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1. PREAMBLE

These Service Rules shall be called the “SERVICE RULES OF CALCUTTA INSTITUTE OF
PHARMACEUTICAL TECHNOLOGY & AHS” (herein after referred to as the Service
Rules), and shall be applicable to all the Employees of the CALCUTTA INSTITUTE OF
PHARMACEUTICAL TECHNOLOGY & AHS and which shall come into force with effect
from March, 2023 as notified by the Governing Body.

This is the first Official version of the Revised Service Rules. The Service rules will be
changed in future based on the various enabling Acts, Government Rules and
regulations, Stakeholders’ Input and other parameters which will evolve over the time
frame for the best interest of the Institute.

2. APPLICABILITY

These Service Rules will be applicable only to Regular Employees who are in scale
and will not be applicable to other employees and staff members employed as
advisor, consultants, Part Time Staff, Casual Staff under contractual employment
unless specifically mentioned in the appointment letter/s.

These service rules will replace any other service rule if exists as on March, 2023
and supersede all other Service Rule(s) created for CALCUTTA INSTITUTE OF
PHARMACEUTICAL TECHNOLOGY & AHS on or before the above said date.

3. DEFINITIONS:

For the purpose of the Service Rules the following terms are used in the sense as
explained below:

¢ “Appraisal Committee” means the committee created by the Authority for performance
appraisal of an employee.

¢  “Authority means the Governing Body of the College and represented by the
Administrative head such as Director/Principal of the College having powers
delegated to one by the Governing Body or any person who has been legally
authorized by the competent authority.

¢ “College” or “Institution” means “CALCUTTA INSTITUTE OF PHARMACEUTICAL
TECHNOLOGY & AHS”, a college established in West Bengal, “College” and
“Institution” means the same in this document.

¢ “Corporate Office’ means the office which has been declared by authority as
Corporate Office.

¢  “Employee” means any person appointed by the Authority/Society as a member
of its staff, such employees shall be classified as i) Regular, ii) Prokationer,

iii) Temporary and iv) Contractual Employee. \- r// /0\,\‘\/),/0(9
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A “Regular employee” is an employee who has been engaged as a member of
the faculy or as a non-teaching member of the staff and who has been declared
confirmed by writing, on the basis of satisfactory service rendered by him as a

“Probationer” on expiry of probation period or extended provision period by the
Authority/Society.

+ A “Probationer” is an employee who is provisionally employed to fill up a permanent
vacancy in a post and has not been confirmed in service as regular by the
Authority/Society. The period of probation shall be defined in the appointment
lefter, on a case-to-case basis as per the profile and will be reckoned from the
day he/she joins the post and if the authorities concerned consider that further
probationary period is necessary to judge the merit of the employee, the period
of probation may be extended by written communication. No probationer shall

be deemed or classified as regular unless the Authority/Society has confirmed
him explicitly by a letter.
¢ A“Temporary Employee” is an employee whose appointment is of casual nature
and who has been engaged for a specific period or for a specific job of temporary

nature and appointed by the Director/Principal with the approval of the Authority/
Society for specified period.

¢+ A “Contractual Employee” is one who is engaged either by an agreement or by an
Contractual appointment for a fixed period or otherwise whose appointment is of
casual nature and whose service will come to an automatic end with the expiry of the
specific period for which he was appointed, without any notice or compensation.
Such an employee may be paid his/her remuneration or honorarium or wages
either in a consolidated monthly rate or on hourly basis. No other Allowances will
be admissible.

¢ “Faculty Member” means the Employee engaged in Direct Academic work such as
Teaching, Research and Publication and so on. “Faculty Member” and “Teaching Staff”
are used interchangeably and mean the same thing.

¢  “Head Office” means the office which has been declared by authority as Head Office.

¢  “Director — Society” means an individual specially empowered by Authority/Society to
supervise the college in close coordination with the Governing Body and Head of the
Institution, i.e. Director/Principal as per the norms of AICTE, having power delegated by

the Authority/Society.
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4. ACRONYMS

The following Acronyms will be used throughout this document.

Acronyms
BOG/GB

Meaning

Board of Governors/Governing Body

Head of the Departments

Standard Operating Procedure

CIPT CALCUTTA INSTITUTE OF
PHARMACEUTICAL TECHNOLOGY & AHS

5. CHANGES OF THIS DOCUMENT

This Service rule is based on various enabling Acts, Government Rules and regulations,
Stakeholders’ Input and other parameters. This is subject to modification/amendment/
addition/deletion in any new form and content, if felt necessary by the Governing Body.

Each version of the Service rule will be approved by the Governing Body before
implementation and will be documented in the Revision List.

Note: In these Rules “He” includes “She” and “His’/Him” includes “Her”.

6. DESIGNATION OF EMPLOYEES AT INSTITUTE

The following posts/designations have been sanctioned at the time of initial creation of
the service rules. The further creation of new posts/designation and/or abolition of
existing posts/designations are done by the Governing Body based on the needs and
requirement of the Institution.

¢ Director Academics

1. The Principal of the Institution

2. The Head of the Departments of the Institution
3. The Professors of the Institution

4. The Associate Professors of the Institution

3. The Assistant Professors of the Institution

¢  Academic — Technical
1. The Technical Assistants of the Institution
2. The Lab Instructors of the Institution
3. Other positions may be decided by the Governing Body
such as Emeritus Professor, Adjunct Professor etc. of the Institution.

¢ Employees who are NOT directly involved with the academic Function of the
Institutions are called “Non-Teachings Members/Staff” which includes-

1. The Director of the Institution \ Y
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The Registrar/Administrator of the Institution
The Training & Placement Officer

The Librarian of the Institution

The Account Officer of the Institution

The Office Assistants of the Institution

The Project Manager/Maintenance Supervisor/Maintenance-in-Charge of the Insfitution
Electrician, Plumber, Machine Operator of the Instfitution

Other position as may be decided by the Governing Body

Although posts are created, it is to be decided by the Authority/Society to fill up the
posts as per the need and requirement of the Institution. It is not mandatory to fill
up all the posts at all times. No Act or proceeding of the Institution or any authority
of the Institution or any committee constituted shall be questioned merely on the

ground of the existence of any vacancy or defect in the constitution of the authority
or committee of the Institute.

00N OO AW

There will be'a post called In-Charge which means a temporary responsibility
assigned to one employee to perform a role and responsibility of a sanctioned post
or designation. In the absence of the Principal, the Principal-in-charge/ Officer-in-charge

duly nominated by the BOG may look after academic and other administrative
affairs of the institution as reqired.

GENERAL DUTIES AND FUNCTIONS OF MEMBERS OF STAFF
Each of the Employees needs to work for at least 42 Hours per week.

The Institution must observe at least 180 actual teaching days in a calendar year
and the remaining working days shall be devoted to the development of Academic
standard, Research & Training, Examination, faculty development program,
seminar, workshops, publication and other activities of the Institution as per
guidelines of the Authority/Society.

The Functions of Teaching and Non-Teaching Staff are different in the Institutions.
The work of the Teaching Staff revolves on Teaching, Research, Publication,
Application of knowledge such as Consultancy, Conducting Seminar, Student and
Community development, Lab Development, Product development, Sponsored
Project work and so on.However, for the interest of the Institution the Teaching Staff
may be required to discharge specific duties and functions as attributed by the Authority.

The faculty members have to take tutorial Classes/Remedial Classes/Advanced
Classes/make-up tests and the same to be included in the academic calendar at
the commencement of each Semester as decided by the Authority.

The Counseling of the students will be an essential component of role and
responsibilities of faculty members.

Other Duties and responsibilities as fo be defined by ’fh AUfhori?ﬁ&ci/ei%--
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8. SPECIFIC RESPONSIBILITIES:

¢ THE DIRECTOR/PRINCIPAL OF THE INSTITUTION:

Subject to the Supervision, direction and general control of the Authority/Society, the
duties of the post are prescribed as under, which are illustrated and considered but not
exhaustive:

1.

w
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10.

11.

12.

13.
14.

15.

The Director/Principal shall be the chief academic and administrative Head of
the College.

Policy planning and leadership.

Communicating the Vision, Mission, Objectives and all Policies of the authority
to all employees of the Institution.

Implementation of the directions of the Authority/Society.

Total Administration of the Institution.

Fixing pardmeters and goal sheets for the teaching and non-teaching employees.

Monitoring and evaluation of Teaching, Research, Publication, Real Knowledge
application etc.
Close participation in the process of performance evaluation of employees.

Personal involvement in Teaching, Research, Publication, Real Knowledge
application as per norms.

To monitor and follow up the proceedings of meeting of the Departmental
committee & activities.

To monitor and follow-up the proceedings& activities of all the college committees,
cells such as faculty/student, faculty/HOD, HOD/Principal interfaces to ensure
that all issues are addressed timely and properly for the best interest of the students.

Director/Principal will actively participate in Teaching, Research Publication,
Real world knowledge application and Administrative work as per work
distribution mode.

Monitoring of the student's feedback systems duly authenticated by respective HODs.

To monitor and ensure that all relevant data are duly uploaded in respective
portals as applicable.

Any other responsibility given by the Authority/Society. ~
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+ THE HEAD OF THE DEPARTMENTS OF THE INSTITUTION:

Subject to the Supervision, direction and general control of the Authority/Society, the duties
of the post are prescribed as under, which are illustrated and considered but not exhaustive:

1. The Head of the Department has to be appointed on the basis of academic
qualification and teaching performance by the Director/Principal/ Officer-in-Charge
in consultation with the Authority/Society.

2. The Head of every Department shall act under the General supervision and
control of the Director/Principal of the College and his duties and function
shall be to administer the academic and administrative affairs of the
Department concerned in accordance with the guidance of the Director/
Principal and as per the policy of the authority.

3. HODs will actively participate in Teaching, Research, Publication, Real world
knowledge application and Administrative work as applicable.

4. The HOD shall always maintain the academic standard in the departments.
In addition to the allotment of classes to the teachers, he/she shall assess the
workload of the teachers, lab Instructors and other technical persons in the
department, requirements of staff members etc. He/she shall also maintain
a ligison with the other departments. He / She shall keep vigil about the
equality teaching in every theoretical & practical subject as per syllabi of the
University. The HOD shall ask the teachers to prepare lesson planning on
each subject and he/she shall monitor whether the scheduled is maintained.
He / She shall prepare a list of the equipment, books etc. well before the
beginning of the semester and forward straight to the Director/Principal for
early procurement. He / She shall take care of conducting all the examinations,
evaluation , keeping all records of examinations as per regulations under the
guidelines of the Director/Principal. In the case of an urgency or anything
related to academic affairs which is not mentioned above the HOD shall take
advice from the Director/Principal and shall take necessary steps.

5. Asa part of academic affairs, the HOD will impart knowledge to the students
by taking classes,take tutorial and remedial classes on regular basis, conduct
need-based laboratory development and Lab classes, and evaluation of the
students and so on.

6. As part of Real-world knowledge Application, HOD shall encourage consultancy
and project work amongst faculty members as per norms in consultation with
the Director/Principal. The said activities, progress and achievements are
recorded in the meeting of the Departmental Committee, HOD will alsoensure
that ot least one seminar of State level is organized by the College in each semester
and one seminar of national level to be organized every year. HOD will also ensure
that Faculty members are engaged in development of quality study materials,
course materials, lesson plan, model quesfion, answer etc. on regular basis and those
are uploaded into respective Server of the College. Total implementation of online
teaching (as applicable) learning process with full participation af.the Faculty
members and all sections of students. \ — Principal
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1.

12.
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HOD will also ensure that senior faculty members hold regular interaction
with Class Representatives (CR) and student mentors to resolve ongoing issues
and healthy student-teacher relationship is maintained with all dignity.

HOD will provide effective leadership towards Industry-Institution partnership.
Organization of special lectures, seminar, workshop by the industry professionals

for total development of the future professionals, Interaction with Industry and
the Institute for the development of the students.

HOD will give advice and suggestions regarding purchase and preservation

of books for the Library or other resources pertaining to his sphere of
learning to the Librarian.

As far as management of the academic affairs of the Department is concerned
he/she shall act in consultation with Departmental Committee., The Departmental
Committee shall meet at least once a month, which shall be convened by the
Head of the Department concerned with the agenda and the time of the meeting
being decided upon in the preceding meeting so that no notice is circulated.
The names of the members of the intra-departmental committee have to be
submitted to the Director/Principal at the beginning of each Semester.

Faculty/Teaching Skill Development Program is to be planned by the HOD
based on need analysis of all the concerned faculty and technical staff members.

HOD has to ensure that required data are duly uploaded in respective portal
by all the Faculty Members.

13. Any other responsibility given by the Director/Principal.

¢ THE PROFESSORS & ASSOTIATE PROFESSORS OF THE INSTITUTION:

Subject to the supervision, direction and general control of the Authority/Society, the
duties of the post are prescribed as under, which are illustrated and considered but not

exhaustive:

1. Professors and Associate Professors will actively participate in Teaching, Research,
Publication, Real world knowledge application and Administrative work.

2. Professors and Associate Professors will assist HOD in academics and
administration of the department and also contribute in Policy planning,
Monitoring and Evaluation and promotional activities both at Departmental
and Institutional level.

3. As far as management of the academic affairs of the Department is concerned,

the Professors and Associate Professors will take active participation in the
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4. Asa part of academic affairs, the Professors and Associate Professors will
impart knowledge to the students by taking regular classes, tutorial classes
and remedial classes on regular basis, they will also guide the faculty members

regarding the need of Laboratory Development to improve the quality of the Lab
classes and so on.

5. Asa part of academic affairs, the Professors and Associate Professors will implement

Faculty development programme, Conduct departmental Workshop and Seminar
and also monitor and evaluate academic activities.

4. Professors and Associate Professors will provide Research Guidance and ensure

Publication and also design and development of new programmes suitable
for the students.

7. Professors and Associate Professors are most suitable for Real world knowledge
application, they will provide leadership in external revenue generation program
such as consultancy, sponsored project, sponsored research, contract research,
(including funding proposal), seminar, laboratory development, modernization,
expansion, promotion of entrepreneurship and job creation, implement sustainable

Quality Improvement Programme (QIP) and brand building of the department
providing technical support etc.

8. Professors/Associate Professors will give valuable guidance as senior members
of college committees duly nominated by the Director/Principal.

9. They will contribute to the finishing school program and industry readiness program.
10. Any other responsibility given by the Director/Principal or by the HOD.

11. The promotion to the post of Associate Professor/Professor is subject to an
approval of the Selection Committee/Appraisal Committee formed for the
said purpose by the Director-Society and the Director/Principal. The designation
of Professor and Associate Professor can be given to a faculty member who
has a PhD in a relevant subject under the University Curriculum and required
experience after the due approval from the Selection Committee/Appraisal
Committee formed for the said purpose by the Director-Society.

¢ THE ASSISTANT PROFESSORS OF THE INSTITUTION:

Subject to the supervision, direction and general control of the Authority/Society, the

duties of the post, are prescribed as under which are illustrated and considered but not
exhaustive:

1. Assistant Professors will actively participate in Teaching, Research, Publication,
Real world knowledge application and Administrative work. They will also be
closely involved in his examination process as pelr\gu\idqnce Of, OD
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2. Assistant Professors will take aclive role i
directed by the HOD,

1 the Departmental Committee as

3. Assistant Professors will take regular classes, tutorial classes and remedial classes
on regular basis, laboratory development and lab classes, Preparation of lesson

plan, teaching materials, publications and full implementation of online
teaching learning systems.

4. Asapart of academic affairs, Assistant Professors will participate in Faculty

development programme, departmental workshop, seminar for continuous
quality improvement teaching learning process.

5. Assistant Professors will be actively involved in Research and Project, Publication
and design/development of new programmes as suitable for the students.

6. Assistant Professors will participate in external revenue generation program
such as consultancy, sponsored project, sponsored research (including finding
proposal), Seminar, Laboratory Development, Modernization, Expansion,
Promotion of entrepreneurship and job creation, implement sustainable

Quality Improvement Programme (QIP) and brand building of the department
providing technical support etc.

7. Assistant Professors will actively take part in extracurricular, cultural and social

service activities of the college as members of respective college committees
and cells. -

8. Assistant Professors will be upload the all relevant data’s like assigned courses,
class progress & other details as per requirement of TIG MIS portal on weekly basis.

9. They will devote significant time and energy for the total counseling of the
students round the year.

10. Any other responsibility given by the Director/Principal or HOD.

11, Assistant Professors will involve themselves in research and development.
They must try to publish research papers and engage themselves accordingly
for doctoral work (If applicable).

¢ THE TECHNICAL ASSISTANT, LAB INSTRUCTOR OF THE INSTITUTION:

Subject to the Supervision, direction and general control of the Authority/Society, the

duties of the post are prescribed as under, which are illustrated and considered but not
exhaustive:

1. As a part of academic affairs the Technical Assistants & lab Instructors will
actively participate in laboratory development, Preparation of |cnbc?rotory
development, Preparation of laboratory manual, charts and conducting lab
classes with full theoretical knowledge duly guided bywcemed ch_ag ty members.

£~ Principal .
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2. Technical Assistants and lab Instructors are always guided by the respective
faculty-in-charge of the laboratory. Technical Assistants and lab Instructors
shall also be responsible to take every care and ensure proper maintenance of
the equipment, electric connections efc. kept in the laboratory. In case, an
other assignmentsrelated to college affairsare given by the respective teachers,

he/she shall always participate actively. He / She shall also carry out the
decisions of the HOD as well as the Director/Principal.

3. They will also be actively involved in multiple college activifies as member of
various cells duly nominated by HODs.

4. Inthe event of modification in the syllabus the concerned technical staff

members need to be updated and trained by the senior faculty members to
implement the modifications appropriately.

5. Any other responsibility given by the Director/Principal or by the HOD.

6. Technical staff members must augment their qualification with the approval
of the Director/Principal.

¢ THE LIBRARIAN OF THE INSTITUTION:

Subject to the Supervision, direction and general control of the Authority/Society, the

duties of the post are prescribed as under which are illustrated and considered but not
exhaustive:

Librarian will be responsible for smooth and effective operation of the college library.

1. Librarian will Manage planning, administrative and budgetary functions of
library and information services including the following activities:

i. Establishment and implementation of library and information policies
and procedures.

ii. The person will be responsible for procurement planning in consultation
with respective HODs and the Director/Principal.

iii. Develop and manage convenient, accessible library and information services.

iv. Prepare and manage the budget for library and information services,
technology and media.

v. Develop and manage cost-effective library and information services,
technology and media.

vi. Order materials and maintain records for payment of invoices.

vii. Analyze and evaluate library and information services, technology and
mediaservice requirements. Y 7
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Prepare reports related to library and information services, resources
and activities.

ix. Smooth and effective operation of the library.

x. Procurement planning in consultation with Director/Principal and HOD.

xi. Software Implementation/up-gradation.

Librarian will provide effective access to library collections and resources,
maintain the organization of library materials, provide library services in response
to the information needs of library users and perform other related duties.

Any other responsibility given by the Director/Principal and HOD.

THE REGISTRAR/ADMINISTRATIVE OFFICER OF THE INSTITUTION:

Subiect to the supervision, direction and general control of the Authority/Society, the duties
of the post are prescribed as under which are illustrated and considered but not exhaustive

1.

The Registrar/Administrative Officer is the Administrative head of the Institution
and he is the authority to keep all sorts of records in his custody.

The Registrar/Administrative Officer shall keep and maintain the records of
attendance for the students and staff members regularly as per regulation.

The Registrar/Administrative Officer shall maintain the leave register of all the

employees. The staff members, for any leave, shall apply to the Director/
Principal through the HOD or Registrar/Admin Officer.

The Registrar/Administrative Officer shall maintain all records of the
semester-wise examinations.

The Registrar/Administrative Officer shall always provide information to the
Director/Principal as well as to the Authority/Society as and when needed.
Other than the Director/Principal and Authority/Society, nobody can ask for

any information about the college, unless and until permission is taken from
the /director/Principal or Authority/Society.

In case of execution and implementation of any decision, The Registrar/
Administrative Officer shall consult with the Director/Principal. All the administrative
affairs, namely, general administration within college and hostel, estate,
construction, accounts, library administration, security, transportation, games

and cultural activities efc. will be under the direct control of the Registrar/
Administrative Officer.

All admission shall be done, as per regulation, through the Registrar/
Administrative Officer under the direct supervision of the Dire\ctor/Principol

and Authority/Society. ’ \a . L//,
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10.

11.

12.

13.

14.

8.7.1.

All other personnel will work under supervision of the Registrar/Administrative Officer.

The Registrar/Administrative Officer, for any decision, shall always consult
with the Director/Principal.

Will maintain all the records as per the university norms and will be the
custodian of all records and statues.

Will ensure full compliance of the protections and safety measures in the

buildings and overall campus. The person will look after the student’s affairs
of the college and hostel as well.

Will ensure compliance of timely payments towards taxes and insurance
premiums as per statutory requirements.

The Registrar/Administrator will look after the day-to-day administration of
the college.

The Registrar/Administrative Officer will report to the Director/Principal.

TRAINING AND PLACEMENT OFFICER

Subject to the supervision, direction and general control of the Authority/Society, the

duties of the post are prescribed as under, which are illustrated and considered but not
exhaustive:

1)

2)

3)

4)

5)

6)

The Training and Placement Officer will be responsible for all activities related
to fraining of the students to enhance their interview winning skill in consultation

with the Director/Principal and Head of the Central Placement Cell (if any),
Registrar/Administrative Officer, H.O.D.

The Training & Placement Officer will be responsible to keep close co-ordination
with the Director/Principal and Head of the Central Placement Cell (if any), Registrar/
Administrative Officer and HOD.

The Training & Placement Officer shall maintain all data-base of the students
necessary for placement of the students.

The Training & Placement Officer will take the initiative to make visit to different
Companies in order to build up a good industry institute relationship.

The Training & Placement Officer shall always consult with the Director/
Principal and the Head of the Central Placement Cell (if any)before taking
any final decision.

The Training & Placement Officer should keep the students informed about gl
activities of his/her Cell, which are related to st eans training & placement.
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7) He/She will maintain all records needed by the corporate for plucement of
the students.

He/She will submit regular statement reports to the Director/Principal regarding

8)
the expenditure in his/her Cell.

9) He/She will be ready to accept and execute any responsibility given by the
Director/Principal or by the Head of the Central Training & Placement Cell in
matters related to Training & Placement.

10) The Training & Placement Officer will report to the Director/Principail.

¢ THE ACCOUNTS IN CHARGE / ACCOUNTANT OF THE INSTITUTION:

Subject fo the supervision, direction and general control of the Authority/Society, the
duties of the post are prescribed as under, which are illustrated and considered but not

exhaustive:

1) The Accountant in Charge/Accountant shall deal with all the financial matters
related to the Institute. He will prepare and report financial statements,
establish internal procedures and controls, and evaluate business performance
and segment productivity. For smooth functioning, he/she shall maintain all
financial records and as per regulations of the Institution and shall sent it

regularly to the H.O.

2)  He/ She shall be responsible for fee collections, reconciliation, monitoring of
due fees in close coordination with Head Office and/or Corporate Office.

3) He/ She shall assist the Audit team for Financial Audit.

4)  He / She shall keep liaison with the Bank(s), where the accounts of the college
is maintained. He / She shall report to the Director/Principal.

¢ THE OFFICE ASSISTANT OF THE INSTITUTION:

Subject to the Supervision, direction and general control of the Authority/Society, the duties
of the post are prescribed as under, which are illustrated and considered but not exhaustive:

1. He/ She is responsible to keep all the records related to the college under the
directives of the Director/Principal and the Registrar/Admin. Officer. He/She
shall always keep strict secrecy & confidentiality in maintaining the records.
He/She shall execute any assignments fime to time given by the college authority.
He / She under no circumstances shall handover the records to anybody,
unless & until he gets the permission from the Registrar/Admin. Officer. Under
the instruction of the Registrar/Admin. Officer, he/she will maintain the records.

2. Any other responsibility given by the Dire for/PrmupoI or\Reglshor/
Administrative Officer. \}/ p’}nclpal
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¢ THEPROJECT-MANAGER/MAINTENANCE SUPERVISOR/
MAINTENANCE-IN-CHARGE, ELECTRICIAN, PLUMBER,
MACHINE OPERATOR OF THE INSTITUTION:

Subject to the supervision, direction and general control of the Authority/Society, the
duties of the post are prescribed as under, which are illustrated and considered but not

exhaustive:

1.

Project Manager/Maintenance Supervisor/Maintenance-In-Charge, Electrician,
Plumber, and Machine Operator is always guided by the respective procedure
of the machine or facility. Project Manager/Maintenance Supervisor/
Maintenance-in-Charge, Electrician, Plumber, Machine operator shall also
be responsible to take every care & maintenance of the equipment, electric
connections, etc. for which they are responsible.

Project Manager/Maintenance Supervisor/Maintenance-in-Charge, Electrician,
Plumber, Machine operator shall also carry out the decisions of the Director/
Principal and Registrar/Administrator.

9. PROCEDURE FOR RECRUITMENT OF STAFF MEMBERS

¢+

All appointments: Permanent, contractual and temporary to fill up any category
of post in the College shall be made by the Director/Principal on the
recommendation of the Selection Committee to be constituted as per

regulatory Norms.

All new appointments are required to be endorsed in the next meeting of the
Governing Body of the College.

Part-time /Guest / Adhoc Facultyand staff appointment: The Director/Principal
of the Institution may from time to time appoint, under exceptional
circumstances, part-time/Guest /Ad hoc faculty and staff, fulfilling minimum
norms, for handling theoretical sessions/lab/workshop assignments on
honorarium basis as may be decided by the authorities.

Direct Recruitment — As per regulatory norms and strictly on merit.

For any type of selection the Institute or the Society shall have absolute
discretion to adopt any procedure preferably the following:

*  For selection of faculty member and staff members, advertisements are
to be nofified in Website of CALCUTTA INSTITUTE OF PHARMACEUTICAL
TECHNOLOGY & AHS or in Newspaper. For appointment to any
category of staff, a Selection Committee is to be constituted as per norms
for each position to select eligible candidates purely on merit, acqdemic

record and other eligibility criteria for each posingqn.\r\ (f”f\/
' ! Principal
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9..1.

9.2

9.3

9..4
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+ A Selection Committee will be formed as per the norms of the regulatory

body including the Subject matter expert. The Selection Committee will
choose the candidates based on applicant’s performance and will
recommend the most suitable candidate for the post depending on the
past record and face to face performance. The Subject matter expert
may include internal subject matter expert which means expert from the
College or any of the Colleges under URSCHARD and/or External subject
matter expert means expert from other University/Institutions of repute/
Industry. The panel of the selected candidates will be valid for 6 months.

Recommendation of Selection Committee will be final subject to the
approval of the Governing Body. In case, any kind of misinformation
declared by the candidate is noticed even affer the appointment or joining
or confirmation of job, the appointment may be cancelled summarily
depending upon gravity and nature of misinformation/hiding of facts.

Secretary-Society alone can issue the appointment letter. The new
appointments may be in Scale or in consolidated salary for any posts
case-to-case basis, irrespective of whether others already in those
posts/similar posts are in Scale or Consolidated pay.

Probation: An employee appointed either as a faculty or as a non-teaching
member of staff shall remain on probation as may be defined in his
appointment letter. Typically, the probation period will be for a period of
one year. In case the performance of the candidate is unsatisfactory
and/or inefficiency in handling the allotted assignment, his probation
may be extended or his service can be terminated during the Probation period
by giving one month’s notice in writing or a month’s salary, in lieu of.

Extension of probation will not be allowed for more than once. Extension of
Probation period is not a right o the candidate but may be considered by
Authority/Society.

Period of [;nrobction may also be relaxed in exceptional circumstances at the
discretion of the Appointing Authority/Society. In exceptionally deserving
cases, the Authority/Society may waive the Probation period of an employee
atf the time of appointment.

The Employee appointed under contract will be excluded from terms of Probation.
Terms of Confract will guide contractual appointment only.

The contract will be valid up to the specified tenure only. The contract will be
automatically terminated on the expiry of the contract period unless renewed further.

Confirmation: On completion of stipulated period of probation, the performance
will be evaluated as per appraisal procedures. Depr\c‘h g upon pq?)rmcmce
TN ——
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report he/she will be eligible for confirmation of service. All Adhoc appointees
will have to face interview before the selection committee constituted for fresh

appointment as per the norms, before getting a probationary/ confirmed
cppointment.

+  On confirmation he/she will be either placed on a suitable scale or

consolidated salary depending on performance report and the discretion
of the Authority/Society.

In case, a member of staff does not receive a letter of confirmation from
the Institution in time, his service in the college would not be deemed to

have been confirmed and it shall be presumed that his period of probation
has been extended.

Performance appraisal for all faculty and non-teaching, staff members is
mandatory prior to confirmation of Service. No person will be confirmed
without Performance Appraisal. It will solely depend on total performance
evaluation by Director/Principal and HOD followed by personal appraisal
held by the Appraisal Committee. The Chairperson of the Appraisal
Committee will have to be duly appointed by Authority/Society who will have
to be an experienced Academician of repute, i.e. of a Senior Professor level.

10. PROCEDURE FOR PERFORMANCE
REVIEW OF STAFTF MEMBERS

¢

Performance Review will be carried out for Regular Employees and Probationers.
The Performance Review should be objective and based on facts and measurement
as far as possible.

Regular Performance Appraisal staff members is an essential parameter for career
and professional development; hence the Performance Review will be conducted
by the Appraisal Committee consisting of senior academicians/technocrats duly
appointed by the Authority/Society as and when required.

The Performance Review Report will be the Key Document for all Promotion,
Salary adjustment, increment and handling Performance related issues. Hence it
is very essential fo prepare the Performance Review Report each year preferably
in the month of May and the results may be declared preferably within three
months after the Performance Appraisal is taken.

At the beginning of each academic year, all employees (including teaching and
non-teaching employees) will sit with their HODs/Supervisors and agree with a
performance Sheet where each Key Performance Area (KPA) in their respective
work domain will be discussed, agreed and documented. This performance
Sheet has to be submitted to the respective person in- harge during the nfiddle of
every Even Semester through the Director/Principal. / | « j__,/
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The Primary Key Performance Area (KPA) for teaching faculties will be as per work

distribution viz. Teaching, Research, Publication, External Revenue generation
and Administrative work.

There will be multiple parameters in each KPA for example Students’ feedback,
performance of students in examinations in the relevant subjects. There will also
be quantitative measurement in preparing KPA for teaching performance in
addition to other parameters. Apart from these, his/her mandatory contributions
in research, research publications minimum to one in indexed journal for the
grade of Assistant Teacher and two for the grade of Associate Professor/ Professor
within an academic year, seminar, allied co-curricular activities, social and

community development programs, attendance in the college etc., will also be
the parameters for KPAs.

The Primary Key Performance Area (KPA) for Non-Teaching employees will be
decided by their HODs/supervisors as per the actual work.

HODs/Supervisors and Employees may take additional KPAs as Secondary KPA.

The Goal Sheet will specify clearly for each KPA on what is the Minimum
expectation, a Standard and an Excellent work. These will be clearly stated so that
both HOD/supervisor and employees are clear about their expectation and
performance.

Each Goal Sheet will be approved by the Director/Principal/Individual Goal Sheets
will have to be sent to HR Section of the Head Office through the Director/Principal.

Performance Review will happen at the end of an Academic Year.

During the Performance Review each of the HODs/Supervisors and employees
will sit face to face and review the target Vs actual achievements and. Grade each
employee as Excellent or Standard or Unsatisfactory.

Director/Principal and HOD will be the competent authority to make the performance
review, of an employee.

The Academic Audit Committee, appointed by the authority will audit the review
results and may recommend changes if there are sufficient reasons to do so.

It will be duly considered whether the faculty member has contributed Positively in
real world knowledge applications i.e. his success in the field of bringing
sponsored research projects and his role in industrial consultancy work.

The Director/Principal will prepare the format of Key Result Areas (KRAs) and also
prepare confidential report of the employees annual performance at the and of
each year. 13 % I —
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11. PROCEDURE FOR PROMOTION OF STAFF MEMBERS

s  Promotion will be carried out only for Regular Employees,
Employees and Contractual Employees will not be eligi

Probationers, Temporary
ble for promotion.

Acquiring eligible qualification, Annual Performance review report and experience
will be considered during the probation review, however they does not establish
right to be promoted to higher cadre. Depending upon available vacancy and

other criterion, the candidate will be considered along with other eligible candidates
who have applied for the position.

If disciplinary proceedings have been initiated against an employee or if an

employee is suspended because of any reason, he will not be eligible for promotion
till such proceeding are over or suspension withdrawn.

In case of a record of violation of code of conduct in last 3 years, an employee
will not be eligible for promotion.

Promotion of Faculty positions will be decided as per the following
procedures:

11..1
11..2

Availability of sanctioned vacant posts is to be decided by the Governing Body.

Governing Body will constitute a Selection Committee for consideration of
internal cases fit for promotion to fill up the vacant sanctioned posts.

11..3  On fulfillment of stipulated condition of regulatory body and/or norms of the

College, the candidate will be eligible to appear before Selection Committee.

11.4  An employee who had awarded a “Poor” or “Unsatisfactory” rating in any of
the last three Annual Performance Reviews will not be eligible for promotion
unless he had acquired two excellent rating out of which, one has to be in
last performance review.

11.5  Application of eligible candidates will be scrutinized by the Selection Committee.
The Committee will consider the points as mentioned along with other points
decided by the Selection Committee.

11..6  Selection Committee will conduct personal interview/test of the eligible
candidates and their opinion including Annual Performance review report,
will be placed before the authority for appropriate decision regarding
promofion including the date from which the order will be effective. The Director/
Principal will be informed about the decision taken on the annual performance
review report of a candidate (if needed).

11..7 Based on the recommendation of the selection committee the competent
i issue the promotion order to Theldeservmg cgndidates.
authority may , 1 ‘/(’IF'T'W“"D"

/ plcutts Institute of Pharmaceutice’
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It is not mandatory or essential for the competent authority to fulfill the
vacant posts from the internal applicants. The authority has full liberty to fill
up all the vacant positions through external candidates.

In exceptional cases, the competent authority may directly promote o
candidate without constituting the selection committee.

¢+ Promotion of Non-Teaching Employees will be decided as per the
following procedures:;

1.1
11..2

1.3

11..8

Availability of sanctioned vacant posts is fo be decided by the Governing Body.

Governing Body will constitute a Selection Committee for consideration of
internal cases fit for promotion o fill up the vacant sanctioned posts.

On fulfillment of stipulated condition of regulatory body and/or norms of

the college, the candidate will be eligible to appear before Selection
Committee.

An employee who had awarded a “"Poor” or “Unsatisfactory” rating in
any of the last three Annual Performance Review will not be eligible for

promotion unless he had acquired two excellent rating out of which, one
has fo be in last performance review.

Application of eligible candidates will be scrutinized by the Selection Committee.
Promotion of a non-teaching staff from to higher scale shall be as far as
possible on seniority-cum-merit basis. The Committee will consider the

Seniority and Annual Performance review report long with other points
decided by the Selection Committee.

Based on the recommendation of the selection committee the authority
may issue the promotion order to the deserving candidates.

It is not mandatory or essential for the authority to fulfill the vacant posts
from the infernal applicants. The authority has full liberty to fill up all the
vacant positions through external candidates.

In exceptional cases, the authority may directly promote a candidate
without constituting the selection committee.

12. PROCEDURE FOR HANDLING UNSATISFACTORY
PERFORMANCE OF STAFF MEMBERS

¢

Unsoﬁschtory Performance of an employee will be determined during the Performance

. . 7
review and will be marked as “Unsatisfactory”.

¢

. . " . "
In case an employee is under Probation ond.nof conflrrped', the Unsghsfcclczry
Performance may lead to Extension of Probation or termindtion of service.




13.

In case an employee is Tem
work will lead to termination

porary in nature, the uns
of service.
In case of poor Performance of

a "Contractyal Employee”
as per the clauses of the individ

, the sume will be deglt
val contract given fo the e

mployee.

in liev of. In such cases the Director/

Principal of the college will b
implement the release procedure fol

lowing due notice period or n

PROCEDURE FQR HANDLING REDESSAL
GRIEVANCE OF STAFF MEMBERS

“Grievance”

e responsible to
otice pay.

for the purpose of this manual would only mean individual grievances
pertaining o his official role & responsibiliti

es and associated working atmosphere efc.
ry and wages, allowances,
utside of the purview of the

Matters related to salg

promotion and any other policy
driven issues will be o

Grievance Procedure.
Only individual grievance will be deqlt with under this procedure.

Any Non-Employee Grievances such as Public Grievances,
are outside of the purview of this Grievance Redressal Pro

Steps of Grievance Handling:
13..1

Student Grievances etc.,
cedure.

Any Employee having a grievance(s) has to submit the same to Director/
Principal in writing, clearly stating the incident/reason

and attaching
sufficient documentary/substantial evidence.

3.2 The Director/Principal will nominate a senior faculty/member/employee
for going into the details of the grievances of the aggrieved e'mployee.
The aggrieved employee will get an opportunity to meet the senior faculty
member/employee nominated by the Director/Principal (if necessary) who
will hear the grievances patiently and give complainant a verbal answer.
13..3

In case the employee is not satisfied with the answer given by the nominated

employee for the resolution of the grievances, the complainant may meet
_— - : . i . get feedback

the Director/Principal, who will patiently hear the gi &;{qnce;{ Jetee :c
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13..4

13..5

from the concerned persons and give his decision on the grievance, or
send a reply to the complainant.

In case the aggrieved employee remains dissatisfied with the decision of
the Director/Principal, he/she may submit a written complaint to the
Convenor, Grievance Redressal Cell (GRC) of CIPT. The Conveor will call
a meeting comprising internal and external members and will meet both
complainant/s and defendant/s and try to resolve the issue. The resolution
of the GRC will be notified to both parties and if any of them is still unsatisfied
with the verdict, he/she may lodge the concern to University Ombudsman.

No employee shall attempt to seek in a court of law a decision on grievances

arising out of his/her conditions of service without first exhausting the
normal official channels of redressal.

¢ Grievance pertaining to or arising out of the following shall not come under the
purview of the grievance procedure:

a. Annual performance appraisals/confidential reports;

b. Promotions;

c. Where the grievance does not relate to an individual employee or officer; and

d. Inthe case.of any grievance arising out of discharge or dismissal of an employee.

¢ Grievance pertaining to or arising out of disciplinary action or appeal against such
action shall be channeled to the competent authority as laid down under the
Conduct, Discipline and Appeal rules and certified Standing Orders of the
Organization and in such cases the grievance redressal procedure will rot apply.

14. PAY & ALLOWANCES

14.1

14.2

14.2.1 The Admissible allowances including the FA wi

Pay and Allowances can be either in Scale or in consolidated terms.
Consolidation of revision of pay will be guided by the terms of appointment.
The employees under contractual appointment will be bound by the terms
of contract only and contract will be valid up to specified tenure only. The said
employee doesn’t have any right to put any pressure directly & indirectly
for extension of contract or conversion to regular appointment.

Pay Scale: Any employee appointed to a post in the institution under
specified Scale of Pay shall draw pay and other admissible allowances as

per prevailing rules of the Institution.

Il be decided by the Governing

. : it
Body from time to time.



14.3
14.3.1

14.3.2

14.3.3
14.3.4

14.3.5

14.3.6

14.4
14.41

145
14.5.1

Annual Incr ement in Pay Scale.

All regular employees in pay scale will be normally eligible for annual

increment as per norm, unless, his/her performance is determined to be
"Poor” by Appraisal Committee.

The Director/Principal of the College as well as the Appraisal Committee
is authorized to withhold/to withdraw annual increment.

Some of the reasons for withheld/withdrawal of annual increment are

If the performance recorded in the Annual Performance review of an
employee is “Unsatisfactory” and/or

Any disciplinary action has been initiated against an employee and/or

An employee is under suspension and/or

Any gross violation of code of condudt is noted in the annual performance
report of an employee and/or

If an employee is found to be “irregular” in terms of minimum
stipulated attendance

No employee shall be allowed q pre-mature increment on a time scale of pay;

No increment shall become due so long one is not confirmed to his post.
Increment shall be due only to the confirmed employees placed in scale in

an appropriate fime as per the rules of the Institution led down by Authority/
Society and Governing Body, from fime to fime.

If an employee is granted leave without pay (with pre or post approved) up
to the limit of 12 days and employee who are granted EOL under genuine

circumstances, the month of increment will be delayed accordingly in that
particular year.

However, employees who are in probation for two years may be entitled
for a substantial increase in pay, provided he/she appears before the
Appraisal Committee and the said Committee is satisfied with his/her
performance and recommends for such an increase.

Pay in consolidated form

The Staff member appointed and not placed in any specified scale will receive
pay in consolidated amount for every month. No other allowances will be
payable in such cases. A regular employee may also be on consolidated pay.

Sub-Staff

Sub-staff will be engaged from agencies and they will not be regular
employee of the College. The terms of engagement will be guided by the
agreement between the college and the concerned agency.  ~




14.5.2

15.1

15.2

15.3

15.4

15.5

15.6

15.7

15.8

15.9

15.91

The Sub-staff members already appointed to a post in the College under

specified Scale of Pay shall draw pay and other admissible allowances as
per the scale approved by the Authority.

5. LEAVE RULLS

Leave cannot be claimed as a matter of right. College authorities reserve

the right to refuse or revoke leave of any description other than Medical
Leave and Maternity Leave.

Leave permission should be sought in all cases and address for communication
during leave period should be furnished without failure.

If an employee is absent without any sandtioned leave his salary will be deducted
pro-rata basis considering a month is equal to 30 days.

An employee joining during the middle of a year may avail leave
proportionately.

Leave, may be either prefixed or affixed to holidays or weekly off day.
However, leave cannot be both prefixed and affixed to holidays or weekly off day.

Leave can be taken while on tour, but no daily allowance, Hotel and food
bill etc. will be admissible for the period.

A member of staff working as Contractual Employee, Leave will be granted
as per his contract.

A member of staff working as Temporary Employee or as Probationer or
extended probationer (i.e. unconfirmed) will be eligible for casual leave
only 14 days for a full year of working. Maternity leave is also applicable

for such Female employees as per condition stated in the Maternity leave
section. No other kinds of leave will be applicable.

The following kinds of leave may be earned by and granted to a Regular
Employee.

Casual Leave:

15.9.1.1 A Regular Employee will be eligible for 14 days casual leave per

year of regular working.

15.9.1.2 Casual leave may be sanctioned to a member of staff for a period

not exceeding 03 days at a time. Casual Leave cannot be carried
forward to the next year.

159.1.3 Casual Leave can be taken for half day also. No other leave can be

taken for Half Day.

159.1.4 Casual Leave cannot be combined with any otheg kind of |e(‘, :




15.9.1.5

15.9.1.6

15.9.1.7

15.9.2
15.9.2.1

15.9.2.2

15.9.2.3

15.9.3

15.9.4

15.9.5
15.9.51

Sundays and Holidays falling during a pe
not counted as

holidays/weekly

riod of Casual Leave are
part of Casual leave. Sundays/public holidays/restricted
offs can either be prefixed or fo be affixed to Casual Leave.

Late arrival/early departure by half an hour either way for any three

(3) days in a month will lead to deduction of one (1) day’s casual leave.

Employees who have
for half-day Casual
that they attend offi
combined with any
to Break of Service.

got only half day's leave at credit when applying
leave for the affernoon of a day should ensure
ce the next day since Casual Leave cannot be
other Leave. In this case it will automatically lead

Semester Break:

Teaching Employees will be entitled to have 20 days’ vacation/
Semester Break in a year in two phases (10 days each) in a specific

period to be declared by the College Authority with the approval from
Authority/Society.

A new faculty joining in the vacation period is not eligible for vacation
during that period.

A new faculty joining in the middle of the academic year is eligible for
a proportionate vacation for that academic year.

Compensatory leave or Special Leave: All employees may also be
called for duty during vacation or holidays for special reasons.

In such cases, they will be entitled for compensatory leave (not annual
leave). This is the leave which is granted to an employee as compensation

for his working on any holidays. The compensatory leave cannot be
carried over to next year.

Medical Leave: All regular employees may be granted medical leave
of 05 days during each completed year of service. Medical leave will
be on half pay leave basis i.e. 10 days half pay leave is equivalent to
to 05 days full pay leave. Competent authority will have the right to
form Medical Board in the event of an employee availing medical
leave more than 30 days with/without information or with/without
medical certificate from a registered medical practitioner/
Government Hospital.

Maternity Leave:

Maternity leave may be granted to a confirmed woman employee
with less than two surviving children, on full pay for a period of 180 days
from the date of its commencement which can be availed twice in the
entire service life including fenure under previous employer(s). The leave
salary will be equal to pay drawn immediately beforg proceeding on leave.

V- (‘i‘rlnclgf\’/




15.9.5.2

15.9.5.3

15.9.5.4

15.9.5.5

15.9.6

15.9.7

15.9.8
15.9.8.1

Maternity leave for a period hot exceeding 25 days in the entire service
can also be

_ granted on full pay in cases of miscarriage including
abortion (irrespective of the number of surviving children) subject to
the condition that the total leave granted in respect of this to a female
feacher in her entire service life is not more than 45 days and the
application for leave s Supported by a medical certificate from

Authorized Medical Attendant (AMA),

Any fen'.\cle employee under probation will be eligible for 180 days
Maternity leave (With pay) only after completion of 11 months of
contfinuous service.

Any temporg

fY or contractual employees will be eligible for maternity
leave for q P

eriod of 180 days with pay.
Maternity leave may be combined wi
casual leave but any leave applied

leave may be granted only if the
medical certificate.

th leave of any other kind except
for in continuation of maternity
application is supported by a

Special Disability leave:
accident, while on duty, w

duty and requires freatment followed by rest, he may be granted
“Special Disability leave” on merit of each case for a period not
exceeding 14 days, as may be decided by the college authority, only
when recommended by a Registered Medical Practitioner. Such leave
may be sanctioned with full Pay up to 7 days and under exceptional

circumstances, on merit of the case, one may be granted such leave
beyond the limit of 21 days, but on without any pay.

If any member of the staff meets with an
hich makes him unfit to attend his normal

Quarantine leave: Where, in consequence of the presence of an
infectious disease of an employee at his place of duty, residence, or
adjourns to his residence, his attendance to his office is considered as
hazardous to the health of other employee, such employee may be
granted quarantine leave. Quarantine leave may be granted by
Director/Principal on the certificate of a Medical Officer or Public
Health Officer for a period not exceeding. 15 days or in exceptional
circumstances up to 21 days.

Study leave:

The Study leave is a special facility to the regular facilities (Teaching
Employees) in order to enable them to update 1hei.r knowledge and
experience so that they will be in a position to contribute more to the
Institute on their rejoining. It should be applied 06.....months in advance
to the Board of Governors/Governing Body through proper channel.

*# U




15.9.8.2

15.9.8.3

15.9.8.4

15.9.8.5

15.9.8.6

15.9.8.7

15.9.8.8
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Study leave maq
conditions h
least 05 ye

Parts not exceeding 3 Years at a time, for advanced study of the various

y be granted to a member of the faculty subject to ihe
ereunder, mentioned, provided he has already putin at
ars of service, for a maximum period of 05 years in two

aspects of Institution and metho
and/or memb

for more than
leave once gr
5 years after s

ds of education to a regular faculty
er of administration of the College which must not be
02 times during the entire period of service and such
anted cannot be granted again before a lapse of
uch leave once enjoyed.

Study leave will be “leqy
awarding annual in
above leave of abse
(notional or any oth

e on without pay basis”. For, the purpose of
crement and deciding the seniority of service, the
nce will be duly excluded i.e., no annual increment
er) will be payable during the said period of leave.

T.he faculty member availing study leave shall submit to the Institute a
six monthly report of Progress in his/her studies through the Institution
or the instructor, under whom training or study is being pursued. This report
shall be submitted within days of the expiry of every .06 months of

the study leave. In absence of such report in time, the further leave
may be cancelled.

In the event of the report not being found satisfactory, the Governing
Body will have the right to revoke the leave ot any time it deems fit.

The study leave will be granted depending upon whether the facility
can be spared.

The faculty member shall, on his return from the study leave after
completion of his study, submit to the Institute a certificate from the
Institute from where examination is passed or of a special Study or
training undertaken indicating the dates of commencement and
termination of the course with the remarks of the instructor under
whose supervision the course was done.

All applications for study leave shall, before submission to the Governing
Body be examined by the Director/Principal and the concerned Head
of the Department who will duly offer their comments.

The service of the faculty member who fails to return to duty on the
expiry of the sanctioned leave may be terminated by the Govefning
Body without any reference to the person concerned. |If h_e fails to
explain the reason behind his absence even aﬂer.the expiry of the
sanctioned leave up to the satisfaction of i.he Governing Body then the
question of his/her rejoining remains sub|ected_ for a formal approval
of the Governing Body on the basis 9f the merit of the case.

The Governing Body reserves the right to GpPro"e/d'Sq_Ppro\/e the
explanation given by the Faculty Member on the basis of the m_e/ni of the case.
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15.9.8.9

15.9.9

15.10

15.11
15.11.1
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Application fo

_ Sanction of the styq leave must contain, inter-alia, the
following documents: ’ '

*  Document re
t

gard to admission having been made or promised
© be made |

N an Institute duly recognized/affiliated.

The nature of work to be persuaded and degree to be conferred.
The Scholorship, fellowshi

P or any other financial aids including
travel grants, if

any obtained or assured.

Study leave may be granted on furnishing satisfactory evidence
to the College authority about correctness of the case and an
undertaking that he shqll serve the College for at least the number
of years of study leave sought for on his return after complefion
of the intended course subject to his age of superannuation and

©°n such terms and conditions qs may be decided by the
concerned authority.

Granting any sort of leave incly

recognized leave will be at th
may b

ding Study except the statutorily
e sole discretion of the Institute and
e refused without assigning any reason whatsoever.

Leave without Pq
the service and
coll

y: In exceptional cases, to avoid the discontinuity of
when no other leave is available to an employee, the
llege authority may grant o special leave to an employee called
“leave without pay” after receiving an application from the employee
duly recommended by the Director/Principal. It is not a right of an
employee nor is it @ common practice to grant leave without pay.

Other Director — Society can grant the leave without pay and it is his
prerogative to grant or refuse this leave.

Leave account and leave sanctioning authority: For every eligible
member of the staff a leave account in a prescribed form shall be
maintained by the Institution. The Diredor/PrincipaI/Ofﬁcer-in—Chorge
or any official having delegated authority from the Director-Society
will be the competent authority to sanction leave and leave salary as
may be admissible under these leave rules.

Procedures to treat unauthorized leave of absence:

If any employee remains absent without approved leave he./she_wfll
lose lien on his service until and unless he/she reports to fhe office wutf_\m
07 days and/or he/she communiccuf.es fhfe reasons for his absence w!fh
supporting documents fo the full satisfaction of the competent authoxity.

o —




15.11.2

15.11.3

B e e

In this effect q letter

the “LOSS OF LIEN

o be issued by the Director/Principal communicating

ON HIS/HER SERVICE” and seeking explanation

If no explanation is received within stipulated period it will be deemed
that such employee is ceased 1o exist as an employee of the College.
The same will be communicated to the concerned employee vide a
letter duly signed by the Director/Principal of the College.

16. OTHER EMPLOYEE BENEFITS

16.1

16.2

17.
17.1

17.2

17.3

17.4

17.5

PROVIDENT FUND

All the eligible employees will be covered under EPF Scheme as per
applicable ryles.

ESI
The eligible employees will be covered by ESI as per ESI Act.
TRANSFER/DEPUTATION/UEN

All the Employees (Both the faculties and Non-Teaching Employees) can
be Transferred or deputed fo other Institutions belonging to “CALCUTTA
INSTITUTE OF PHARMACEUTICAL TECHNOLOGY & AHS under URSCHARD”,
on temporary basis based on mutual agreement between the Societies

and trusts for a determined period for the purpose of collaborative
program/faculty exchange.

The member of the teaching and other staff can be transferred or

deputed to other Institutions under the same Authority/Society depending
upon requirement.

The Deputation or Transfer within the group will not be considered as
Break of Service or loss of seniority.

When an employee is transferred or deputed, specific benefits will be
communicated to him by the Director-Society or an authorized
representative of the authority.

The Director-Society is authorized to take decision for such transfer/
deputation in consultation with the authority of the respective college.
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8. RESIGNATION IROw s

18.1

18.2

18.3

18.4

18.5

18.6

18.7
18.8

18.9

18.10
18.11

RVICE BY AN EMPLOYEE

” wishns ‘o m(,vq 'hq ‘:(lrvicﬂ! r)f‘ the
: ide 1he Institution w
the Insmufion, defined

The college authority

ith a notice us per requiremeant Q\‘
in the {ollowing clavses 18.4, 18.5, 18.6 & 18.7.

may at its discretion accept the resignation with

imMmediate effect of from any time before expiry of the notice period or
future date. Byt once {|

_ \ '€ resignation is accepted no withdrowal of
resignation can be granted even if such withdrawal of resignation has

been made within the period of expiry of the term.

bond; the condition of his resignation

will be governed by the terms of such bond.

It an employee leaves the services of the organization without giving
requisite notice without Prejudice to any other action under his/her contract

of s<.arvice, if any, the Management may deduct from unpaid salary, a sum
equivalent to the period of notice which he is required fo give under clause
18.4,18.5, 18.4 & 18.7.

All the resignations muyst be in writing and will be addressed to the

Director—SocieTy of the College (Appointing Authority) through the
Direc’ror/Principcl of the College.

No teaching faculty is permitted to leav

e the institution in the middle of an
ongoing semester.

The Notice Period of o confirmed employee or the staff (Both Teaching
and Non-Teaching) is 3 (three) months.

In case of Employees under probation/extended probation the notice
period will be of 1 (one) month.

In case of Temporary Employee the notice period will be of 15 (Fifteen) days.

In case of Contractual Employee,

Resignation will be governed by the
terms of the Contract.

It must be understood that the notice period is essentiql to arrange a
suitable alternative of the employee to ensure the smooth functioning of
the Institution particularly imparting education to the students.

Notice period can be relaxed or changed by the Director — Society.

In the notice period an employee will remain the e.mployee of the
Institution and will enjoy the benefits of the Institution during notice period.

g, e f



18.12

18.12.1

18.12.2

18.12.3

18.12.4

18.13

18.14

At the end of the Notice Period, th
accepted and the employee will be
to the following conditions:

e resignation of the employefe is
released from the service subject

At the time of release,
clearances from libra
before accepting any r

the employee needs to obtain the necessary
Y, accounts, stores and allied departments
esignation.

An employee needs to de
Permit issued to him an
Institutional property and
the Issuing Authority on
Resignation and on expi
Token or Permit have to

posit the Identity Card, Badge, Token and
d same will remain with the Institution as
every employee shall surrender the same to
termination of his/her service/Retirement/

ry of the terms of the Identity Card, Badge,
be returned.

If there is any departmental enquiry and/or Disciplinary actions have
been initiated and/or any criminal/civil suits have been initiated the
acceptance of the resignation may be withheld till the proceedings
are cleared as it is possible that the employee may be dismissed from
the service of the organization at the end of such actions. However,
the authority has full liberty to accept/reject any such resignation.

If the employee is released during the pendency of disciplinary proceedings
and/or any criminal/civil suits, the organization may inform his prospective
employer, about the pendency of such proceedings.

At the time of release after the notice period, a release letter will be
given to the employee.

All Employees shall be entitled to a service certificate specifying the nature
of work, designation and period of employment at the time of release of his
service as a result of resignation, retirement or discharge from service.

19. TERMINATION / SEPARATION OF AN EMPLOYEE
BY INSTITUTION

191

19.2

The Governing Body may terminate the service; of a memk?er of the staff
(Confirmed or probation) by serving notice period as.speofi(.ed in clause
19.2/19.3, 19.4, 19.5 or salary in lieu of the notice perlf)d without
assigning any reason. In case, the concerned en.wpléyee is found to
have committed misconduct, no payment of.salory,.m lieu lthereof, shall
be necessary and the employee can be terminated immediately.

The Notice Period of a confirmed employee or the staff (Both Ieoching
and Non-Teaching) is 3 months. ‘
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19.3 Incase of Employee, under
will be. of 1 (One) month.

19.4  Incase of Temporary Em

19.5 In case of Contractyql
terms of the Contract.

19.6  Inthe noftice period an employee will remain the employee of the Institution
and will enjoy all the benefits of the Institution.
19.7  All the Termination/Separati

Director-Society of the Coll
Principal of the College.
19.8 At the time of release, th
clearances from library,
issuing any release letter

19.9  An employee needs to deposit the Identity Card, Badge, Token and Permit
issued to him. The said things will have to be returned to the Institution
and will remain with the Institution as Institutional property and every
employee shall surrender the same fo the Issuing Authority on termination

of his service/Re’riremen'f/Resignc’rion and on expiry of the termsof the
Identity Card, Badge, Token or Permit.

probation/extended probation the notic period

ployee the notice period will be of 15 (Fifteen) Days.
Employee, Resignation will be governed by the

on will be in writing and will be signed by the
ege (Appointing Authority) through Director/

e employee needs to obtain the necessary

accounts, stores and allied Departments before
to the employee.

19.10  All Employees shall be entitled to a service certificate specifying the nature

of work, designation and period of employment at the time of release of
his service as a result of resignation, retirement or discharge from service.

20. SUPERANNUATION (Rl e Yo

Members of the staff would superannuate on completion of 65 (si-)dﬂ' years of age,
depending upon requirement and fitness, fresh contractual appointment (teaching
position) may be offered selectively up to the age of 70 years with 2 years tenure
in first instance with consolidated pay; The selection has to be based on requirement,
fitness, merit, experience, specialization, peer group review. The competent chaired
by Director — Society will conduct the review for the selection of such candidates.

2l. EMPLOYEES CONDUCT AND DISCIPLINARY RULES
21.1 Disciplinary Rules
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2119 Every employee shall at all times maintain absolute integrity and devotion
to duty and also be strictly honest and impartial in his/her official dealings.

2112 All employees shall avoid habitual indebtedness or‘\d _where an employee
applies to be or is adjudged insolvent; he -sha.ll within three days report
the fact to the Director/Principal of the Inshiuhon:When an efnplo)‘»?_e is

found liable to arrest for debt or has recourse to i %l\‘yency ol ’thn itis

S B
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21.1.3

21.1.4

21.1.5

21.1.6

21.1.7

An employee should at
other member of the sta

all times be courteous in his/her dealings with
ff, students, parents and members of the public.

No Employee shall, without prior written permission of the authorities,
engage himself in any job, remunerative or non-remunerative, outside
the Institution or CALCUTTA INSTITUTE OF PHARMACEUTICAL TECHNOLOGY
& AHS under URSCHARD. Whole time duty of a member of staff shall be
at the disposal of the Institution and his services may be required even
beyond the schedule office hours including weekly off days and holidays
in case of exigency. Compensation by way of compensatory casual leave

(CCL) may be considered in case of such duties rendered by any member
of the staff on holidays.

No Employee shall take any paper, books & booklets, drawing, photographs,
instrument, apparatus, document or any other property of the Institution
out of the work Premises except with the written permission of the authority
or issued through library, nor he/she shall be in any way pass or cause
to be passed or disclosed or cause to be disclosed any information or
matter concerning the teaching process, research information, trade
secrets and confidential documents of the Institution to any unauthorized

person, company, Organization or corporation without the written
permission of the Authority/Society.

All Employees shall observe all safety rules or orders that may be notified
from time to time by the Institution and use safety equipment provided by
the organization.

Faculty member/Teaching Staff has to obtain prior approval of the Authority/
Society in order to apply to any outside authority to add to his present
qualification e.g. for higher degree/qualification.

21.1.8 All Employees must sign in and sign out manually or through automated

attendance recorder at the time of arrival as well as at the time of
departure, noting the time in both the cases. In case of technical failure
of the automated attendance recorder the concerned staff has 19 record
the attendance as per procedure directed by the College authority. lfm‘e
arrival/departure by half an hour either way for any three (3)d0)./s in a
month will lead to deduction of one (1) days casual leave, late arrival or

i i 'qs absence from duty.
early departure by an hour will be consideredqs a e ki y




21.1.9

21.1.10

21.1.11

21.1.12

21.1.13

21.1.14

21.1.15

2]']-]6

One day CL should be d
However, late attenda
occasions in a month
convinced, that is due

ebited fo the CL account for each late attendance.
Nce up to half an hour but not more than 1hre'e
can be condoned by the competent authority, if
to unavoidable reasons.

All employees should wor
off-day on Sunday in liey
The working hours in the

k on a 06..days week basis with one wee!dy
thereof as may be noftified by the authority.
College shall be 42 hours/week.

quired to observe the scheduled hours of work
must be present gt the place of his/her duty,
s and/or unforeseen contingencies. No employee
duty without prior permission. No employee shall
with the previous permission of proper authority
even during leave or vacation. Whenever leaving the station, an employe
shall inform the Head of the Department to which he is attached or to the
Director/Principal if he/she is himself/herself the Head of a Department,

the address where he/she would be available during the period of the
absence from station.

An employee shall be re
during which he/she
except for valid reason
shall be absent from
leave station except

Every employee of the organization shall, notwithstanding his personal
views on any matter relating to the organization and program, carry out

program faithfully and perform the duties and responsibilities assigned
to him as an employee of the organization.

Every employee shall practice, promote and encourage collective functioning
in the interest of administrative efficiency and apply his/her personal
initiative to the efficient discharge of his duties.

When in the discharge of his duties, an employee is called upon to
decide a matter in which he or a relation of his is financially or otherwise
interested, every such employee shall, at the earliest opportunity, bring
this fact in writing to the notice of the authority to whom he is q sub-ordinate.

It is the duty of an employee to be loyal, faithful, careful, obedient and
reasonably competent to discharge the duties assigned to him/her.
Devotion to duty implies faithful service and no failure to discharge
duties properly, habitual failure i.e., acts of omission & commission
constituting negligence of duty. Negligence on several occasions js
called “habitual negligence”. Failure to discharge duties implies the
incompetence of the concerned employee to comply with the duty given
to him.

Every employee must exercise due prudence or care and caution about
the properties of the Ins'rlfyte and shall b? r@s\pons;kjio,jhjj{tlcles
and/or equipment under his charge. /N




2],].17

21.1.18

21.1.19

21.1.20

21.1.21

21.1.22

21.1.23

21.1.24

21.1.25

tuitions to any studen

. . Jored
i fs of the College. Any violation will be considere
as @ major discipling

ry violation and may invite strict disciplinary OFf'O_n'
Evgry fc:culfy member and Lab/Technical Assistant will have to give in
writing that he/she gives no tuition to any of his own college student.

Any member of the Faculty/staff shall have to take prior permission of
the

“Head of the Institution i.e. Director/Principal for undertaking any
such Assignments as a (i part-timey/visiting, (ii) Expert member, (i) Consultant,
(iv) members of committee, Governing bodies etc. during/beyond duty
hours. Any employee of the Institution shall have to inform the Head of
the Institution j.e. Direcfor/PrincipuI at the time of leaving the station,

even if on leave. He / She has to give the address and contact number
during the said period of leqve.

Employee must refrg;
colleagues or admini
major disciplinary vi

n from inciting students against other students,
stration.  Any violation will be considered as a
olation and may invite strict disciplinary action.

Employee must refrain from any kind of crificism of the college authority
or criticism of any decision of his/her superior officers, or of any current
or recent policy or action of the College/Institution. Any failure to abide
by this norm will be treated as an Act of insubordination and a major
disciplinary violation and will be acted upon with seriousness that it deserves.

Employee must refrain from spreading any kind of rumor/gossip on and
off the campus. Any violation will be considered as a major disciplinary
violation and may invite strict disciplinary action.

Employee should not have the habit of wasting or allowing wastage of
electrical energy, water resources and other resources.

Employees must refrain from lodging unsubstantiated allegations against
colleagues to higher authorities. Any violation wil! be con.sidered as a
maijor disciplinary violation and may invite strict disciplinary action. Any such
act, if caught, may attract severest punishment.

Employees must refrain from habitual absenteeism habitual late coming,
habitual early leaving and habitual skipping the assigned classes and all




21.1.27

21.1.28

21.1.29

21.1.30

21.1.31

21.1.32

21.1.33

21.1.331

will be considered as major disciplinary
ite stric disciplinary action and such other legal

measures as may be 1hought/deemed necessary by the College Authority/
Direcfor-Sociefy

.

Employee must not Promote any ideas, make statement or act which

harms the harmony and control inter personal relationship amongst the
members of diverse religions. Any violation will be considered as
Major disciplinary violation and may invite strict disciplinary action.
Faculty and staff members myst

ensure that any kind of malpractices have
not taken place in any form in t

he examination process/academic system.

No employee shall take active part in politics in the campus of the College
or exploit his/her official position for political ends or permit the issue of
College facilities for political purposes. In other cases where he/she
stands in election he/she must take leave of absence from the College.

Without written permission from the college authority, no employee shall
appear in any radio/T.V. broadcast/telecast or publish any document
anonymously or in his name or in the name of any other person or make
any communication to the press and make any public utterance.

No employee shall publish/post any false, defamatory, embarrassing,
insulting, slanderous, libelous or inciting comment, opinion, photo,
video, personal view against the interest, dignity of the institute or its
faculty, employee and students in any social media.

No employees should make any statement of fact or pass an opinion
which has the effect of an adverse criticism of any p0|lC.Y or action of the
College or which is capable of embarrassing the relohon.s‘be'tween the
College and the Central Government or/qny State Govermment or any

- -



stitution or orguanization or marmbers of

s the Name of 1he Collage o his/har pesition therein.

Petent authority of the, Collage:, give
quiry conducted by uny person,

has been accorded ynder section 21.1

; . 32 no employee
vVing suc e
gr fhg Ce:fev;dence shal criticize the policy or any acfion of the College
b, Covernmen Or any State Governmen
Authority,

tor any statutory

21.1.35

21.1.36

21.1.37

An employee who gets involved in

immediately inform the competent authority through the Heqd of the
Department to which he is attached, irrespective of the fact whether
he/she has been released on bail or not.

some criminal proceedings shqll

An employee who is detained in police custody whether on criminal
charge or otherwise for a period longer than 48 houn:s Sho“.not be
permitted to join his duties in the College unless he/sbe 's permitted by
the higher authority where his/her full casg of detention is_to be put up

DR




21.1.38

21.1.39

21.2

213

21 4

2141
2149
2143

for decision. The higher authority may suspendhim/her if the offence
committed by him/her for which the arrest was made is grave
offence consisting of moral| turpitude. And he/she will be allowed to
resume his duties only after the court’s acquittal order. The period
of absence will be decided by the higher authority on the basis of the
merit of the court's order. In case of acquittal, he/she will be allowed the
full salary for the period of absence.

circumstantially then the college authority will issue letter to the concerned
employee seeking full explanation. And he will not be allowed to join
duty without the approval of the higher authority.

No employee shall, except with o Previous sanction of the competent
authority, take reécourse to any court of law or to press for the vindication
of any official act which has been the subject matter of adverse criticism
or an attack of defamatory character. Provided nothing in this rule shall
be deemed to prohibit an employee from vindicating his private
character or any act done by him in his/her private capacity.

Whenever an employee wishes to put forth any claim, or seeks redress
of any wrong done to him/her, he/she must forward his/her case
through proper channel, and shall not forward such advance copies of
his/her application to any higher authority in advance, unless the lower
authority has rejected the claim or refused relief, or the disposal of the
matter is delayed by more than three months

Violation of any of these disciplinary rules as explained in the section
21.1 by Employee/Employees will be treated as misconduct and the
misconduct will be dealt in accordance with the Penal Rules.

No employee shall attempt to seek in a court of law a decision on grievances
arising out of his/her conditions of service without first exhausting the normal

official channels of redress.

Accdunfabilify and Discipline : In consideration of nature of offences as
mentioned above, the College authority may take the following disciplinary

actions against the offender:

Censure
Withholding of increments not affecting promotion

i used to the Colleqe
Recovery of the whole or part of any pecuniary loss e N

by negligence or breach of orders.




21.4.4

21.4.5

21.4.5.1
21.4.5.2
21.4.5.3
21.4.5.4

21.5

21.6
21.6.1

21.6.2

where may be
rity and such order if suspension shall

Removal or dismissql from service for offences like:

Conviction by a crimingl court.

Taking bribe o commission.

Warning/Admoniﬁon/Reprimond:

Warning/Admonition is not a punishment. It may be issued when Q superior
authority may find it necessary to criticize adversely any work done by
his/her sub-ordinate or calls for an explanation to bring the defects to
the notice of the employee or to give him/her a reasonable opportunity
to explain his/her omission or commission which is not otherwise serious
enough. A copy of such warning etc. may be maintained in the Personal
File of the employee concerned.

Such written waning, admonition or reprimand .sh.ould not be I'?(‘.Oldt)d
in the “History sheet” unless the authority is satisfied that there is good
and sufficient reason to do so. If in the opinion of 1he authority, despite
the warning etc. the concerned employee has not improved, a second
caution letter may be issued. There has to be appropriate mention of
this in the Annual appreciation report and this will consh‘ILjf‘e c:niw adverse
entry and has to be communicated to the emplgyee concerncd:

ogY & Alied Health
bla. Ulubsria, Howra,




21.6.3.1
21.6.3.2
21.6.3.3
21.6.3.4

21.6.3.5
21.6.3.6
21.6.3.7
21.6.3.8
21.7

21.7.1
21.7.1.1

21.7.1.2
21713
21.7.1.4

21715

0716

Minor Penalties:

Censure
Withholding Increment

Reversing to lower Rank

Major Penalties:

Reduction to g lower stage in the time scale of pay/Grade.
Compulsory retirement.

Removal from Service.

Dismissal from service.

Enquiry Mandatory: Departmental enquiry must be held to impose any of

the major penalties in respect to those charges where preliminary
explanations called for did not prove to be satisfactory.

Procedure — Minor Penalties:

The charged employee should be served with a charge-sheet together
with a statement of imputation of misconduct or misbehavior. He / She wil|

be given reasonable fime and opportunity to reply the charges and/or 1o
be heard in person.

Charge together with the statement of imputation will be issued by the
Director/Principal where the Institute/College is headed by a Director/Principal.

The enquiry must be held to consider charges refund by him/her. It myst be
conducted by the Disciplinary authority or any Enquiry Officer, appointed by it.

The charged employee should be served with a charge-sheet together with
a statement of imputation of misconduct or misbehavior. Reasonable time
and opportunity have to be given to him to reply to the charges and/or
to be heard in person.

Charge together with the statement of imputation will be issued by the
Director/Principal or where the Institute/College is headed by a
Director/Principal.

' fund by him/her. It must
i t be held to consider charges re . /et 1 mg
Z};is:g:égdrt;sfhe Disciplinary authority or any Enquiry O”ltelt, ﬂ)omled
. . d party representakon.
by it. The enquiry committee should have 3r R Y

el




21.7.1.7

21.8

21.9

22.
22.1

22.2

» such employec inay o

b) Whether the Penalty imposed is adequate or inadequate or severe.

Interpretation

MISCELLANEOUS
PERSONAL FILE:

Authority/ Society.

Appreciation of work may also be recorded in the personal file in the
following cases:

e. Issued by the Head of Department or the Director/Principal in respect
of any work.

f. lIssued by any authority or the ColIege/lnsfiiufion/Governing Body
expressing appreciation to any employee, in his name, through the
Director/Principal of the College.

9. Issued by any reputed individual, if it is confined to expressing
appreciation for services duly rendered after the normal duty schedule.

SERVICE BOOK:

Individual Service Book (manual or e-Book) to be maintained in dupllicole
for each faculty and regular staff memker in the Colle“g? by the office of
the Director/Principal.

——




22.3

22.4

22.5

22.6

22.7

228

ANNUAL CONFIDENTIAL REPORT (ACR):

Annual confidentiqgl report may be recorded by each HOD/Superyioor for
the staff under him in a form. The form will contain all points of appi .« iation
of the performance of the Staff during the last financial year and 1his is to
be prepared by the Director/Principcl and HODs. Annual Confidential
Report will be o confidential document to be maintained by the Registrar/
Administrative Officer of the college. Only adverse entries by the HODs/Supervisors

are to be communicated to the concerned staff for rectification within a
specific period of time.

INCOME TAX:

the College authority on written requests.

PROFESSIONAL TAX:

imposed by the Central Government, State Government or local government
agencies (like Municipality, Municipal Corporation, ZilaParishad etc.), the
same will be deducted from the salary of the employee as per law and may
be without any individual intimation to the employee.

A certificate of such tax deduction may be issued by the College authority
on written requests from the employee.

POWER TO AMEND THE SERVICE RULE:

The Board of Governors have absolute power to insert new service rules,
change the existing service rule and delete any provision of the service rule
either from the current date or from retrospective effect. However fill such

changes are made the existing rules will prevail.

CONDITION TO THE SERVICE OF ANY EMPLOYEE:

All the permanent employees of the organization have to follow this scrvice
rule and it is an integral part of the condifion of their service (yvhufher

e . . ! o —
xplicitly stated or not). / N ~Princlpal

titute of Pharmac
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22.10

22.11

22.12

22.13

decision of any employee of an institution. The Governing Body may

confirm, modify or change the decision taken by college authority against
the person who has made an appeal.

CONSTITUTION OF THE COMMITTEES:

Director/Principal are authorized
consisting of such members gs su
as it may deem fit.

and empowered to constitute g committee
ch it may deem fit and having such Power

FILLING OF CASUAL VACANCIES:

Any casual vacancy among the members or posts will be filled up by the
Authority/Society as it may be deemed fit.

MODE OF PROOF OF RECORDS AND ISSUANCE OF CERTIFICATE:

A copy of any receipt, application, notice, order, proceeding or resolution
of any authority or committee of the institution or other documents in
possession of the Institution or any entry in any register duly maintainsd Dy
the Institution, if certified by the Registrar/Administrative Officer or by
Director/Principal shall be received as prima facie evidence of such
receipt, application, notice, order, proceeding, resolution or document.
The existence of the entry in the register duly certified as mentioned above
will also be admitted as proof of the matter and any transaction thereon
duly recorded where there is an original proof, if produced, have fo Lo
admissible as evidence.

ACTS AND PROCEEDINGS NOT TO BE INVALIDATED BY VACANCIES:

No act or proceeding of the Governing Body or any authority of thelnstitution
Or any committee constituted under this rule shall be questioned ., ely
on the ground that there is a vacancy in or the existence of any vacancy
or defect in the constitution of the Board, or Committee tormed by the
AUthfify/Sociefy or by the Head of the Institution e, Qil'eclor/P[‘ix\Cipml.
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