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SERVICE RULES

A. RULES

Chapter- I: General

1.1,

1.2.

1.3.

y be called the Service Rules. These rules shall apply to all the employees in the
Clara’s College of Education

These rules ma
service of Children Welfare Centre, Clara’s College of Commerce,

and Clara’s College of Law Managed by Children Welfare Centre Trust.

The Governing Body of “Children Welfare Centre Trust”, Mumbai herein after called “the
rves to itself the right without notice, to amend, alter or add to any of these rule

htra, and

Society” rese s, in
conformity with the existing norms set by the University of Mumbai or Govt. of Maharas

to bring such amendments, alterations into effect from the prescribed date.

Such amendments and additions shall become binding on all the Institute employees when

notified.

Definitions: In these Rules, unless there is anything repugnant to the subject or context: -

"(a) “The College means “Clara’s College of Commerce”, and its sections such as B. Com,

BMS, BMM and BAF and Centers”, established and managed by Children Welfare Centre

Trust, Mumbai.

(b) “The Society” means the Governing Body of “Children Welfare Centre Trust”, Mumbai.

(c) The ‘Principal” means the Principal of the College who is responsible for the management
and efficient administration of the College and enjoying the powers, functions and

responsibilities as defined herein.

(d) “Employee” includes employees whether faculty, officer, technical/administrative
supporting staff, or any other person in the whole or part time employment of the college,

whether such employment is probationary, ad-hoc or permanent or contractual.

(e) “Management” means the Governing Body of the college duly constituted by the Society in
conformity with the scheme laid down by the University of Mumbai or Govt. of

Maharashtra, The decisions of the management will be communicated through Principal.



All the employees are expected 1o be exemplary in their public as well as private life. Their
loyalty, sense of dedication and integrity should at all times be a model and inspiration to the
youth and other learners committed to their care,

1.6. The employees are expected to behave according, to the ideals of National Integration showing
love, concern, and respect 1o all without any discrimination of caste, creed or community. Any
act or speech against this rule will be considered as a serious breach of discipline and will be
dealt with accordingly.

1.7.

Every employee shall strive to inculcate in the students a high sense of values, social
conscientiousness, pride in their institution and loyalty to the country. It is the sacred duty of

the employees to work for the intellectual, moral, social and physical development of every
student.

Chapter- 11: Posts & Appointment

2.1 The posts in the college will be created on Ad-hoc, Temporary, Regular and permanent
basis by the Governing body as per the requirement of actual manpower calculated on the
basis of the norms of the University of Mumbai and adapted by Govt. of Maharashtra.

Additional posts as required for the extension, specific projects and production activities
will also be created.

22 All appointments shall be made by the Governing body of the trust on the
recommendations of the Selection Committee constituted for the purpose and shall be

ratified by the Governing body before the formal appointment letters are issued.

23 Selection Committee will judge the suitability of all the candidates for recruitment of
faculty and all other staff, and assessment of work and conduct of probationers for

confirmation in their respective posts.

2.4 Appointment of the staff to regular and permanent posts will ordinarily be made on

probation for a period of 2 year initially, subject to their confirmation.

2.5 On satisfactory completion of probation or extended period of probation as the case may
be, an employee will be informed of the completion of probation in writing within 2

months time.

2.6 Appointment on probation or to a permanent post is subject to a ‘Certificate of Fitness’

issued by a registered medical practitioner.




2.7 Appointments on Adhoc or temporary or contractual part time or full time will be
made for specific tenure, period or durations and will be deemed to be extended for

same time/period as per the original appointment till an order superceding the same

are issued.

Chapter-111: Salarics

3.1 The pay scales for the faculty will be in accordance with the regulations of the University
of Mumbai.
3.2 The employees appointed against permanent, Ad-hoc or contractual posts.

Employees appointed on Temporary, regular, Ad-hoc or contractual basis will be given

suitable pay scale or gross emoluments as per their appointment order.

33 A service book and a leave account for each employee shall be maintained and updated
from time to time. The entries relating to date of birth, medical examination, educational
and professional qualifications past service shall be verified with the original certificates

by the Principal. The service book entries shall be signed by each employee once ina

year.

Chapter- IV: Leave

4.1.

42.

(@

(b)

Leave cannot be claimed as matter of right. The Governing Body/ Principal have the right to

refuse, revoke or curtail leave according to the exigencies of the service.

The employee will not absent himself/herself without prior sanction from the Principal or will not
leave station without having earlier obtained written permission from the proper authority. In an

emergency an application shall be sent as soon as possible stating nature of emergency and reason

for the absence.

Taking leave or extending leave without sanction will be treated as absence from duty and

renders an employee liable to disciplinary action.

The absence of an employee for ten days or over stay of sanctioned leave for ten days without
information will make him/her lose his/her lien on the job. The Goveming Body / Principal
shall be within their right to presume that such employee has abandoned the job of his/her

own accord.

P
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43, Employeces are eligible to avail of all holidays notified as per Government Gazette. However,
i : : e davs. they are ire compl
required by the Principal to come to Institute during these days, they are required to comply
without any claim or without any compensatory leave or any remuneration.
) N .
44 Before proceeding on leave, even for onc day, the employee shall leave instructions in writing

about the work to be carried on during his/her leave.

4.5. An employee shall intimate the College office his/her address whenever there is a change of

residence and when on leave or vacation.

46. The employees proceeding on any type of leave exceeding 7 days will duly hand over all

documents stores in his/her charge to the person nominated by the Principal/ his superior officer.
CASUAL LEAVE
47.  Anemployee may be granted Casual Leave as per University of Mumbai and Maharashtra Govt.

48.  Casual Leave is treated as on duty and the work during Casual Leave will have to be completed
on other working days. The classes of faculty on Casual Leave will be alternatively engaged by

other and no class may go unattended when the concerned faculty is on leave.

49.  Ordinarily not more than 3 days Casual Leave shall be granted to an employee at a time. A
permanent employee may be granted Casual Leave in exceptional circumstances for a maximum

duration of 9 days including holidays at a time by the Principal.
4.10.  Prior permission will be required for prefixing or affixing holidays to Casual Leave.

4.11. Casual Leave Shall not is combined with any other leave.

4.12.  The late arrivals (not exceeding %2 an hour each) and/or early departure (before % an hour of the
day end) will be considered as ' day of Casual Leave. Late arrival beyond % hour with prior
permission may be treated as %; day Casual Leave. at the discretion of the Principal.

MATERNITY LEAVE

4.13. A female regular or permanent confirmed employee with less than two surviving children may be

granted leave of 90 days from the date of its commencement of such leave in one or two segment.

Note:  (a) Prior notice of at least one month of such leave will be given by the employee.

(b) Maternity Leave includes of all intervening holidays.




(¢) 1f Maternity Leave extends beyond vacations it is calculated from the date of

Confinement.

4.14.  Maternity Leave not exceeding 6 weeks may be granted to a female confirmed permanent or

regular employee (irrespective of number of children) in casc of miscarriage (including abortion)

on production of medical certificate.

415. During the period of Maternity Leave she will be paid leave salary equal to the pay drawn

immediately before proceeding on leave.

4.16. Leave without pay upto a maximum of three months in continuation of Maternity Leave may be

granted by the Principal.
4.17. Matemity Leave will not be applicable for contractual/temporary or Ad-hoc appointees.

4.18. Permanent, regular and Terhporary non-teaching (non vacation) employees are eligible for earned

leave at the rate of 1&1/2 day per completed month of duty.

4.19. The teaching (vacation) employees are eligible for 1 day earned leave per month of actual duty in

lieu of half pay leave admissible for non-vacation staff during a year.

4.20. (a)Half of the total Earned Leave, (viz 5/7.5 days for 6 months of actual working), will be credited to
the employees on 31st of December and the other half on 30" of June every year for the duty
performed during the proceeding half year.

(b) Half of the Earned Leave eligible during a calendar year of an employee may be accumulated,
subject to the condition that Earned Leave so accumulated does not exceed the maximum limit of

300 days.

421. The teaching (vacation) employee shall be entitled to a vacation of 30 days during the year as per
the academic calendar issued by the Institute. However, the Principal may detain any of
the faculty during the vacation in part or full to attend to the work assigned. Normally during the
first year of service they will not be entitled for vacation. However, after one year of service, the

Earned Leave due may be credited to the employee.

4722. The maximum Earned Leave that may be granted at a time shall not exceed 180 days including

holidays/vacation.

4.23. Eamned Leave exceeding 20 days for the employees will normally be granted only during the
period of classes off and vacations, Earned Leave shall be sanctioned only for periods exceeding

three or more days. Earned leave to teaching employees, under normal circumstances, durin

period of contact classes, will not be permitted.



4.25.

4.26.

Teaching employee shall be entitled to vacation salary only after he/she has put in nine months of duty
prior to commencement of such vacation. However, in the year in which the tcacher commences his/her
employment, he/she will be entitled to vacation salary provided he/she put in cight months service prior

1o the beginning of vacation,

Employees who have continuous services of three of more years and have availed or applied for
half of their leave carned in that year may be permitted to encash earned leave of 15 days once in

two years calculated on Basic Pay and D.A. only.

(@)  Non-teaching (non-vacation) employees are eligible to 1.5 days of Half pay Leave on

medical grounds per month of duty.

(b) Half-Pay Leave shall be credited to the employee’s account in two installments: 9 days

and 6 months on June 30, and 9 days 6 months on December 31, in every year.

(c) Half-Pay Leave upto a maximum of 180 days may be allowed to be commuted on

medical grounds.

SPECIAL LEAVE

4.217.

4.28.

4.29.

4.30.

431.

The Governing Body may grant special Leave of long duration, not exceeding one year, without

pay to permanent employee.

Special Leave not exceeding 3 months without pay may be granted by the Principal to a
permanent employee in special circumstances when no other leave is admissible to him/her under

the rules.

No employee while on leave shall take up any service or employment else where including private

practice of any kind without obtaining prior sanction of the authority granting leave.

An employee shall not be entitled to any increment for and during the time of special leave and the

same period will not be counted for calculating total service period.

Special Leave of a maximum of 15 days in a year may be availed by teaching staff with prior
approval of Principal for attending remunerative examination work or related academic

activity for which invitation was received on individual basis.




Chapter-V: Termination of Service/Retirement

5.1.

5.3.

5.4.

5.5.

The service of an employee on probation may be terminated by the Principal at any time giving a
month’s notice or salary in licu of notice without assigning any reason whatsoever. Such an employee
desiring 1o leave the service shall give the Institute one months nofice in writing or one month’s salary

in licu of notice.

The service of a permanent or confirmed regular employee are liable to be terminated by the
Governing Body on grounds of misconduct, persistent inefficiency, neglect of duty, conducting or
involving in activities prejudicial to the interest of discipline and aims of the Institute, prolonged
illness which interferes with his/her regular attendance and due performance of duty, and breach of
code of conduct and rules of the Institute by giving 3 calendar months notice or by paying equivalent

sum in lieu of notice.

Permanent employees desiring to leave the service shall give to the Institute three months notice in

writing. It shall, however, be open to the Principal to accept three months, salary in lieu of notice.

Service of an Ad-hoc employee shall come to an end on completion of the specified work for which
he/she was employed or on the expiry of the period for which he/she was appointed, whichever is
earlier. But before the expiry of the said period of work, as the case may be, services of the employee
could be terminated by either party by giving on month’s notice or one month’s salary in lieu of notice

without assigning any reason whatsoever.

Every employee of the Institute shall retire on attaining the age of 62 years. Extension or re-
employment upto the age of 65 years may be given in special cases at the discretion of the Governing

Body of the trust.

Chapter- VI: Performance Evaluation

6.1.

6.2.

The performance of each employee in every academic year shall be assessed by the Higher Officer of
each employee and reviewed by the Superior Officers. Any salient points counselling the employee for

improvement along with the positive shall be communicated in writing.

The performance evaluation record shall consist of three parts: The first part shall contain a factual
record of employment, the salary scale, increments, and promotions, leave availed, disciplinary
actions, etc. The second part shall contain the self assessment of the employee. The third part contains
the confidential and evaluative statements with regard to the overall performance of the employee by

his/her senior officer and reviewed by all the superiors in the hierarchy. The format is given as

Annexure-1.



6.3, The contribution of an employec towards the academic, social and spiritual life of the Institute will be

piven weightage when assessing his/her overall performance.

6.4. Employees are required 1o affix their signature to the entrics on the first and second parts. They are

assumed to be appraised of the evaluation and counselled accordingly. Employee has 1o sign the

“Noted/ column of the form.
Chapter- VI1: Conduct

CODE OF CONDUCT

7.1. The Governing Council of the trust through the Principal shall see that the service rules are followed

as well as adhered to the letter and spirit of the code of conduct by all the employees.

7.2. Every employee of the Institute shall be governed by the code of conduct, as specified in this chapter,

and every such employee shall be liable to the disciplinary action, for the breach of any provision of

the code of conduct.

73. The Principal shall initiate disciplinary proceedings for non-compliance of code of conduct/service

rules and appoint an Inquiry Officer to conduct the inquiry of the charges.

CODE OF CONDUCT FOR FACULTY
7 4. The code of conduct for the faculty of the Institute shall be as follows: -
(A) No Faculty member (teacher) shall: -
(i) Knowingly or willfully neglect his/her duties.

(ii) Propagate through sectarian outlook, or incite or allow any student to indulge in

communal or sectarian activity.

(iii)  Discriminate against any student or any other person on the ground of caste, creed,

language, and place of origin, social and cultural background or any of them.

(iv) Indulge in, or encourage, any form of malpractice connected with examination or

any other college activity.

v) Make any sustained neglect in correcting term or assessments or exam work by the

students.
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(i)

Acceptany job o a renunerative chaaeter fom any sonree other than the collepe
ORIV privae idton o any college stadent or other person without wiitten

permiasion of Prineipal or engage himselt in any business,

Prepare or publish any book (8) commonty known as guldes, or assist, tn thels

publication ather than those brought out by the college.

Euter into any monetary transactions with any student or parent nor shall he/she
aploit hivher influence for personal ends; nor shall he/she conduet his/hor
personal matters fin sueh a mannet that he/she has o inear a debt beyond his/her

eI o repay.

Aceept, or permit any member of his family or any other petson acting on his
behall to accept, any gilt or recetve advantage from any student, parent ot any

person with whom he has come fnto contact by virtue of his belng i the colloge,

An employee shall not: -

(1) Canse, or fneite any other person to cause, any damage o college property.

(i) Behave, or encourge or ineite any student, teacher or other employee to behave i a rowdy

ot disorderly manner in or ontside the college premises,

(i) Be guilty of misbehavior or violence towards any parent, guardian, student, or other

cmployee of the college,

(D) Bvery teacher shall:

(1) Be punctual in attendance in respect of hisher class-work and also for any other work

connected with the duties assigned by the Principal/Co-ordinator,

(i) Abide by the rules and regulations of the college and also show due respect to the

constituted authority,



(iii) Employees will onevery working day sipn (e stall attendance register, at the time of

arrival and leaving the collepe and he ready at least, five minutes before the
commencement of classes, Overw iting on the attendance repister is a serious violation

of rales

(1) Outside the ¢ lnss room: -
(i) All employees are responsible for the discipline of students cven outside the class

rooms.,

(i) Supervision during the break or off time is vital for protection of the students, employee

be allotted such duties to maintain discipline and orderliness.
(Fy  Library and Equipment; -
(i) Students must be trained to make extensive use of the library facilities.

(ii) Faculty and Technical Supporting staffs arc responsible for the proper care, operation
and maintenance of all equipment, and learning aids and sports equipment etc. The

authorities should immediately be informed of the necded repairs/replacements.

(iii) Students must be trained to take care of the college property. Books/Equipment fixtures

and fittings damaged or lost by a student should have to be made good by the students.

(G) General:- Code of Conduct for other employec-the code of conduct specified for teachers

shall, go as far as may be, apply to other employee of the college also.

(H) Building: -

@) The employees are responsible for the Institute property for its use, care and
maintenance.
(ii) Special cleanliness is a part of basic discipline. The employees are, therefore,

responsible to guide students in maintaining their Institute and surroundings tidy,

particularly after their lunch/recess.

(iii) It is the teacher’s responsibility to take immediate steps to report to the Co-

ordinator about the need of maintenance of college property.

(iv)  Destruction or damage to college property desks, books, etc. is serious matter. The
teacher must be alert and take immediate steps to correct the student or to report it

to the Co-ordinator.
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Before leaving the classroom the Jecturer should insist that students pick up waste

unwanted material from the floor and place it in the waste paper

paper and any '
erased and

basket; desks and chairs be left in proper arrangements, the chalk board

lights and fans are put off.

Control & Interaction with students: -

(M)

(i)

(iii)

@iv)

™)

(vi)

In order to achieve the goal set before each employee t0 derive full satisfaction
from the job and for mutual cooperation, some well understood limits are needed.

Above all, self-discipline is the most needed and the limits set by rules are only a

help.

Employees must avoid disturbing the harmony, good relations and friendly
atmosphere in the Institute by any form of speech, action or omission. On the other
hand, teachers should foster and promote such conditions as are conducive to one’s

happiness, tension free atmosphere and the good of students.

Individual attention is essential and teachers are encouraged to solve problems-
personal, behavioral and academic. When a student does not show improvement,
this fact must be brought to the notice of the Principal/ Co-ordinator immediately.
When a teacher feels that a student needs special help or is suffering from

emotional problem, he/she must immediately inform the Principal/ Co-ordinator.

Poor -discipline is usually a result of improper planning. Properly planned,

worthwhile activities in and outside the class help to prevent disciplinary problems.

The teacher should be firm and consistent but not unreasonable in demands, should
avoid threats that cannot be carried out, and favoritism or prejudices. Raising one’s

voice may often produce adverse result.

The téacher must always remember that each student has his/her self-respect which
must be given to them. Ridicule, sarcasm in speech or action or unreasonable and

unproductive punishment, specially for an entire group, will not be accepted.

Chapter-VIII: Disciplinary Action

8.1

(a) An employee against whom the disciplinary action is proposed or likely to be taken shall be
given a charge sheet clearly setting forth the circumstances appearing against him/her, and a date

shall be fixed for the inquiry.



(b)  Sufficient time of at least 1 week shall be given to him/her to prepare and give hisher
explanation, as also to produce any evidence that he/she may wish to tender in his/er
defense. He/she shall be permitted to appear before the officer conducting the inguiry. to
cross-examine any witness on whose evidence the charge rests. The employee will be

permitted to produce evidence/witness in his'her defence.

(c) At the conclusion of the inquiry, the inquiry officer shall prepare a report of the inquiry
regarding the findings each of the charge.

Minor Penalties: -
(1)  Censure in writing which will be placed in the service record.

(i)  Recovery from pay the whole or any part of pecuniary loss caused to the college by

negligence or breach of order

Major Penalties: -

82. Pending the outcome of an inquiry. the employee, may be suspended and he/she may receive
subsistence allowance as approved by the Governing Body, but shall not be paid salary when under
suspension.

Chapter- IX: Meetings

9.1. Teacher selected to attend conferences, seminars, workshops, coursss etc. will be required to comply
as these review their profession.

92.Suchtwcherwillberequhedtombmitaminenannmaryofthemeetingsandoommtmimmhmtbe
other members of the staff through circulation or by a seminar.

93.D1d50f¢ePrincipdw&¢mgmdtogmaaladmhis&aﬁwmﬂmThePﬁndpa]shalk-

(@ Be r&sponsibletoﬂ:eManagunmlforﬂxeMandeﬂiciunﬁmﬁmingofﬂr
college.

(b) Determine the number of working days and holidays within the frame work of
schedule prescribed by the University and implement the time table of the college

every session.
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sible - maintenanc accounts,

Preparation of the annual budget and responsible for maintenance of
i i achi i ilding i harge
financial transaction and accounting of stores, machinery and building in the charg;

of the college.
Be responsible for the proper maintenance of all college registers and records.

Be responsible for the general organisation of the college including games and sports,

for holding periodical examinations and for arranging co-curricular activities.

Promotion of industry-institution collaboration and industry oriented Research and
Development.

Monitoring and evaluation of academic activities in the college.
Public relation and interaction with community.
Organizing and coordinating consultancy services.

Participating in policy and system planning at state, Regional and National levels for
development of Technician Education.

Promoting and coordinating continuing education activities.
Conducting University and home examinations.

Organising productive activities for resource generation.
Evaluation of performance of the employees.

Coordinating Training and placement activities.

Organising continuing and in service training programmes.
Planning and implementing resource generation activities.
Organising physical verification of physical resources.

Organise and maintain all Accounts, books, records and documents for statutory
Audit report.

9.4. Co-ordinator /Professor/Associate Professor : In addition to the duties and Responsibilities of the

lecturer given in following pages: -
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providing leadership in teaching of Tormal and Informal courses. Orpanizing R&D consultation
and hroducli\’C work in industrial problems and projects. Public relations and interaction with the
community- Organising field training for students. Assisting in placement services. Conducting
competency tests and certification. Publication of technical papers. Conducting university and

home cxaminations. Evaluation of performance of the staff. Assisting, Principal in all the activities.

9.5 Assistant Professor : -

0] Teaching formal Degree and informal courses including lecturers, tutorials and practicals. (ii)
planning and organizing resources. (iii) Design, developing and implementation of laboratory
instructions. (iv) Assisting in extension services to the industry and community. (v) Assisting in
continuing education activities.(vi) Assisting in Co-curricular and extra-curricular activities. (viii)
gtudent assessment, evaluation, their record maintenance and progress reporting. (viii) Innovation in
instruction to develop resource materials and teaching aids. (ix) Assisting in curriculum development.
(x) Work on industrial problems and projects assisting in department administration. (xi) Student
coﬁnselling and student interaction. (xii) Undergo orientation and faculty development programs. (xiii)
Assisting in conducting University and home examinations. (xiv) Assisting in the field
training/placement of students. (xv) Evaluation of performance of the subordinate staff. (xvi)
Maintenance of the equipment and other resources and assist Co-ordinator in Department activities.

(xvii) Any other academic, administrative or extra-curricular duty assigned by the Superior Officer

(Principal/ Co-ordinator Professor 1/C)

ir 9.6. Laboratory Technician:

[ The Laboratory Technician/Assistant shall be responsible to the faculty member-in-charge of

laboratory in all matters connected with running, maintenance and upkeep of laboratories
I allocated to him/her.

(i) Arranges materials, samples, demonstrations, instruments, tools and equipment required
for laboratory/field/shop work. (ii) Receives stores and issues materials, samples, specimens,
instruments, tools and equipment required for laboratory/field/shop work. (iii) Prepares
samples/specimens/circuits etc. for testing. (iv)Maintains the instruments, tools and
equipment in working condition. (v) Assists students and faculty members in their projects.
(vi) Checks equipments, connection, etc. before student operates them. (vii) To provide
Productive services in the respective skills and complete the job works. (viii) Any other duty

assigned by Co-ordinator /Principal in the interest of the Institute.
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9.7. The Libravian/Assistant Librariy
Abrarian
The Librarian is responsi
: sponsible for :
e necessary library service lanning and developing the Library of the Insti
services 1o the - ¢ Institute and provi
students and staff of the Institute. He/she i Ip "
_Helshe is responsible to the

principal and Prof. I/c Li
. ibrary in
y in all matters connected with the Lib,
ibrary activities and personnel .

(i) Library Administrati '
ation (ii) B PR
Planning and developing the L)'b udgeting (iii) Assisting book selection and
; ' and acquisiti i

Cataloguing and classificatio ;ary, (v) Physical verification and accounting f 0:11!5: ion (iv)
nof b . ing for the lo i
ooks and periodicals. (vii) Issuing and receivi : S;S o
iving of books-

restoring of books and periodi
periodicals. (viii) Arrangement of non-b
non-book materials
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