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Human Resources Policy

Acharya Institutes, a group of Educational Institutions, was established in 1591 THe
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Institulions are sponsored by

dedicated 1o the cause of imparting quality Education.

1 1.M.J. EDUCATION SOCIETY

.M., Education Society, a non-profit organization

=

Designatio .

3 Smt. Kiran Reddy

SiNo. | tame
1 Sri B.M. Reddy President
2 5ri B. Premnath Reddy Secretary
Treasurer

{*) and other four members
The Governing Councilsfor different institutes under J.M.. Education Society
viz. Acharya Institute of Technology, Acharya College of Education, Acharya
Institute Graduate !=.||:I:uzr||n|:|e;sjE Acharya School of Management, Acharya Schoal
of Architecture Acharya School of Design, Acharya School of Law, Acharya &
BM Reddy College of Pharmacy, Acharya Fl_'.l.f\i'l'.El:l'llliI:,:Smt. Nagarathnamma
College of Nursing and Acharya Institute of Health Sciences; and Acharya Pre
University College are constituted separately and incorporated in the .
respective dqgj:ﬁmts'i. ;- - .

2 VISION & MISSION. |

2{a) VISION:

| -
¥ -
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To be a Premier acodemic institute of global repute striving
for excellence in the orena of technical and non-technical
education, and commitment ta the Nation thereby creating
eminent and ethicol leaders through quality professional
education with emphasis on holistic excellence.

2(b) MISSION:

Be o premier institute of ncndem.fugreﬂence of global standards by imparting
quality education for meeting fil'lea:!fms: needs of the industry, society, the nation
and the world ot lorge

2 RECRUITMENT OF Fﬁﬂlﬂ

(@)  Cadre Sﬁ'tﬂufthTTga:hE rs:

LEVEL CADRE
1 Lecturer
2 B ] Senior Lecturer
£ i '— Sel:eﬂinnﬁradﬂ Lﬂcturer
40 "4 L Assistant Professor - <3 iy
5 Associate Professor ':__.:ﬂ-
B Professor i
7 Librarian
Soiai M
P [ e —
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Qualifications: -
Faculty Members are recruited based on the qualifications prescribed by AICTE/UGC for

various cadres. At present the following criteria are followed.

sl. Cadre Qualification Experience .

'_Hﬂ

1 | Lecturer Good Academic record with at least No minimumrequirement
B0%marks or an equivalent CGPA at the

Master's Degree level in the relevant
subject from an Indian Unlversity or an
equivalent Degree from a Foreign
University: Besides fulfilling the above
quiﬁﬁi':aﬁuns candidates should have
deared the National Eligibility Test {NET)
far lecturers conducted by the UGC, CSIR
or similar test accredited by the UGC.

5 | Senior Lecturer | Good Academic record with at least 60% | © Years experience in

marks or an eguivalent CGPA at the teaching .
Master's) Degree level in-the. relevant
‘subject ﬂﬁgman Indian I..Inlyq_u:'ﬁiv ar an I W
‘equivalent. Degree from _a . Foreign g A’_
University. Besides fulfilling the above Pl Al
gualifications candidates should have ‘
cleared the National Eligibility Test (NET) | . ..w

for lecturers conducted by the UGG, CSIR | ¢
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or similar test acoredited by the UGC,
3
Assistant Good Academic record with at least 60% | 11 years experience in
:uiesmr.-’ﬁ ) marks or an equivalent CGPA at the | leaching  Position s
electionGra - i
® | Master's Degree level in the relevant | fSSistant Fryesseor,
Lecturer/ Reader ; A However, Doctoral degree
subject from an Indian University or an >
is a must for the
| equivalent to Equ]ualmt Degree from a | gocionation. (*For SGL
Foreign Unwﬁl‘slw Hesldl!s fulfiling the | ph.D is not essential)
| above qi,ﬁ!]iﬁhthns t:arndi:lales should
have cléﬁ‘id the Haﬂnnal Eligibility
Test{HETJI far i&ﬂ.‘r.mrs cnnducred by the
(1] <l !:Hg or similar test acnredlted by
tnmmf P
: : W S
4 | Associate | First ™ .-;-Dueﬂree AT Badtelm.",s or | 15/14/13 years
Professor 4 ;.M;ﬂe}'ﬁlmun the appmﬁtg_hm_nﬂ” experience in teaching in
_ -H‘Lﬂ tase of M.5c,(M.A)/
i | M.Phil/Ph.D./MBA/MCA
5 | Dean/ Professor :Fh]imt{jﬂmﬂass Degree at Bapilﬁm*s 19/18/17 years
or Master's level in the appropriate | ©¥Perlence in teaching in case
n‘é’ﬁ."ﬂ" -.__: e R e of M.5c, (M.A)/
| Era 'ilm— -s‘:‘-gll : I:}'-':- ﬁ_.]?HUFI'I.I}.MEMMEﬂ.
B Librarian . . i 5" .'f" \ [ i ! Enaience in
Master's degree in Ubrar'r :-'-uen::e,.f computerization oflibrary.
Infermation Science/Documentation or an
equivalent professional degree with at
least 60% marks or its equivalent CGPA
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and consistently good academic record.
Qualifying in the national-level test
conducted for the purpose by the UGC or
| any other agency approved by the UGC.

For posts of Assistant Prnf&ssur:-ﬁésajtlate.l?mfe;sm and Professor, candidates from
Industry/Profession with first class Master's Degree in appropriate branch and
Professional work which is iiﬁii_lﬂ'r:.&li'lf'and can be recognized as eguivalent to Ph.D.
and with 5 years / 10 years experience also would be eligible.

{2) Maode of Selection :if.Facu!l:; Members

Direct Recruitment 1o all Cadres is based strictly on ‘merit. Selection is done
by duly constifuted Committees. The following procedure is adopted in
selection of faculty members. -
1 Advertisement in leading Newspapers, Internet
2 Scrutiny of applications received till the last date mentioned in the
advertisement. bl
Constitutioncf the Selection Committee.

/ Intimation to candidates about the date and ‘l;lrn-E of Interview

5 - Based onthe recommendations made ’Eﬂ,r the Selection committee
thecandidates are informed of their selection, |7 = oy
6 Offer of employment will be released

Incumbent will join the Acharya Institutes
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Occasionally, senior positions at Professor and Assistant Professor levels are
filled up [by inviting retired persons of those taking Voluntary Retirement
from other educational institutions and/or industry] on contract basis for a

specified period.

Composition of Selection Committee to recruit faculty members. A selection committee is
constituted with the following rnemhe_rf,_

)  Chairman/ED [

i Campus Director

)] Principal of the college

Iv) Mead of the Dept

v) Director (HR)

Besides the above, experts may be invited to be a part of the Selection

Committea..
4  RECRUITMENT DF NON-TEACHING STAFF:
Achara i Lemriysie Studies
StaffCategory. ADMINISTRATIVE WA e -natia Road
A W | |- L
STAFF :
The recruitment process remain unaltered to hire Non-Technical category of
staffalso.
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N. B: In deserving cases relaxation like qualification and age may be given by the
Management subject to ratification by the Governing Body

Mode of Selection of Non-Teaching Staff.

All the positions are advertised in the pressfinternet. After scrutiny of applications
recelved and short listing by a committee consisting of;

a) Director (HR)
b} Principal
c) Administrative Officer

Intimations are sent to the suitable candidates for a trade test, if necessary, and

subsequent personal interview.

SAVING CLAUSE: " B
Nothing in these rules shall adversely affect the Interests of any person who was
appointed tothe service of the Institute before the commencement of these rules,
subject, however, 10 the'ic'qn!:liﬁqn that such person ._ﬂ1all not be eligible hereafter
for appointment to any other post in this Institute without possessing or acquiring

such qualifications as are prescribed for that post.

All the appointments [Faml‘l:',_r__and S_lf.'ifﬂ méde after selection are forwarded to the
Institute Governing council for ratification.
:ﬂ. = -I'__rl- : i 1 | 1 3
5 SERVICE RULES i et L B B ) ot |
2) SERVICE CONDITIONS INCLUDING PROMOTION POLICY _
Aoy
)] A person shall be deemed to have been appointed to the 'séﬁ'i:;é when
his appointment is made to a post in accordance with the oxisting
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iv)

norms of Acharya Institute but it shall not include staff appointed as
Consultants / Visiting faculty

The pay of Teaching Staff shall be as fixed by the Selection
Committee Inaccordance with the Acharya Institute norms.

The pay of Non-Teaching Staff shall be as fixed by the Selection
Committeein accordance with the Acharya Institutes norms

The seniority of an Employee in any Grade shall, unless hefshe has
been reduced tola lower rank on punishment, leave on LOP, be

determined by the date of his/her first appointment on probation.

The appointing au‘_ﬂ'}hﬁw__shall. at the time of appointing two or mare
persons simultanecusly to a Grade, fix the Seniority for them with
reference to the rank fixed by the Selection Committee at the time af
appointment, irrespective of date of jolning.

All zppointments in the academic services shall be made by open
competition by an advertisement and selection, where in all the in-
service personnel who possess the qualification prescribed shall also
ke permitted to apply. The Management may however make adhoc

‘appaintments in Specific cases or recruit by deputation.

Save as otherwise provided every employee of the Institute shall be
appointed under a written contract and the conditions of service
felating-to them shallas faras possible be uniform except in respect

' of salaries payable<to them. The contract shall be lodged with the

Chairman_and & copy. thereof shall be furhished to.the employee
concerned.

PROBATION:

A obmrieg 1y

o
L |
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Initially the selected candidate will be appointed on probation for a
period of one year from the date of reporting to duly. After which the
performance of the appointee will be reviewed to regularize the
appointment. The service conditionsof the incumbent will be governed by
the rules and regulations of the Institute issued from time to time.

If any candidate is appointed on purely temporary basis in a vacancy, the
candidate has no right to claim permanency. However, such candidates
may also apply for permanent post following the regular procedure
adopted to the candidates of open competition

If a person, having been appcﬂnul:i temporarily to a post, is subsequently
appointed un. regul.ar establishment, hE.l"ﬁI‘I-E shall commence probation

from the date fixed for appointment.on prnbatlnn
Any candidate appﬂn;gd on temparary/ad hoc I:mls his/her services can

iv)
be terminated without any notice and without assmmng any reason.

INCREMENTS:

1) Increments w]il be sanctioned to such nf thuse employees whose
performance has been found satisfactory in terms of the achievement of
objectives set olt, on saﬂﬁfactuw report ﬂﬂﬁﬂﬂrmance of the Employee.
A committee r:gnslstlng of Campus Drré-:mr, ﬁlrecl:-::r HR, Head of the
Institution shall review the performance ‘indicators such as Students
Feedback, Results achieved with respect to the subjects taught,
effectiveness of proctorship, publication of papers In journals of repute,
contribution to research, efforts on institution-industry interaction,
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placements, project funding and support to the Head of the Institution
in various administrative matters etc and recommend appropriately to

the Chairman.
The annual increment shall not be applicable to such of those employees

who performance is not up-to-the mark and reasons thereof will be
communicated to the concerned employee.

In case of Nnnatea:hiugl'efnplwee; the appraisal is made only by

a) Head of Inﬂ!tutmnf Funl:ﬂun::il Heads
) Director (HR) : / .-
€) Campus Director L (oo dm i
d) Pﬂnmﬂw b
£l e
; i - ph
POLICY: { I o R L

) A Cormittee consisting of Campus Director, Principal / Head of the
Function, Director HR will review the process of Pramotion based on
the pammetel! ﬁ: availability of vacancy and the cuitability of the
candidate and “also in accordance with the stipulated norms of

regulatory bodies. The mmrnltteeiuﬂll sUbiit remmmendatmn to the
__ Chairman .n'Ex?im\ra Director fﬂ'l‘ﬁhETF rﬁlﬂ’w aril:I docision which is

. final 3hd binding. . .. B
RETIREMEMNT;

i  The age of retirement for the Faculty members Is 60 . However, deserving
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caseswill be considered for extension of service till 65 years, All non-teaching,
administrative and teaching staff shall retire on attaining the age of 58 years.

RESIGNATICN:

Any member of the faculty in permanent service shall give three months notice
in case hefshe desires to be lElIE‘u!Ed on. resignation or in the alternative hefshe
shall pay three months salary/In lieu thereof. The resignation shall come into
force from the date from whjﬂ':; the appaointing authority receives the resignation
from the employee cunwtn&&j'ﬁélh‘nﬂ pricr to notice period of three months
in the middle of the semester is not recommended.

Any member of the Support Staff in permanent service shall give three months

notice in case he/she. dﬁinzs to be relieved on re:ilgnatmn or in the alternative
he/she shall pay three manths salary in lieu thereof. The resignation shall come

into force from the date fm."" which the appointing authority receives the

resignation.

i) However, the appointing 'authnﬂll,r reserves the right to waive off the notice

period orpayment of notice pay in lieu thereof.

TERMINATION OF SERVICES GEAN EMPLDTEE

)

The Services. of a tempﬁraw;mprﬂme are liable to be tefminated atarytime
without - notice —of payment=in lieu thereot and assigning any reasons

whatsoever,
i) The Management reserves the right to terminate the service of an employee
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whether probationer or regular is incapacitated to perform duties on medical
grounds, as declared by the Acharya Institutes Medical Officer, giving one
month notice or payment in lieu thereof

i) The Management may terminate an Employee whether temporary,
probationer or permanent if hefshe is involved in a criminal case or in the
event, it is proved by a mm;::iept-ﬂmnmittee appainted for this purpose that
the Employee has failed o do his duty leading to moral turpitude or
negligence of duties. ' .

.......

where all his/her service partml.ﬂari shall hE recorded under the signature of
appointing autl*u:u‘l’ty.r

v) In case of ﬁﬂuh’t or Inl:a'pretathn of a WIE i:I-HM.I Education Society, the
decision of the Secretary ftharrman wiﬂh& final and hindmg

vi) Not wbth'si:a_nd_]ng said_‘a'n'._r’d'ﬂng anywhere, any service rules, which invelve
financial commitments, will be subjeet to avallability of funds and decision of

the Managementwill be final,

vil)  The Management, subject to the ratification iof ’d'he GBverning Council, Is the
Authunhrfur intrndu::h'lg fepea!m or amﬂndlng Iw service rule it deems
necessany for day-ta-day administration of thelinstitute.

¥ Il
! " i L i
b)  CODE OF CONDUCT: "
(b) DAL
e ".-!-l'_.l':’-:‘:."i

rin 1
Arbar o o atte Froad

F Y ... T T
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An employee of the Institute shall devote his whaole time to the
service of the Institute and shall not engage directly or indirectly in
any trade or service or in another institution or any other work,
which is likely to interfere with the proper discharge of his/her
duties.  This provision shall not apply to the academic work like
giving puest lectures, giving talks and any other work undertaken
with prior permission of the Executive Director.

Every employee shall, at all times maintain abselute integrity and

i)
devotion to duty and shall do nothing against the dignity and
decorum of the Institute, particularly in his relationship with the
Head nf_Jnsﬁ;uj:iunJ Staff, Students and Visitors to the Institute,

i) No employee shall, without chtaining the prior approval  of the
Principal, ask for or accept or in any way participate in the raising of
any ;l-lh!ﬂjlll_.'l_ﬂl':l_-ﬂ_l‘ pther pecunlary assistance in pursuance of any
object whatsoever except for routine, farewell and felicitation
functions connected with the Institute.

W) No Staff-member of the Institute shall-engage himself/herself in
coaching Hfhﬂl;&iﬁil_#d!ﬂtﬁ for any remuneration.

¥) Mo mpluyquhaiL e:mepl: with the. |:|nn:|r written approval of the
Chairman, al::ept .w..I remunerative or hunumr‘gr work not connected
with the Institute.

Vi) Mo employee shall, except with the prior written approval of the
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A

Chairman, own, wholly or in part, conduct or participate in editing o
management of any news papers or other periodical publications

No employee shall, while being on duty, take part in politics which

iraduste St

vii)
includes holding office; elective or otherwise in any political party or
contesting in election to the State Legislature or the Parliament or
local body elections
vii}  No employee ;haﬂ'.tale-ﬁart in any act or movement, such as strike,
incitemnent thereto or !i‘nij'l:ar activity in connection with any matter
pertaining to his the or to any other matter, which tends to bring
disrepute to the Ingthme_. nor shall he.r'she resort to media with
his/her: griwantes :
k)  The Management pursuant to the prﬂﬂﬂans of these rules shall
exertise the ﬁaﬂtr after gwlng thu em;:lwee concerned, an
ﬂppu‘tunltftu H;Plam his/her ’C-E!E 1.3
x)  Noemployee. shail rﬂ’rnam absent hims-ni'fﬂ'leiﬂif from duty without
priar ,pem'ﬂsﬂnn. In" case of emergency ﬂf proceeding on leave
_wlthn:-ut uncrr permlsslun, hefshe must E:plaln l.he circumstances,
/{whigh were I:I :17 |5,."her-amntrul hafurié reisl.erng,
L "" . ‘I ¥ | F i
Xy -Ew.r',,r !mrjlnﬁ!e s!ﬁ“ll *1:1-& at work ﬁm:mndll.r ht the- timings fixed
unless permitted otherwise by his/her Head of Institution / Function.
xi)  Every employee is expected to upgrade his/her knowledge, skill and
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competencies in line with the advancement of technology, from time
to time, to meet the requirements of the Institution and the
guidelines issued by the statutory and regulatory authorities for
dissemination of quality education to the students.

Every employee apart from his normal duties is expected to render

SERnCes

[ administrative suppert to meet the requirements connected to
process setout by accreditation bodies based on which the ranking /
reputation of the Institution gets enhanced which further help
students enhance employabilityskills.

Employees during the pendency of employment with the Institute
shall not engage themselves in any aé:jjuiw connected to outside/
external h:di&s* institutions, assﬁq_:lsé.tiun, forums, wvoluntary
organizations with prior consent of the management In writing.
However, membership of employees with technical farums, premier
consultancies, reputed journals/ magazines is encouraged

However, the above rules do not apply to Employees appointed on
deq:ll._lf.aﬂnn,é_untm:t basis and for persons appointed temporarily for a specific
pe.ri.u.d._ —

The fnﬂmm;’am uF cﬁmmﬁimm"ﬁmmmm 5haFI h!i treated a5 misconduct.

'Fallute 1o e:erd',:e e’rfhtlant supewislﬁ'i nnthE :mbmlmate staff
lnsu'hnrdmatlnn or “disobedience to anl,' Iawl‘ul Order of h15,.’her

SuperiorOfficer, \A By
: ; _ PINCIPAL
. Gross negligence in teaching or any other duty assigned. SRR L L
. No outsider shall be allowed to get inside the pl"ﬂ‘?ﬁ}m& of the -
JF=bet )}
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aft!r

Institutewithout prior permission.
Any act invelving moral turpitude punish able under the provisions of the
P

intemperate habits affecting the efficiency of the teaching work.
Failure on the part of an Employee to give full and correct information
regarding his/her previous history and record of service and violating
any other specific dh-:ﬁ:tln:ms or instructions given by his/her Superior
Officer. _

Any act subversive of discipling an the premises of the institution or In
the course of r]ut-.r if 1t has directly affected the discipline or even
outside the institution if has a material bearing on the emooth and

efficient functioning oftha institute of I if it is directly linked with the
general relationship of employer or employee.

Any wilful I:readi, violation or contravention n}’ the rules, guidelines,
any partof whole thereof affecting the. da:ﬁn-;y ‘decorum and dignity _
of lnsﬁtu:-un adversely. {

N u.—de; |mpmmgmwunmmm on a employeeshall be 1mp'b§b~d Em:vl!-p-t

A I

. ."-_ ' L

.a.!-
I

.....

of Institute in regard to the allegations on which disciplinary acticn ks
proposed to be taken and is given an opportunity to make
representation that he/she may wish to make in person orally or in
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writing.

sych representation, if any, is taken into consideration by the
Autharity competent to impose penalty.

(d} DISCIPLINARY PUNISHMENTS AND APPEALS:

These rules shall apply to all Employees of the Institute.

The following penalties may, for sufficient reasons be imposed upon the
Employeesof the Institute namely;

a)
b}
)

d)
e)

aj

Censure

Fine

with-holding of increments / promation.

Reducticn to @ lower post or a lower stage in the time scale.

Recovery from pay of the whole or part of any pecuniary loss caused
to thelnstitute by negligence or breach of orders

Suspension .

Dismissal from the college service |

| Il,_, -

P i'?..?'-.’- :".":";"-I‘.‘-'t.‘;_

T L= F:l-...n Al

Rood

Acharye |
¥

Authorities who impose penalties and the Appellate Authority is tabulated below - .0
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|! 1 Authorities who impaose F/P .
|5|F~|ﬂ | Penalties/ o Executiv
Punishment Teachin Non- Others Appellate e rank
| E teachin (Principa
| E | &
- abov
| : e)
| 1 Censure Principal Principal Principal Principal Fresfid
' ent
| Secret
. i / ary
2 Fine Principal | Princlpal | Principal | Principal Pris-lde
) nt
Secreta
: _ i ry
3 With Principal rincipal” | Principal | tecreta Preside
holding
increment F” nty
F Directo Secreta
| I i r(HR) ry
4 Withholdi Secretar Secretar Secretar' | Secreta Preside
v/ i ry/ nt/
Director | Director Directo Secreta
(HR) ] (HR) | rem) Ty
5 secretary | Secretary | Secretary | Secretary
It
|:|-.='.|:|.n'|lanr|||I luss
to
——y the institute =
& | Suspension secretary | secretary | Secretary | Secretary | Gover
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7 " Dismissal / Tecretary | secretary | Secretary | secretary | Gower !
Terminati ning |
i Couna
] con | @
any of the penalties specified,

Where it is proposed to impose, on an employee,
he/she shall be given an opportunity for maldng any representation that he/she may

desire to make, and such reprﬂentamns, if any, shall be taken into consideration

before the order, imposing the penalty is passed.

No employee of the Institute shall be dismissed or removed or demaoted except after
an enquiry in which he has been informed of the charges against him and given a
reasonable epportunity of being heard in respect of these charges and where it is
proposed after such nguiry to impose on him / her any such penalty, until he/she
has been given a reasonable oppartunity of defending herself / himself, of, but only

on the basis of the E.EI'HH'IEE adduced during such enguiry.

The Secretary of the JMI Eu:lu::atmn Society is authnrlud to initiate the domestic
enguiry and to appulnt enquiry officer either from among the internal staff or
external gualified personand deal with the disciplinary proceedings as deem fit and
warranted under the pmwsl{:ns of applicable statute, Eglsjatmn_and in terms of

principles of natu ral justice

|.
2]

R
1 o

Every Employee of the Institute shalr be mntled” to one. appeal from an order

imposing on him any of the penalties specified in Rule (b), to the Appeiiate

autharity.
In case of appeal, the decision of Appellate authority is final.
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Teaching Faculty's Job Responsibilities — AICTE guidelines

The job responsibilities as a faculty consist of 4 components viz. Academic, Research
& Consultancy, Administration and Extension Services. A brief description of these 4
components as described by the AICTE 5th pay commission is given below. Your
normal annual increment is subject to your satisfactory performance in the above

companents,

JOB RESPONSIBILITIES OF FACULTY

As per AICTE 5% Pay fnmmissiﬁn'-_fhecbmnmndatinns, the Job Responsibilities of
Facultyconsists of 4 companents viz;

1 Acadernic
2 Research & Consultancy
3 Administration
4 Extension Services SR
; Wl e
Each of them s described below: P CiPAL

ACADEMIC ihelaEryn D

. Class Hogm [nstruction

* Labofatory Instructions
. Curriculum Development
Development Learning Resource Material & Laboratory Development
Students Assessment & Evaluation including examination work of University

P
| m;ﬂ | Approved by Cleared for issue - ..l
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L . L .
Policy Drafting & Campus Director Head, Quality Assurance
| Review Committee Acharya Institutes Acharya Institutes




ACHARYA INSTITUTES
Acharya Dr. Sarvepalli Radhakrishnan Road, Soladevanahalli, Bengaluru -560 107, Indiaciixea

Policy on HR Manual

Version N° 001 Owner: Directors Page 22 of

Policy N*: AlfAC/030 40

" Date of issue: 01 Jun 2020 | Review date: 01 Jun Applicability: Al Al Staff

2022
. Participation in the Co-curricular & Extra-curricular Activities
. Students guidance & Counseling & helping their personal, ethical, moral, and
overallcharacter development
. Keeping Abreast of new knowledge and skills, help generate new knowledge

and helpdissemination of such knowledge through books publication,
seminars, etc.

. Continuing Education Activities
' Self development through upgrading qualification, experience & professional

activitiesRESEARCH & CONSULTAMNCY

. Research & Development Activities and Research Guldance.
. Industry sponsored Projects.

. Providing Consultancy and Testing Service.

v Promotion of industry institution interaction and

RED. I

r.lv"'.‘-"'-'—lln'ﬂ

=y Coinardlms
aal ' 3

ADMINISTRATION Eet:
]
. Academic arﬂ'ﬁdmlnistfauvb'managerrmnt of the Departrment / Instnl‘utiun- '
. Palicy Flanning, Manl’mrlng E. Evaluation and Pruf;mtmnal activities both
atDepartmental and Institutional level.
. Design and development of new programs,
. Preparing project proposals for funding in areas of RED Work,
LaberatoryDevelopment, Modernization, Expansion, etc.
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ctivities.

monitoring and Evaluation of academic and research a
onal level for

participation in policy planning at the Regional / Nati

development oftechnical education.
Helping mobilization of resaurces for the institution.

Develop, update and maintain MiS.
plan and implement Staff Development activities.

Conduct Performance Appraisal.
Maintain accountability.

EXTENSION SERVICES

Interaction with Industry and Society.
Participation in Community Services.
Providing R&Dsupport and consultancy services to industry and other User

agencies.
Providing non-formal modes of education for the benefit of the community.

Promotion of entrepreneurship and job creation.

Dissemination of knowledge.
Providing technical support in areas of social relevance.

Any other relevant work assigned by the Head of

the Institution. 4

| f
. Gy Ir el
r '" . 'nl ﬁ—' L]

WORKIN % e
G HOURS Asharya Inailiuls -qatfunte Studies
. il frs ' 18 Hoad
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The institute’s working week consists of 40 working hours per person. This

excludes lunch break,

TEACHING DAYS

The institute shall have at least 180 full teaching days per year or 90 full teaching
days per semester. "Teaching Days" here shall mean actual class room/laboratory
tontacting teachingdays and do not include days of examination,/teurs/sparts ete.

6 WORK LOAD

Workload of a

teacher should not I:re less than 40 hours per week, of which teaching

contacthours should be as fnll::lws

a) Principal 4 hrs/week
b Professor : 8 hrsfweek
c) Assistant Professor 4 12 hrsfweek
d) lecturers.&_-Seninr-LeﬂurErs . 16/ 18 hrsfweek
Performance Appraisal of Employees

Annual Staff and Faculty Performance Appraisal systems have been
introd Lu:el:! Thes'rstem consists uf

- f .ﬁ_tppr_ai:sal by Paer Group g :
* ... Head of Department’ || v W L B
. Appraisal by Students i ﬁ',
. Appraisal by Management (Principal) I -
L
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Weightages given to the Appraisals
In case of Faculty and support staff (who have interaction with students)

. Appraisal by Students A0
. Appraisal by Head of Department 208
. Appraisal by Peer group® 10%

. Appraisal by Manageqﬁht-l?ﬁ[:l:lanHH] 30%

In case of other Staff
. Appraisal by Head -:tl' Deparﬁ*n!ntf
Immediate 5u1:-enﬂ:mr _ 50%
» Appraisal by Chalrman 5089
Results of the appraisal will find a place [n 'd:E Personal file. Non-performance will be
suitablydealt with.
7 LEAVE il_l.l'l.Es

These rules ihalli;-e called Acharya Institutes, Sn!dwanahalr' Leave Rules and are /. _ |

applicablefrom: ilt January , 2018, il
a) CasualSick leave : CL/SL il oty RO
i n!r Fil‘.‘ultl,.r and sr,aﬁ“‘are eligible fnr 12 days Easyal,.l’s.::l-: [EEH incatury - 500107
thfrl-dar year and unuseﬂ' casual leave canfiot bé carried over to the
next year,

i Casual/Sick Leave can be availed at a time not exceeding three days.

General holidays and Sundays, prefixed, suffixed or occurring in
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between if combinedwith casual Leave shall be limited to seven days

all indusive.

All Faculty and Staff who are on probation can avall casual/Sick leave

only ona pro-rata basisjﬁfi day of casual leave in a menth, CL shall be .
credited on 20" of every month. Confirmed staff will be credited with

b leaves in advance&_n:e in siﬁnmnths during lanuary and July.

w.  Sundays and Holidays availed during the period of casual leave are not

counted as part of Casual/Sick leave and compensatory leave.

v.  Vacation, On Duty [OD) or Absent Leave or any other leave cannot be
prefined or suffixed to and / or cannot be combined with casual/sick
leave.

vi.  Therecognition of the presence of the individual for work is done
only basedon the Bio-Metric Data as recorded.

Sundays / Public holidays fweekly offs can be prefived or suffixed to

vil,
casualleave. .
viii.  Casual/Sick leave is to be availed by individuals.enly on prior sanction of
& | i
least 24, houts, Howsver, on emergency, the individual can be absent
from duty after Informing at beast by telephonefemail/fax to the
competent authority and administration office. This is permitted only /)
an EMEergency. | ;m..fl- - o
E )
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b)

®i.

It is the responsibility of the faculty/staff to make alternative
arrangement forthe Lecture class/work responsibilities as the case
may be, the faculty has missed because of availing the casual leave
The HOD will monitor apd -ﬁ_ke suitable steps to see that no Lecture
class/work is unatlendéd;:ﬁé same should be intimated to the
Principal.

The rules and re,gulatium given above may be followed while

working outthe payrbilrfnr ﬁatnmnﬂ'l
The Sanctioning authority will be the Principal / * For Acharya :

Polytechnic = _
Principal [Academic)

PERMISSION : G
Sanctioning authority will be the Principal

MARRIAGE LEAVE
Confirmed and unmarried Staff members both Teaching & Non-Teaching
wﬁci:arege’thng maried.are diﬁple for Marriage’ Leaye of Ten (10) days
only. flrhey shuuld ,wl!:lmﬂ‘ thelﬁve aple:athn Enﬂ'bﬁf]g the Marriage
Invitation Card for sanction' The faculty sl'mulﬂ make alternative

arrangement for entrusting his /
her teaching subject to any other faculty and he / she has to make up that

AL
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subject before the last working day. The Sanctioning authority will be

principal,
This facility is provided once only in an employee's service in Acharya

Institutes,

d) MATERNITY LEAVE
All married women employees irrespective of cadre appointed on regular
basis and have completed at least 2 years of service, with the Institute
are eligible fora max of 6 months of maternity leave only full pay only
once during the entire service period, This leave is nat debited to leave

account,
Maternity leave salary for such employees shall be released in three

installments of ene manth salary after each completed month of service
on rejoining after returning from Maternity leave. The sanctioning

authotity will be the Principal.

) PATERNITY LEAVE
All rrgarrféd men employees, irrespective of the radre appointed on
regular basis are eligible for five days of paternih,;' leave with full pay ance .

during the' entire service pefiod. The sanctioning < authority will be

Principal, W
f EARNED LEAVES /VACATTON LEAVES (=tmdl ' 1o A i
For the purpose of eligibility to avail Earned Leave (L] Vaeation -feave oF S sis Shl
Solodavanshalll, Hesaraghalls Road
Bengalurd - SUUTLT
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(VL) all employees of Acharya Institutes are classified as Non-vacation

and Vacation staff.

Non-vacation Staff:
All Admin employees whoare classified as Non teaching and Teaching

Adminare eligible to avail Earned Leaves.

Vacation Stal‘f[Faa._ll:I.ﬂ: ;

All employees who are glassified as Teaching faculty are eligible to avail
Vacation leaves in Jieu of Earned leaves.

Confirmed ﬂrlnpln','réEs classified under Non vacation staff, will earn
Earned leaves at l.'hE rate of 20 (18+2) days for every 12 months of

completed and contintious service after successfully completing their

probationary period.

» Employees during their probatlonary period are not eligible for
Earnedleaves, ~
Earned Leave shall be credited to the account ofs, aﬁaem#[l:ryfﬁ'
. eyery menth at the rate of one and'a half da]rs pe&manth qﬁgr
' "I' r@mpleimn of ﬂl}é wﬂr of sEﬂrl-t:E' i'el, a tn-liﬂl of 18 I:EJEhIEEn]

Earned-leaves per-yéar and-shall be credited on 20th of BVEry
month. An employee can avail such leaves during any part of the

r-l"-|_' 2 ::.-\.

5 &

k _. II. .:T:":t-: :-I-.

|‘r.ll

|

ey
; 1rFF.'L::-'-'.- L

MR

L]

year.
« Additional 2 days {Two days) of earned leaves can be availed only
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duringthe Restricted Leaves days declared at the beginning of the

year,

+ Employees classified under A.6.1 can accumulate to their credit

up to 2 Maximum of 30 days EL accrued from Jan 2018.

Accumulation cannot bedone from additional restricted leaves

permitted

« Earned leave can be availed for one day or half day with prior
approvalof 24 hours from the respective Head of the Institute.

« Earned Leave inexcess of 20 days at a stretch can be availed

with theapproval of the Chairman.

+ For staff with accumulated Earned leaves until 3 1-12-17(herein
called AEL for reference), the same can be availed every year
subject to the extent of maximum 12 pet year' If not utilized, a

minimum Twelve AEL

(12} shall be deducted from hisfher old accumulated Earned
{eaves [AEL)and shall not be eligible to be carried forward further.
These leaves need to be applied well in advance with a notice of
48 _hours_and. can be availed only on appr:r-.-al from the

sanl:tmmng autharity.

The sanctioning authority will be the Head i:lf.thq Ins_tltutiun / Head of
particular function (in which the concerned employee is engaged.]

s . Confirmed employees cdlassified (vacation staff) can avail vacation
% ul Toluofs Ieaves-at the rate of 20 (18+2) days Vacation leave in lieu of EL for
g nria.f
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|, purpo

every 12 months of completed and continuous service after

successfully completing their probationary period.
Employees during their probationary period are not eligible to avall

VL.

Vacation Leaves shall
only during the vacation window declared by the Principal of the

respective Institution and can be availed only during such vacation
window . Wherever semester.scheme s In place, the faculty /
staff can avail 8 days of VL in @ semester. The total number of VL
shall not exceed 18 days per year and there shall be no carryover

be credited to the account of an employee

of such,/leaves.
. An additional two days of vacation Leaves can be availed during
any of the Restricted leaves day’s Iiﬂ: prescribed at the beginning |

of the year.There shall be no mwmr of such leaves. poINOIP ﬂtL
Junte Studi

The sanctioning authority will be the Head of Institutign, , ... . .
Extension/Addition of vacation leave for research in pursult of PhD' 1o reiians Hoa
programmes. H - S8
‘Provision Is made here under for Faculty {only those Vacation
staff)~tg -extend their vacation leaves for .research related

i 585, A:hanra such fmhti,e; to aw.rall extenﬂed vacation Leaves

10 mcuurage to enroll them far PhD Prq,gramm.a; while working at

the Acharya Institutes. Under this provision Faculty Members who
Programmes under recognized

|
LS

are desirous of pursuing PhD
Guides and universities shall be considered as eligible for such
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extended vacation leaves. Such extended vacation leaves can be
availed to a maximum of six [6) days per semester but subject to
maximum of Twelve {12) days per year and can be availed only
during the wvacation.window declared by the Head of the
concerned Institute; There shall be no carry forward of such
leaves. However' Heads of Departments shall make such
nominations for employees desirous of availing the extended on
the suitability of the specialization field and of Research for the
Departmental Development, while ensuring that the Department
doesn't have too many specialists in one area atone.

Employees who are deputed/designated on Statutory 00D (on
Official duty. by statutory bodies) by the statutory bodies for the
purpose of evaluation duty, examination duty etc may also avail
the extended vacation window for such duties.

In case such statutory OOD [on official duty by statutory bodies)
duties mentioned above when needed to be undertaken during
NON Vacation period/window declared by the Head of the
Institute, prior permission needs to be taken from the Head of the
Institute for the same. It is the responsibility of the faculty/staff to
make™ “alternative arrangement . fort the Lecture  class/work
responsibilities-as the case mar.he;"thé.fqitultv_:wﬁuld have missed

‘on account of such statutery 00D [on official duty by statutory
bodies). The HOD/Principal shall monitor all such cases and

take suitable steps to see that no Lecture class/work is left f a
unattended. The Principal is authorized to sanction leavér Suth  ©

!

Prepared by and Ly D
Reviewed by Approved by Cleared forlssue 1::_'-'.-_—"‘
| -5d- 5d- ‘CﬂﬂTﬂﬂLLEn CﬂFﬂ
[ N
I Policy Drafting & Campus Director Head, Quality Assurance
Review Committee Acharya Institutes Acharya Institutes

¥y

‘l-lll 1

il



ACHARYA INSTITUTES
Acharya Dr. Sarvepalli Radhakrishnan Road, Soladevanahalli, Bengaluru -560 107, Indiacism

F'ﬂil:.'y' on MR Manual

Page33of
40

VAC/E30 -;'ul't]{ﬁil:ll'l N DD] I Chwiner: D!rE:Inrs
Policy N*: AlJAC/D3

Feview date: 01 Jun Applicability: All Al Staff

Date of issue: 01 Jun 2020
2022

00Ds attended during NON vacation period shafl be in lieu
of/deducted from the extended vacation leave of 12 days which
the employee would have been otherwise entitled to pursue
Research Programmes and the employee shall not be eligible to
avail the twelve 112]-Ei'l‘ended vacation leaves mentioned above

« The HOD/Principal ﬁmH monitor all such cases and take suitable ,
steps to see that no Le-:ture tlass/work is left unattended. | oo™
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All employees of JMJ Education Entlery may note the rmiqﬁmq?fault 2

criteria for all twe&aﬂeave ufabsmre _ ; el

a. Approval m" apﬁhﬂnthn is r[|:|-'|: a maﬂer nf ri,ght and until sancticned,

employees ;paH not absent themselves bnless an emergency dictates such

actions,

b. Ernplﬂﬁ'.‘ﬂi are expected to avall leave without affecting regular

working ﬂnd’where important pending work or Class work will be affected;

theyshall rnals_e arrangements for alternate / substitutes to handle the work.

c In case of Ir.:rng leave exceeding 15 days. the Ernplnlfees shall hand over

charge manmﬁ'er atlﬂ’mt'f as desgnateulh? the andpal

d. Erﬂpld,‘jleH'-. pr‘DEEﬂﬂlﬂE on !ane apd Ira-.rgflmgwﬁut of Bangalore

Me!rnpnﬁtan aréa shall also obtain station- Lean.-'rng permission along with

Leave.
e. In such cases they shall mention their Leave Address and contact
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Numbers intheir application for leaving 5tation.
i Service of all employees who go on Leave (LWP/AL) i.e, without pay for
period in excess of 30 days, shall be treated as discontinuity in service and

does not count for promations, accumulations of leave and so on.
g. Employees are advised to take prior permission to avoid discontinuity of .

service, if they are absent without. permission for more than 30 days
Approval authority is froma Team consisting of Principal, HR Director, Lampus

Director and Chairman.
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8.FACULTY DELOPMENT [
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praference will be given for the doctoral programmes, followed by Master
Degree andSecond Masters Degree Programmes on execution of a bond to

the effect that hefshe shall serve the institution for a period of 5 years in
respect of Doctoral programmes and 3 years in respect of Masters .

Programmes and that in case he/she fails to successfully.complete the said
progra mme, he/she would refund the assured amount as per bond executed:

and further that hefshé would refund.the assured amount on pro-rata basis
in case he/she does not serve the Institute for the full period as perthe

bond on return after successful completion of studies.
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Seminars / Workshops / Conferences

Date of jssue: 01 Jun 2020

Selected staff members are sponsored by the management for seminars,
workshops and conferences while mesting the expenses towards delegation

fee and also treating the period of absence as "ON DUTY™.

As an encouragement to the faculty to present papers in

seminars/Workshops oftheir interest, the management of Acharya Institutes
is pleased to provide a partial reimbursement of expenses to the faculty,

presenting papers in Seminars / Workshaps. The reimbursement will be as
under:

For Acharya Institute of Technology, Acharya Polytechnic and Acharya
& BM Reddy College of Pharmacy:

Far faculties with 1-3 years of experience  : Rs. 3,000/ p.a.

« For faculties > 3 years : Re, 5,000/- p.a.

«  For faculties who undergo NPTEL/Online course : Max of Rs.2000 p.a

Grafustestudiesy  Acharya's NR

institute of Nursing,, Acharya Coliege of Education and Acharya Pre-

)

University College:

+ Forfacuities with 1-2years of experience  :Rs.2500(-pa
- For faculties with 3 years and anave RSAOO0EpE et
- PRINCIPAL

Acharys ingtituts i Oraduats Sludies
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Prepared by and Approved by Cleared for iBgRgalury - 583107
Reviewed by —= _
5d- 5d- EUNTHDLLEEI coPY
& Campus Director Head, Quality Assurance
HF:E mu Acharya Institutes Acharya Institutes |




Policy N*: AI/AC/030

ACHARYA INSTITUTES ’
Acharya Dr. Sarvepalli Radhakrishnan Road, Soladevanahalll, Bengaluru -560 107, Indiaciinia
Policy on HRE Manual

Version N® _I:]l'}ll

Date of Issue: 01 Jun 2020

H#ﬁpwﬁaﬁ: l::ll'lun
2022

[ Dwner; Directors .F-'agr.' 36.0f
ad

Applicability: All Al Staff

Promaotion of Research

The institute aims at providing, promoting research, development,
consultancy and such other profession - promotional activities, involving the
faculty at various levels,

Such of those faculty, who exhibit initiative and drive by getting substantial
grants forR & D work or for strengthening the infrastructure in the institute
will be suitably encoursged and receive special commendations.

Staff Development & Training: Support Staff (Administrative)

Arranging in-house training programme for improving communication skills,
particularly skills of writings, (with such inputs as grammar at basic level) with
the help of the Department of English.

Arranging two-week training programme by way of requesting resource
persons including the retired senior Government officials with experience
in Administration and Accounts areas besides utilizing the services of the
Senior Officers. The tralning programme covers different functional and

ministerial skills.

| f s Arranging training programme 5o as to enable the ministerial staff to acquire

o

PR

ﬁ,_{ﬂii!#- AL, adequate working knowledge through hands on experience of computers
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Staff Development & Training: Support Staff {Technical)

In respect of Technical Staff such as Lab Assistants, Lab Technicians etc.,
refresher Training & Retraining Programmes shall be arranged in such
. technical areas, as required in view of changed curricula (Lab Practical) and
also as suggested by the respective Program Managers and functional heads.

9.WELFARE SCHEMES FOR FACULTY & SUPPORTING STAFF

WELFARE MEASURES

The following are the service herltﬁs and weﬂﬁm measures extended to the
staff of the Instrtuté"

. Pru'u.ri;iqﬁ'_l:l_f eanteen in the campds,
. In the event of death of ‘an employee while in service, an
exgratia offs.10,000/- is granted to the dependants of the deceased
Erﬁp[nvéé,_ towardsfuneral expenses.
& « Educational loan for higher studies in deserving cases.
. Grant of Re3000/- for marriage for the Administrative Staff,
_ Marnt'EnancE Hnuse Iteeplngsta'ﬁ',und pru'urs
. Interest Free advances during emergency.

:-:-_= . oodn*the event of death of an employee, while in service hisfher
: L5 dependant will be considered for employment on compassionate
fangaturi - DEAISY prounds, depending upon the merit of the case, limited to the cadre
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Junior Assistant, subject toeligibility of the individual concerned and
the availability of vacant posts.

All the members of staff are covered under Employees Provident Fund
Scheme as per the act, actording to which persons. The employee and
the management contributes 12% of the pay of such employees

ftowards the fund.

Grievances Redressal Cell
To redress the genuine grig’qanm_ of staff and students, so as to ensure a
eongenial atmosphere for studies and smooth working of administration, the
Institute has constituted the grievances redressal cell headed by Director - HR
There is a women's cell which looks after the Interests of women employees
in the work place is headed by Mrs. Rajeshwari, Assaciate Prof. and Head of

the Department (E&C).
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