leave)/Maternity Leave
	Chairman
	Principal
	Director
	2 months in advance


Appendix – II

Calculation of leave prefixed/suffixed with Sunday/Closed Holiday.

	S.No.
	Working Day
	Closed/Sunday
	Working Day
	Status

	1
	CL/C-Off
	√
	CL/C.-Off
	Holiday

	2
	UPL/IL/LWP
	√
	UPL/IL/LWP
	LWP

	3
	UPL
	√
	Present
	LWP


DISCLAIMER :

· Holiday/ Sunday prefixed or suffixed by any UPL would be considered as LWP.

· Closed holiday/ Sunday prefixed and suffixed with Medical leave (ML)/Study leave (SL)/ Summer Vacation/Special leave will be counted as leave.

· Any doubt or dispute involved in interpretation of these rules shall be referred to the management whose decision will be final and abide to all.

· No leaves shall be sanctioned or approved in case of an upcoming or ongoing Inspection, Examination or Event at the Institution or at the Group level where services of the department or the staff may be required.  

SPECIAL CASES: 

In cases where the staff fails to join the institution after availing leaves: 

· For leaves sanctioned up to 3 days, all leaves shall be considered LWP. 

· For leaves sanctioned for more than 3 days, the unsanctioned days shall be treated as LWP. These cannot be substituted with any other leaves.

· In cases, where the staff members fail to join because of the public transport delays or failures, leave maybe considered only upon presentation of proper proofs. Inability to get a reservation shall not be considered as a valid reason for the same. 
· Vacation leaves provision for all employees as per the college norms.
Sick Leaves is provided based on the request from faculty subjected to discretion of 
management.
Maternity Leave
4.RESEARCH POLICY
Prologue

Research and development (R & D) flourish where young minds and experienced faculty work synergistically. Research and academics are two sides of the coin. RCST is committed to serving society through the pursuit of excellence in research through inter-departmental research activities across the engineering disciplines. RCST shall ensure that research in all fields grows exponentially, keeping the ethical norms and research standards intact. This policy aims to promote quality research among the faculty members of the institution.

Purpose

An essential component of the institution is to create and sustain an atmosphere of intellectual

excitement and innovative thinking among students and faculty. The research promotion policy serves as an excellent model for up-lifting the research standards of the institute. The purpose of this policy is to establish the procedures for the conduct of research and scholarly activity and to promote research and innovation.

Objectives

Objectives of the research promotion policy focus on addressing social, industrial, and environmental challenges through interdisciplinary research initiatives.

The objectives include 

· Translating the knowledge and innovative thinking of faculty and students into the new products. 

· Motivating faculty to undertake national and international funded projects in the areas of science and engineering. ' 

· Exploring knowledge by organizing conferences, workshops, seminars on recent research areas, IPR, and patents. 

· Motivating faculty for the doctoral programs at various universities and reputed organizations. .

· Promoting analytical and experimental research. ' 

· Deputing faculties for identification of research problems encountered by industries through the industrial visit. 

· Ensuring the originality research by adhering to the standards of the ethical committee. 

· Encouraging collaborative research in the institution by networking with industries and research organization.
Enhancing faculty towards consultancy and extension activities. 

Research and Development Cell 

Research and Development cell was formed in the institute with an objective to promote high quality research activities among faculty members, scholars and students of the institution. 

The R & D cell renders its support to address societal challenges through academic research, sponsored projects, and consultancy projects across the institution. 

Research and Development Cell

Research and Development Cell Research and Development cell was formed in the institute with an objective to promote high  quality research activities among faculty members, scholars and students of the institution. The R & D cell renders its support to address societal challenges through academic research, sponsored projects and consultancy projects across the institution.

   Academic Research 

I) Doctor of Philosophy (PhD) ' Faculty members are encouraged to register for Ph.D. program after getting quality clearance for their research problem from CSVTU.. ' Ph.D. candidates shall present their research progress once in six months before the review committee constituted by the institution. ' Ph.D. holders are advised to get a guide-ship from University. ' The research scholars are encouraged to publish their research articles in the reputed SCl-indexed journals only after checking the plagiarism through software available in the institution. 

2) Research Project Junior Research Fellow/ Senior Research Fellow/ Research Assistants will be appointed on a contractual basis for the funded project with tenure of the duration of the project prescribed by sponsoring agency. ' The project staff has to execute a contract agreement on a non-judicial stamp paper of value Rs.100/- at the time of joining.  The monthly allowances of the project staff will abide by the rules of sponsoring agency. 
1. The project staff may be allowed to register for the full-time Ph.Dprogramme at Research Centre of the institution/ other university as apart-time scholar and as per the university guidelines.
Intellectual Property Rights (IPR)
Intellectual Property Rights refers to the grant of ownership protection for innovative and creative work which includes industrial, scientific, literary and artistic works. The most commonly applied IPR are .

· Copyright .

· Trademark 

· Patent
	Copy Right 
	Trademark 
	Patent 

	Copyright refers to the right the author has for their originality, creativity and intellectual work.
	Trademark refers to the brand element that distinguishes goods and services of one enterprise from other competitors and traders.
	Patent is an exclusive right given to an inventor. This right exclude others from making, using or selling an invention for a limited period.

	Validity: Valid through the lifetime of the author and 60 years after death.
	Validity: l0 years which can be made perpetual, as long as renewed every 10 years
	Validity: Separate patent required to be filled for each country. Patent is valid for a period of20 years.


Research incentives 

ln order to promote research environment of the institution and to motivate the researcher incentives are given to the faculty members who have sponsored research project from funding agencies. 
Partial financial support is given to faculty members who like to publish their work in SCI indexed and Scopus journals as per the details given below:
 Code of conductThe faculty and student members undergoing research activity shall follow the code of conduct of the institution. ' 

· To maintain secrecy of the research findings and technical information along with official documents. '

· To ensure the quality of the research findings and technical information along with official documents through ethical committee. ' 

· To ensure the quality of the research work and research articles through clearance of plagiarism.

·  To practice and promote fairness in the research.
5.R&D CODE OF ETHICS

Objectives of Code of Ethics 
· To provide advice and guidance to the academic community on all matters pertaining to academic research ethics 

· To advise the Academic Body on compliance with the 'Code of Ethics in Academic Research' of the various academic activities at the Institute 

· To provide guidance and academic support to scholars on ethical issues in respect of teaching, research and other academic activities. 
· On an entirely voluntary basis, researchers may ethical aspects of their research as per CSVTU guidelines.
6. FACULTY TRAINING AND DEVELOPMENT POLICY

We strongly believes that high quality of education can be offered through highly, qualified, trained and experienced faculty members. Since inception, the college continuously stays focused on this quality parameter. The College also feels the continuous training is essential for it faculty to stay up-to-date. And relevant for imparting the new pedagogical practices and technology training. In order to achieve this goal, the college identified the following areas and initiated continuous programs for the faculty belonging to all the disciplines. Permitting the faculty members to

1.  Register for higher education for M.Tech, and PhD degree programs 

2. Present papers in the conferences and workshops of their discipline both in India and abroad

3. Register for various training programs for both Short term and Long term within and outside the state

4.  Register to SWAYAM NPTEL and other online certificate trainings.
5.  Attend various in -house training programs, conferences both national and international, seminars, workshops, short-term and long-term programs 
6.  In-house training programs on curriculum design, pedagogy and assessment patterns bydistinguished academicians, and

7.  Hands-on sessions by the industry personal at the College and faculty internship programs duringthe summer break. The faculty was given financial support in -terms of registration fees, TA & DA as applicable, training cost for experts in case of in -house training programs. These facilities are applicable for that entire f-faculty who has completed their probationary period of their service.

GRIEVANCES AND REDRESSAL POLICY

Grievances and Redressal primarily covers the receipt and processing of the complaints and action taken on any issue raised by students to avail services more effectively. It is explained step by step as given below:

Step I : Grievance Input

Initially the students/faculty convey their grievances to the organization through grievance box, grievance portal, letters, registered communication, emails, etc. These inputs may be submitted by mail, over the Internet, or in person.

Step2: Grievance Redressal committee 

Then there is a dedicated committee assigned called as Grievance Redressal committee. They will to process the incoming grievances from students brain storm the issue among them and conclude whether to escalate further or not.

Step3: Appropriate Action

 After thoroughly analyzing the problems, if the filed grievance demands a solution it will be resolved by involving all the stakeholders of the problem. Suggestions will be shared to the departments concerned through Principal if required. But in case, if they found out that the issue is not worthy of consideration for any further action, then the student who filed the grievance would be called and counseled. His/her parents may also get involved in this regard, if required only.

Step4: Student Acknowledgement &Satisfaction

Finally, the student concerned will also be acknowledged regarding the issue and the committee will also ensure whether he is satisfied with the solution. If he is satisfied, then the grievance is resolved and closed. [n case, if he is not satisfied with the solution then again, the committee would readdress the issue and proceed further. But if they feel that it's not worthy of consideration, then they will counsel thestudent.

Step 5: involvement of Ombudsperson

Even after multiple sittings of counseling if the student is not satisfied then there is an involvement of ombudsperson. After analyzing the issue exhaustively, he will make few recommendations/ suggestions and those would be implemented  resulting the grievance to be solved. 

8. PREVENTION OF RAGGING POLICY
OBJECTIVE

RCST has a strict, Zero-Tolerance policy towards ragging. Any student found to be indulging in such behavior will face swift and severe action. Ragging in any form is totally prohibited in and outside the campus of RCST. It is the main objective of every member of RCST community consisting of the management, faculty and Staff members and as well as all students and their parents/guardians to make the college a 'ragging free' institution and ensure a conducive environment for fresher to adapt to the changes that the college life may demand on them and grow up along with their seniors. The institution is committed to follow all Regulations and Guidelines promulgated by the UGC and other higher authorities from time to time. The college will not permit or condone any incident of ragging in any form and will take all necessary and required measures to achieve the objective of eliminating ragging, within the institution.

PROHIBITTED CONDUCT UNDER THIS POLICY

RCST in compliance with UGC Regulations on curbing the menace of ragging in Higher Educational take stringent action against those found guilty of ragging and/or abetting ragging, actively or passively, or being part of a conspiracy to promote ragging, in accordance with these and other Regulations in force. 

As defined by the UGC, Ragging constitutes one or more of any of the following acts: (UGC regulations on curbing the Menace of Ragging in Higher Educational Institutions, 2009 dt.l7 .06.2009" Para 3)

l. Any conduct by any student or students whether by words spoken or written or by an act which has the effect of teasing, treating or handling with rudeness a fresher or any other student.

 2. Indulging in rowdy or indiscipline activities by any student or students which causes or is likely to cause annoyance, hardship, physical or psychological harm or to raise fear or apprehension thereof in any fresher or any other student. 

3. Asking any student to do any act which such student will not in the ordinary course do and which has the effect of causing or generating a sense of shame, or torment or embarrassment so as to adversely affect the physique or psyche of such fresher or any other student. 

4. Any act by a p-g t that prevents, disrupts or disturbs the result academic activity of any other student or a fresher.

 5. Exploiting the services of a fresher or any other student for completing the academic tasks assigned to an individual or a group of students.

 6. Any act of financial extortion or forceful expenditure burden put on a fresher or any other student by students. 

7. Any act of physical abuse including all variants of it: sexual abuse, homosexual assaults, stripping, forcing obscene and lewd acts, gestures, causing bodily harm or any other danger to health or person.

 8. Any act or abuse by spoken words, emails, post, public insults which would also include deriving perverted pleasure, vicarious or sadistic thrill from actively or passively participating in the discomfiture to fresher or any other student. 

9. Any act that affects the mental health and self-confidence of a fresher or any other student with or without an intent to derive a sadistic pleasure or showing off power, authority or superiority by a student over any fresher or any other student.
COMPLAINT PROCEDURE
The information on ragging can be received in the following manner by the student

 l. Students can register the complaint with the Principal.

 2. Students can access the following 24 hours toll free telephone number or website of UGC to register their complaints regarding ragging for which action will be taken within 24 hours keeping the intimation confidential. 

3. Through the notified contact details of the committee members. 

4. Through any other member of the institute. 

5. From any external source.

PUNISHMENTS FOR RAGGING 
Every incident of ragging will be investigated by one of the Anti-ragging Squads of RCST  who will enquire the details and submit all information related with the incident to the Principal of RCST along with their findings and recommendations. On receipt of the recommendation of the anti-ragging Squad or on receipt of any information concerning any reported incident of ragging, the Principal of RCST will determine if a case under the penal laws is made out and if so, either on his own or through a member of the Antiaging Committee authorized by him in this behalf, proceed to file a First Information Report (FIR), within twenty four hours of receipt of such information or recommendation, with the police and local authorities, under the appropriate panel decision  relating to one or more specified cl of the UGC Regulations, for further action. Further, the Anti-Ragging Committee of RCST will, depending on the nature and gravity to the guilt established by the Anti-Ragging Squad/s, punish, to those found guilty, one or more of the following

punishments, namely:

1. Suspension from attending classes and academic privileges.

 2. Withholding withdrawing scholarship/ fellowship and other benefits. 

3. Debarring from appearing in any test/ examination or other evaluation process. 

4. Withholding results. 

5. Debarring from representing the institution in any regional, national or international meet, tournament, youth festival, etc. 

6. Suspension, expulsion from the hostel. 

7 . Cancellation of admission. 

8. Rustication from the institution for period ranging from one to four semesters.

 9. Expulsion from the institution and consequent debarring from admission to any other institution for a specified period. If the persons committing or abetting the act of ragging are not identified, the college will resort to collective punishment. RCST will seek to prevent & correct any such behaviors from it students

ACTION TO BE TAKEN BY THE HEAD OF THE INSTITUTION
On receipt of the recommendation of the Anti-Ragging Squad or on receipt of any information concerning any reported incident of ragging, the Head of institution of RCST shall immediately determine if a case under the penal laws is made out and if so, either on his own or through a member of the Anti-Ragging Committee authorized by him in this behalf proceed to file a First information Report (FIR), within twenty four hours of receipt of such information or recommendation, with the police and local authorities,  render the appropriate penal provisions relating to one or more of the following, namely

 l. Abetment to ragging,

2. Criminal conspiracy to rag,

3. Unlawful assembly and rioting while ragging,

4. Public nuisance created during ragging,

5. Violation of dg4gqry.qqd morals through ragging
6. Injury to body, causing hurt or grievous hurt,

7. Wrongful restraint,

8. Wrongful confinement,

9. Use of criminal force,

10. Assault as well as sexual offences or unnatural offences,

I l. Extortion,

12. Criminal trespass,

13. Offences against property,

14. Criminal intimidation,

15. Attempts to commit any or all of the above-mentioned offences against the victim(s),

16. Threat to commit any or all of the above-mentioned offences against the victim(s)

17. Physical or psychological humiliation,

18. All other offences following from the definition of ragging

Provided that the Head of the institution of RCST shall forthwith report the occurrence of the incident of ragging to the District Level Anti-Ragging Committee and the Nodal officer if the institution is an affiliated institution. Provided further that the institution shall also continue with its own enquiry initiated under clause 9 of these Regulations and other measures without waiting for action on the part of the police/local authorities and such remedial action shall be initiated and completed immediately and in no case later than a period of, seven days of the reported occurrence of the incident of ragging.

ADMINISTRATIVE ACTION FOR RAGGING

 shall punish a student found guilty of ragging with any of the following academic institutional punishments:
l. Suspension from attending classes and academic privileges.

2. Withholding/ withdrawing scholarship fellowship and other benefits.

3. Debarring from appearing in any test examination or other evaluation process.

4. Withholding results.

 5. Debarring from representing the institution in any regional, national international meet, tournament, youth festival, etc.

6. Suspension/ expulsion from the hostel.

7. Cancellation of admission.

8. Rustication from the institution for period ranging from one to four semesters.

 9 Expulsion from the institution and consequent debarring from admission to any other institution for a specified period.
ANTI-SEXUAL HARRASMENT POLICY

OBJECTIVE

RCST strives to create and maintain a work environment in which people are treated with dignity, decency and respect. The environment of the company shall be characterized by mutual trust and the absence of intimidation, oppression and exploitation. will not tolerate unlawful discrimination or harassment of any kind. Through enforcement of this policy and by education of employees,  will seek to prevent, correct and discipline behavior that violates this policy. All employees, regardless of their positions, are covered by and are expected to comply with this policy and to take appropriate measures to ensure that prohibited conduct does not occur. Appropriate disciplinary action will be taken against any employee who violates this policy. Based on the seriousness of the offense, disciplinary action may include verbal or written reprimand, suspension, or termination of employment. Principal, Manager and Dean who knowingly allow or tolerate discrimination, harassment or retaliation, including the failure to immediately report such misconduct to human resources (HR), are in violation of this policy and subject to discipline. 
PROHIBITED CONDUCT UNDER THIS POLICY
 in compliance with all applicable federal, state and local anti-discrimination and harassment laws and regulations, enforces this policy in accordance with the following definitions and guidelines.
Discrimination

It is a violation of ’s policy to discriminate in the provision of employment opportunities, benefits or privileges; to create discriminatory work conditions; or to use discriminatory evaluative standards in employment if the basis of that discriminatory treatment is, in whole or in part, the person's race, color, national origin, age, religion, disability status, sex, sexual orientation, gender identity or expression, genetic Information or marital status.

Discrimination of this kind may also be strictly prohibited by a variety of federal, state and local laws, including Title VII of the Civil Rights Act of 1964, the Age Discrimination Act of 1967 and the Americans with Disabilities Act of 1990. This policy is intended to comply with the prohibitions stated in these antidiscrimination laws. Discrimination in violation of this policy will be subject to disciplinary measures up to and including termination.
Harassment

 prohibits harassment of any kind, including sexual harassment, and will take appropriate andimmediate action in response to complaints or knowledge of violations of this policy. For purposes of thispolicy, harassment is any verbal or physical conduct designed to threaten, intimidate or coerce an employee,co-worker, or any person working for or on behalf of  .The following examples of harassment are intended to be guidelines and are not exclusive whendetermining whether there has been a violation of this policy:
1. Verbal harassment includes comments that are offensive or unwelcome regarding a person's nationalorigin, race, color, religion, age, sex, sexual orientation, pregnancy, appearance, disability, genderidentity or expression, marital status or other protected status, including epithets, slurs and negativestereotyping. 
2. Nonverbal harassment includes distribution, display or discussion of any written or graphic material that ridicules, denigrates, insults, belittles or shows hostility, aversion or disrespect toward anindividual or group because of national origin, race, color, religion, age, gender, sexual orientation, pregnancy, appearance, disability, sexual identity, marital status or other protected status.
Sexual Harassment
Sexual harassment is a form of unlawful employment discrimination under Title VII of the Civil Rights Act of 1964 and is prohibited under 's anti-harassment policy. According to the Equal Employment Opportunity Commission (EEOC), sexual harassment is defined as "unwelcome sexualadvances, requests for sexual favors, and other verbal or physical conduct of a sexual nature ... when ...submission to or rejection of such conduct is used as the basis for employment decisions ... or such conducthas the purpose or effect of creating an intimidating, hostile or offensive working environment."

Sexual harassment occurs when unsolicited and unwelcome sexual advances, requests for sexualfavors, or other verbal or physical conduct ofa sexual nature: 
· Is made explicitly or implicitly a term or condition of employment. .
· Is used as a basis for an employment decision. ' 
· Unreasonably interferes with an employee's work performance or creates an intimidating, hostile or otherwise offensive environment.

Sexual harassment may take different forms. The following examples of sexual harassment are intended to be guidelines and are not exclusive when determining whether there has been a violation of this policy: .

Verbal sexual harassment includes innuendoes, suggestive comments, jokes of a sexual nature, sexual propositions, lewd remarks and threats; requests for any type of sexual favor (this includes repeated,unwelcome requests for dates); and verbal abuse or "kidding" that is oriented toward a prohibitive form of harassment, including that which is sexual in nature and unwelcome. 
Nonverbal sexual harassment includes the distribution, display or discussion of any written or graphicmaterial, including calendars, posters and cartoons that are sexually suggestive or show hostility toward an individual or group because of sex; suggestive or insulting sounds; leering; staring; whistling; obscene gestures; content in letters, notes, facsimiles, e-mails, photos, text messages,tweets and Internet postings; or other forms of communication that are sexual in nature and offensive. 
Physical sexual harassment includes unwelcome, unwanted physical contact, including touching,tickling, pinching, patting, brushing up against, hugging, cornering, kissing, fondling, and forcedsexual intercourse or assault. Courteous, mutually respectful, pleasant, no coercive interactions between employees that are appropriate in the workplace and acceptable to and welcomed by both parties are not considered to beharassment, including sexual harassment.
Confidentiality

 All complaints and investigations are treated confidentially to the extent possible, and information is disclosed strictly on a need-to-know basis. The identity of the complainant is usually revealed to the parties involved during the investigation, and the HR director will take adequate steps to ensure that the complainant is protected from retaliation during and after the investigation. All information pertaining to a complaint or investigation under this policy will be maintained in secure files within the HR department.
COMPLAINT PROCEDURE

 has established the following procedure for lodging a complaint of harassment, discrimination or retaliation. The company will treat all aspects of the procedure confidentially to the extent reasonably possible. ' 

Complaints shall be submitted as soon as possible after an incident has occurred, preferably in writing. The HR director may assist the complainant in completing a written statement or, in the event an employee refuses to provide information in writing, the HR director will dictate the verbal complaint. 

Upon receiving a complaint or being advised by a supervisor or manager that violation of this policy may be occurring, the HR director will notify senior management and review the complaint with the company's legal counsel. 

The HR department will initiate an investigation to determine whether there is a reasonable basis for believing that the alleged violation of this policy occurred. . If necessary, the complainant and the respondent will be separated during the course of the investigation, either through internal transfer or administrative leave. . 

During the investigation, the HR department, together with legal counsel or other management employees, will interview the complainant, the respondent and any witnesses to determine whether the alleged conduct occurred. ' Upon conclusion of an investigation, the HR department or other person conducting the investigation will submit a written report of his or her findings to the company. If it is determined that a violation of this policy has occurred, the HR director will recommend appropriate disciplinary action. The appropriate action will depend on the following factors:
 a) The severity, frequency and pervasiveness of the conduct; 

b) Prior complaints made by the complainant; 

c) Prior complaints made against the respondent; and 

d) The quality of the evidence (e.g., firsthand knowledge, credible corroboration). If the investigation is inconclusive or if it is determined that there has been no violation of policy but potentially problematic conduct may have occurred, the HR department may recommend appropriate preventive action. 

Senior management will review the investigative report and any statements submitted by the complainant or respondent, discuss results of the investigation with the HR director and other

management staff as appropriate, and decide what action, if any, will be taken. . Once a final decision is made by senior management, the HR director will meet with the complainant and the respondent separately and notify them of the findings of the investigation. If disciplinary action is to be taken, the respondent will be informed of the nature of the discipline and how it will be executed.
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