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Dr. Ambedkar Institute of Technology for Handicapped, U.P. Kanpur, 208 024

Service Rules

PART -1 : General

1.

Short Title, Application and Commencement -

(D

These regulations may be called the “Service Rules for employees of Dr. Ambedkar

Institute of Technology for Handicapped, U.P. Kanpur — 208 024.

)

They shall apply to all employees of Dr. Ambedkar Institute of Technology for

Handicapped, U.P., Kanpur — 208 024.

(©)) They shall come into force at once after approva accorded by U.P. Govt. on the
proposal sent by the Board of Governors of the Institute.
Definitions

In these rules, unless there is any thing repugnant in subject or context :

@

(b)

(©)

(d)

(€)

(f)
(9)

‘Society’ means the ‘Society of Dr. Ambedkar Institute of Technology for
Handicapped, Uttar Pradesh, Kanpur ;

‘Board’” means the ‘Board of Governors of the society of Dr. Ambedkar Institute of
Technology for Handicapped, Uttar Pradesh, Kanpur ;

‘Institute’ means ‘Dr. Ambedkar Institute of Technology for Handicapped,
Kanpur’

‘Chairman’ means the chairman of the Society of Dr. Ambedkar Institute of
Technology for Handicapped, Uttar Pradesh, and the board;

‘Vice-Chairman’ means the vice-chairman of the Society of Dr. Ambedkar Institute
of Technology for Handicapped, Uttar Pradesh, and the board;

‘Director’ means the Director of the Institute.

‘Appointing Authority’ in relation to the post of Director means the Chairman of
the Board of Governors; in relation to the posts of Head of the Department,



Counsellor, Lecturers, and Deputy Registrar, the Vice Chairman of the Board of
Governors; and in relation to all other posts, the Director of the Institute.

(h) ‘backward classes’ means the backward classes of citizens specified in schedule | of
the Uttar Pradesh Public Service (Reservation for Scheduled Castes, Scheduled
Tribes and other Backward classes) Act, 1994; as amended from time to time.

M) ‘Citizen of India’ means a person who is or is deemed to be a citizen of India Under
Part Il of the Constitution.

() ‘Constitution’ means the Constitution of India ;

(K) ‘Governor’ means the Governor of Uttar Pradesh ;

) ‘Government’ means the State Government of Uttar Pradesh.

(m)  “Substantive appointment’ means an appointment not being an adhoc appointment,
on a post in the cadre, made after selection in accordance with the regulations and,
if there are no regulations, in accordance with the procedure prescribed for the time
being by executive instruction issued by the Government ;

(n) “Year of recruitment’ means a period of twelve months commencing from the first

day of july of acalender year ;

Part Il — Cadre

3- Cadre-
(D) The strength of each category of posts of teaching and non-teaching
staff in an institution shall be such as may be determined by the Government from time to time.

Provided that :

(1) The Chairman may leave unfilled or the Governor may hold in abeyance
any vacant post, without thereby entitling any person to compensation;

(i)  The Governors may create such additional permanent or temporary posts as
be may consider proper.

Part lll — Recruitment

4, Source of recruitment — Recruitment to the various categories of post in the Cadre shall be
made from the sources mentioned in Appendix A.




Reservation :- Reservation for the candidate belonging to the Scheduled Castes, Scheduled
Tribes and other categories shall be in accordance with the enactment and orders of the
Government of Uttar Pradesh, in force at the time of recruitment.

Nationality :- A candidate for direct recruitment to a post in the cadre must be:
a) acitizen of India: or

b) Tibetan refugee who came over to India before the first January, 1962 with the intention of
permanently settling in India; or

aperson of Indiaorigin who has migrated from Pakistan, Burma, Sri Lanka or any of the East
African Countries or Kenya, Uganda and the united Republic of Tanzania (formerly

Tanganiyika and Zanzibar) with the intention of permanently setting in India.

Provided that a candidate belonging to category (b) or (c) o, above must be a person in
whose favour a certificate of eligibility has been issued by the Government :

Provided further that a candidate belonging to category (b), will also be required to obtain a
certificate of eligibility granted by the Deputy Inspector General of Police,
Intelligence Branch, Uttar Pradesh.

Provided also that if a candidate belongs to category (c) above, no certificate of eligibility
will be issued for a period of more than one year and the retention of such a
candidate in service beyond a period of one year shall be subject to his acquiring
India citizenship.

Note: A candidate in whose case a certificate of eigibility is necessary but the same has
neither been issued nor refused, may be admitted to an examination or interview
and he may also be provisionally appointed subject to the necessary certificate
being obtained by him or issued in his favour.

Academic Qualification : A candidate for direct recruitment to the various categories of
posts in the cadre must possess the qualification as specified in Appendix B.

Preferential Qualification : A candidate who has -
() Served in the territorial army for minimum period of two years; or
(i)  Obtained a “B” certificate of national cadet corps ;

Shall, other things being equal, be given preference in the matter of direct
recruitment.



0. Age: A Candidate for direct recruitment must have attained the minimum age and must
not have attained the maximum age specified against the post in the Appendix.

B, on the first July of the Calender year in which vacancies for direct recruitment
are advertised.

Provided that the upper age limit in the case of candidates belonging to the
Scheduled Castes, Scheduled Tribes and such other categories as may be
notified by the Government from time to time shall be greater by such
numbers of years as may be specified.

10.  Character :- The character of a candidate for direct recruitment to a post in the cadre must
be such as to render him suitable in all respects for employment in the cadre. The
appointing authority shall satisfy itself on this point.

Note :- Persons dismissed by the Union Government or a State Government or a
Local authority or a Corporation or Body owned controlled or aid by the
Union Government or a State government shall be ineligible for
appointment to any post in the cadre. Person convicted of an offense
involving moral turpitude shall also beineligible.

11. Marital Status: A Male candidate who has more than one wife living or afemale candidate
who has married to a person having awife living shall not be eligible for appointment to a
post in the cadre :

Provided that the Government may, if satisfied that there exist specia grounds for doing so
exempt any person from the operation of this regulation.

12. Physical Fitness: - No person shall be appointed to a post in the cadre unless he be in good
mental and bodily health and free from any physical defect likely to interfere with the
efficient performance of his duties. Before a candidate is finally approved for appointment
he shall be required to produce a Medical certificate of fitness in accordance with rules
framed under fundamental rule 10, contained in Chapter 11l of the financial Hand Book,
Volumelll, Part — 11I;

Provided that a medical certificate of fitness shall not be required form a candidate
recruited by promotion.

PART |V — Procedurefor Recruitment

13. Determination : The board shall determine the number of vacancies to be filled during the
course of the year, as aso the number of vacancies to be reserved for candidates belonging
to Scheduled Castes, Scheduled Tribes and other categories under regulation 5.



14. Procedure for direct recruitment to posts of Director, Heads of the department and
Lecturers, Counsellor, Deputy Registrar :

14.1 Recruitment to the post of Director shall be made through the selection committee
constituted in accordance with the provisions of Rule 34 (a) of the Rules of Society.

14.2 Recruitment to the posts of Head of Department, Lecturers, Counsellor, Deputy
Registrar shall be made through the selection committee constituted in accordance with the
provisions of Rule 34 (b) of the Rules of Society.

14.3  Where the selection committee constituted under sub regulation (1) and (2) does not
include persons belonging to Scheduled Caste / Scheduled Tribes and backward classes, an
officer, holding group *A’ post, belonging to such caste / Tribes and class, not being
represented in the Selection Committee, shall be nominated by the appointing authority.

14.4 Applications for being considered for selection to the posts of Director, Heads of
the Department, Counsellor, Lecturers & Deputy Registrar shall be invited in the form
approved by the Chairman.

14.5 The appointing authority may form a screening committee, as it may consider
proper, which shall scrutinise the applications and recommend candidates to be called for
interview.

14.6  The selection committee shall prepare alist of candidates in the order of their
proficiency in the interview. The number of names may be larger by 50% of the vacancies,
subject to aminimum of one candidate for each cadre.

14.7 The selection committee shall forward the list prepared under regulation 14.6 above
with the records, pertaining to each candidate in the list, to the chairman for approval.

14.8 Wherethe select list is not approved by the chairman, a fresh recruitment shall be
made in accordance with these regulations.

149 Theselect list prepared and approved shall be forwarded to the appointing authority
who may direct the Director to issue Letters of appointment on behalf of the Society.



15.

16.

14.10 The select list shall remain valid upto a period of one year from the date of approval
of chairman.

Procedure for direct recruitment to posts other than the post of Director, Heads of the
Department, Lecturers Counsellor, and Deputy Registrar :

15.1 for the purpose of direct recruitment to posts other than the post of Director, Heads
of the Department, Lecturers, Counsellor, and Deputy Registrar, there shall be
constituted a Selection Committee in accordance with the provisions of Rule 34 (c) of
the Rules of Society.

Provided that if the selection committee so constituted, does not include a persons

belonging to scheduled Caste/ Scheduled tribes and backward classes, an officer, holding

group ‘B’ posts, and belonging to such selection committee, shall be nominated by the
appointing authority as a member of the selection committee.

15.2 Applications for being considered for selection shall be invited in the form
published in the advertisement issued by the appointing authority.

15.3 The appointing authority may form a screening committee, as he may consider
proper to scrutinise the applications and recommend candidates for skill test / examination to
access suitability for the purpose of calling candidates for interview in case of posts of
Foreman, Computer Programmer, Data Entry Operator and Driver.

15.4 The candidates falling to quality the skill test as per criterion decided by Selection
Committee, referred to in clause 15.3 above, shall not be eligible for being called for interview.

15,5 For the purpose of direct appointment to the posts of Storekeeper, Jr. Clerk,
Stenographer, Assistant Accountant and cashier, the selection shall be made through the
selection committee constituted under rule 34 (c) of the Rules of society, in accordance with
the procedure laid down in

“Procedure for Recruitment of Group ‘C’ posts Rules, 1998,” of U.P. Govt.

15.6 For the purpose of direct recruitment to the posts of Lab attendants, Hostel
attendant and other class IV (Group ‘D’) posts, the selection shall be made

through the Selection Committee constituted under Rule 34 (c) of the Rules of society, in

accordance with the procedure laid down in the “Group D Employees” Service Rules,

1985” of U.P. Govt. as amended from time to time.

Procedure for recruitment by promotion to the posts other than the post of Director, Heads
of the Department, Lecturers, Counsellor, Deputy Registrar, Foreman, Computer



@

(b)

Programmer, Data Entry Operator, Stenographer, Assistant Accountant, Cashier,
Storekeeper / Jr. Clerk & Driver.

16.1 Recruitment by promotion to posts other than the post of Director, Heads of the
Department, Lecturers, Counsellor, Deputy Registrar, Foreman, Computer Programmer, Data
Entry Operator, Stenographer, Assistant Accountant, Cashier, Storekeeper / Jr. Clerk & Driver,
shall be made on the basis of seniority, subject to the rejection of unfit through Selection
Committee constituted under Rule 34 (c) of the Rules of Society.

16.2 The appointing authority shall prepare an digibility test of the Candidates in
accordance with “The Uttar Pradesh promotion by selection (on posts outside the preview of
the Public Service Commission) Eligibility Rules, 1980 of U.P. Govt. as amended from time
to time and place the same before the Selection Committee along with their Character rolls and
such other records pertaining to them, as may be considered proper.

Provided that Where there are two or more feeding posts —

bearing different scales of pay, the candidates holding the post bearing
higher scale of pay shall be placed higher in the eligibility test.

bearing same scale of pay names of the candidates shall be arranged in the
eligibility list in order of the date of their substantive appointments on their
respective posts.

16.3 The Selection Committee shall consider the case of the candidates on the basis of
the records to in sub-regulation (2) and, if it considers necessary, it may interview
the candidates al so.

16.4 The Selection Committee shall prepare alist of selected candidates in order of
seniority and forward the same to the appointing authority.



17.

18.

19.

PART V

Appointment, Probation, Confirmation and Seniority

Appointment -

D

Subject to the provisions of sub-regulation (2), the appointing authority shall make
appointments by taking the names of candidates in the order in which they stand in
the lists prepared under regulations 14, 15 or 16 as the case may be.

2 If more than one order of appointment are issued in respect of any one selection, a
combined order shall also be issued mentioning the names of the persons in the
order of seniority as determined in the selection or as the case may be as it stood in
the cadre from which they are promoted.

Probation -

Q) A person substantively appointed to a post in the cadre shall be placed on probation

for aperiod of two years.

)

©)

(4)

(5)

The appointing authority may, for reasons to be recorded, extended the period of
probation in individual cases specifying the date up to which the extension is
granted:

Provided that save in exceptional circumstances the probation shall not be extended
beyond three years and in no circumstances beyond atotal period of four years.

If it appears to the appointing authority at any time during or at the end of the
period of probation or extended probation that a probationer has not made sufficient
use of his opportunities or has otherwise failed to give satisfaction, he may be
reverted to his substantive posts, if any, and if he does not hold a lien on any post,
his services may be dispensed with.

A probationer who is reverted or whose services are dispensed with under sub-
regulation (3) shall not be entitled to any compensation.

The appointing authority may allow continuous service rendered in an officiating or
temporary capacity in a post included in the cadre or any other equivaent or highest
post, to be taken into account for the purpose of computing the period of probation.

Confirmation -

1)

A probationer shall be confirmed in his appointment at the end of the period of

probation or the extended period of probation if
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21.

22.

23.

€) hiswork and conduct is reported to be satisfactory;
(b)  hisintegrity is certified; and
(c) theappointing authority is satisfied that he is otherwise fit for conformation;
Seniority — The seniority of persons substantively appointed in any category of posts shall
be determined in accordance with the Uttar Pradesh Government Servants Seniority Rules,
1961, as amended from time to time.
PART VI
Pay etc.
Scales of Pay -

D The scales of pay admissible to persons appointed to various categories of posts
shall be such as may be determined by the Government from time to time.

(2)  Thescalesof Pay at the time of the commencement of these regulations are as given
in the Appendix A.

Pay during Probation -

Notwithstanding any provisions in the Fundamental Rules to the contrary, a person on
probation, if he is not already in permanent service of the institution shall be alowed his
first increment in the time scale when he has completed one year of satisfactory service and
second increment after two years service when he has completed the probation period and
Is also confirmed;

Provided that, if the period of probation in extended on account of failure to give
satisfactory services, such extension shall not count for increment unless the appointing
authority directs otherwise.

Criterion for crossing Efficiency bar -

No person shall be allowed to cross efficiency bar unless his work and conduct is found to
be satisfactory and hisintegrity is certified.
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26.

27.

(4)

PART VII

Other Provisions

Relaxation in the conditions of service -

Where the Government on recommendation of the board is satisfied that the operation of
any regulation regulating the condition of service of persons appointed in any category of
posts in the Institute causes undue hardship in any particular case, it may not withstanding
any thing contained in the regulation applicable to the causes by or due, dispense with or
relax the requirements of that regulation to such extent and subject to such conditions as it
may considered necessary for dealing with the case in ajust and equitable manner.

Convassing :

No recommendation either written or oral, other than those required under the
regulation applicable to the post, will be taken into consideration. Any attempt on the part
of a candidate to enlist support directly or indirectly for his candidature will disqualify
him/her for appointment.

Savings:

Nothing in these regulations shall effect the reservations and other concessions required to
be provided for the candidates belonging to Scheduled Caste, Scheduled Tribes, and other
special categories of persons in accordance with the enactment and orders of the
Government of Uttar Pradesh, issued from time to time in this regard.

Leaves:

Q) In matters of leaves, the provisions contained in Chapter X of the Financia
Handbook, Voal. Il, Part li to IV, shal apply to the person who are governed by
these regulations.

(2 All leaves to the Director shall be sanctioned by the vice chairman of the Board of
Governors.

(©)) All leaves upto a maximum of 90 days in case of employees other than the Director,
shall be sanctioned by the Director. The leaves for a period extending 90 days shall
be sanctioned by the vice chairman of the Board of Governors.

The vocational staff will earn 30 days of proportional leave earned in lieu of42days of
detention period, or part thereof, during vacation in a calendar year.



28. Termination of Services:

Q) The services of a person appointed as a temporary measure or in a leave vacancy or
In a vacancy occurring for a part of the session, shall unless extended under these
regulations, terminate on the expiry of the period for which, or on ceasing to exist
the vacancy in which, he was appointed, whichever is earlier, and no prior noticein
this behalf shall be given to such persons.

2 The services of atemporary employee other than a probationer, or of a probationer
during the terms of his probation, may be terminated at any time by giving him one
month’s notice or one month’s pay in lieu thereof.

3 () The services of a permanent employee may be terminated by giving him
three month’s notice or three month’s pay in lieu thereof, on the ground of
abolition of the post which the employees is holding, the abolition of the
post may be due to one of the following reasons,

@ Abolition of a subject / course
(b) Retrenchment decided upon the reasons of financial stringency.
(© Abolition of section or class.

(i)  For the purpose of computing the amount of notice mentioned in this
clause and for determining the amount to be paid in lieu thereof, the period of
vacation shall be excluded.

29. Resignation : (1) An employee may resign by giving a notice or pay in lieu thereof to
which he would have been entitled in case of termination of his services by Board
of Governors.

Provided that :

(@ Vacation shall beincluded in the period of notice:

(b) An employee selected for appointment in Government service or in the
service of alocal body shall not be required to resign from his serviceto join
the new appointment if the application for such appointment had been made
through proper channel :

(© It shall be open to the Board of Governors to waive off its claim to the
notice.



30.

(d) No employee shall be allowed to resign if disciplinary proceedings are
pending against him unless specificaly permitted by the Board of
Governorsto do so.

Enquiry, Punishment and suspension & Appeal :

(1) The following punishment on employees of the institute other

than Director, may be imposed by the Appointing authority. In case of Director, it can be
imposed by the chairman.

2)

3

(4)

©)
(6)

(7)

(1) Dismissdl ;

(i) Removal or discharge;

(iii)  Diminution of emoluments;
(iv)  Reductionin Rank;

(V) Censure

(vi)  Withholding of increment;

It shall not be necessary to frame formal charge or charges against an employee of
an Institution where it is proposed to impose the penalty of censure, with holding of
increment and Diminution in emoluments but the formal proceeding embodying the
charge or charges the explanation of the employee concerned and the reasons for
punishment shall be recorded. An employee may be dismissed from service on
grounds such as gross insubordination, deliberate or serious neglect of duty, gross
misconduct or commission of an Act which constitution a criminal offence
dishonesty, corruption, misappropriation of funds, sex perversity or moral turpitude.

An Employee may be removed from service on the grounds mentioned in sub-
regulation (2) as aso on the grounds of inefficiency in administration on
institutional work unauthorized tuition or employment.

An employee may be reduced in rank or subject to diminution in emoluments on
grounds such as deficiency in a administration, unsatisfactory work or conduct, lack
of interest in co-curricular activities or discharge of examination duties or doubtful

integrity.
Reduction may be to alower post or time scale or to lower stage in atime scale.

An appeal against an order imposing any of the penalties specified in sub-regulation
(2) shall lie to the Board of Governors with in thirty days of the communication of
the order to the employee and Board of Governors decision thereon shall be final.

The Board of Governors shall consider -

@) Whether the facts on which the order was passed have been established :

(it) Whether the facts established afford sufficient ground for taking action ; and



(iii)  Whether the penalty is excessive, adequate or inadequate;

And after such consideration, the Board of Governors may pass such orders as appear to it just
and equitable having regard to all the circumstances of the case.

(8)

(9)

(10)

(11)

(12)

(13)

In deciding upon the punishment to be imposed mitigating factors, if any, and past
record of the employee concerned may be taken into account.

On receipt of a complaint or an adverse report of fact of a serious nature against an
employee, the appointing authority may appoint an enquiry officer with the
instructions to submit the Enquiry report as expeditiously as possible.

No order (other than an order based on facts which had led to his conviction in a
criminal court or by a court material) of dismissal, remover reduction in rank
(which includes reduction to lower post or time scale or to a lower stage in atime
scale) shall be passed on an employee of the institution unless he had been informed
in writing of the grounds on which it is proposed to take action and had been
afforded on adequate opportunity of defending himself.

The grounds on which it is proposed to take action shall be reduced in the form of a
definite charge or charges which shall be communicated to the employee charged
and which shall be so clear and precise as to give sufficient indication to the
charged employee of the fact and circumstances against him. He shall be required
to put in a written statement of his defense and to state whether he desired to be
heard in person. If he so desires, or the Enquiry officer so directs, an oral Enquiry
shall be held in respect of such of the alegation as are not admitted. At that
Enquiry such ora evidence will be heard as that Enquiry Officer considers
necessary.

The employee charged shall be entitled to cross examine the witnesses to give
evidence in person and to have such witnesses called as he may wish. The Enquiry
officer conducting the Enquiry may for sufficient reasons to be recorded in writing,
refuse to call witness. The proceedings shall contain a sufficient record of evidence
and statement of the findings and the grounds thereof. The Enquiry officer may
also separately from these proceedings, make his own recommendations regarding
the punishment to be imposed on the employee charged.

Sub-regulations (8) and (9) shall not apply where;

€)) employee concerned has absconded, or where it is, for any other reason to
be recorded in writing, impracticable to communicate with him.

(b) It is proposed to terminate services of a temporary employee or of a
probationer whether during or at the end of the period of probation. In such
cases sub-regulation(1) and (2) of regulation 28 shall be followed.



(14)

(15)

(16)

(17)

(18)

All or any of the provisions of sub-regulations (8) and (9) may, for sufficient
reasons to be recorded in writing, be waived off if there is difficulty in
observing exactly the requirements thereof and those requirements can in
the opinion of the inquiring officer, be waved without injustice to the
employee charged.

Soon after the report of the proceedings and recommendation from the Enquiry
officer are received, appointing authority shall, after furnishing a copy of the report
of the Enquiry officer to the concerned employee and after providing him adequate
opportunity of being heard, consider the report of the Enquiry officer together with
the recommendations, if any, made by him and take decision thereon. The
employee shall be alowed, if he so desires to appear before the appointing authority
In person to state his case and answer any question that may be put to him. The
appointing authority shall take a decision which shall be final.

Provided that the copy of the report of the Enquiry officer need not be furnished
under this sub-regulation. If no punishment of dismissal, removal or reduction in
rank is proposed.

If it isfelt at any stage that the matter can be more properly deal with by action to
terminate service with notice, this may be done by the appointing authority.

The appointing authority or the Board of Governors, as the case may be, by general
or specia order, may place Director or an employee of the institution under

suspension :

1) Where a disciplinary proceeding against him is contemplated or is pending;
or

i) Where, in the opinion of the said authority, he has engaged himself in
activities prejudicial to the interest of the security of the state ; or

iii) Where a case against him in respect of any crimina offences is under
Investigation inquiry or trial.

Nobody should be suspended unless :-

@ the charge against the employee are serious enough to mint his dismissal,
removal or reduction in rank; or

(b) his continuance in office is likely to hamper or preudice the conduct of
disciplinary proceedings against him.



(19)

(20)

(21)

(22)

(23)

(24)

1)

)

3

(4)

()
(6)

Where the Director or an employee is suspended by the appointing authority
or the Board of Governors, as the case may be, by general or specia order, it
shall be reported to the next higher authority within seven days from the
date of the order of suspension. The order of suspension shall contain the
following particulars and be accompanied by the following documents ;

The name of the person suspended along with particulars of the posts
including grades held, the date of his appointment till be date of suspension
including particulars to the nature of tenure held at the time of suspension
namely temporary permanent or officiating.

A certified copy of the report on the basis of which such person was last
confirmed or alowed to cross efficiency bar which ever islater :

Details of all the charges on the basis of which such person was suspended ;

Certified copies of the complaints reports and preliminary enquiry report, if
any, of the Enquiry officer on the basis of which such person was suspended

Certified copy of the order of suspension issued to such person;

In case such person was suspended previously also details of the charges on
which and the period for which he was suspended on previous occasions
accompanied by certified copies of the orders on the basis of which was
reinstated ;

The charge or charges should ordinarily be handed over to the employee
within fifteen days from the date of taking the decision to start formal
Enquiry against him.

The employee should ordinarily be required to submit his written statement of
defence within a period of three weeks and in no case should be a period of more
than a month, be allowed for the purpose.

The Enquiry including oral examination of the witness should ordinarily be
completed within afortnight of the submission of the written statement.

The report of the Enquiry officer who is not himself the punishing authority should
be submitted as expeditiously as possible and ordinarily within a fortnight of the
closing of the Enquiry

The punishing authority should take decision without undue delay to the delinquent
employee.
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(25)

(26)

(27)

(28)

The employee under suspension shall be paid subsistence allowance of amount as
may be prescribed by Government from time to time.

A suspended employee, if reinstated without punishment, shall be pad the
difference between his salary and subsistence allowance aready received by him.
However, if the suspended employee is reinstated with punishment, the said period
of suspension and pay and alowance to be paid to the employee for the period of
absence from duty shall be governed by Rule 54 of Financial Hand Book Vol |1 Part
I1to VI.

A suspended employee may, in the discretion of the punishing authority, be
punished with effect from the day of suspension or any later date.

Appeal : The appea regarding punishment proposed shall be heard by the next
higher authority enforcing punishment to the employee.

The employee may prefer an appeal against the order of punishment to the higher
authority within 30 days of the issue of such order.

The appellate authority may give him an opportunity of persona hearing and record
his or written statement to take final decision. The decision of appellate authority
shall befinal.

Acceptance of honorarium and fee:

1.

An employee may accept remuneration work in connection with examination
conducted by the Board or external bodies recognized by the Government or
Government of India or may engage in technical pursuits, with the permission of
the Director and in case of Director with the permission of Vice Chairman, if such
work does not interfere with his normal duties.

All matters in respect of honorarium and fees to an employee of an institution shall
be regulated by Rules 24 to 34 of the Subsidiary Rules published in the Financial
Hand Book Volume I, Part 2 to 4, as amended from time to time or as accepted by
the Board of Governors for any specific work.

M aintenance of records of Service:

1.

The procedure prescribed for maintenance of record of service in Rules 134 to 142
in the subsidiary Rules published in the Financial Hand Book Volume Il, Parts 2 to
4 as amended from time to time, shall mutates mutandis apply in respect of service
of an employee of the institute.



A character roll shall be maintained for an employee of an institution in such form
asis prescribed for the employee in such form as is prescribed for the employees by
the Board of Governors.

Annual remarks in respect of the work and conduct of various categories of
employees as given in Annexure C. Annual remarks in respect of the work and
conduct of the Director shall be recorded by the Vice Chairman and approved by
chairman.

Along with the annual remarks in respect of the work and conduct of an employee,
an integrity certificate in the following form shall also be recorded.

“Nothing has come to my knowledge which casts any reflection on the integrity of
Shric.. oo, his general reputation for honesty is good and I certify
his integrity.”

The certifying authority should pay most careful attention to granting or with
holding of the certificate referred to in sub-regulation (4) and treat it as a serious
and most important matter. Before withholding integrity of an employee every
complaint or alegation coming to the knowledge of the certifying authority should
be properly enquired into and if established or confirmed, the person concerned
should be confronted with it for explanation. If the person’s explanation is not
satisfactory and a reasonable doubt regarding his integrity is created, his integrity
may be withheld.

In case where an adverse remark is made in the character roll of a person in a
particular year, the entire remarks both adverse and favourable of the year shal be
communicated by the Director to him within thirty days of approval of such
remarks. Information about the withholding of the integrity certificate shal be
communicated likewise.

A representation against adverse remarks in the character roll may be made to the
Director within Six weeks of receipt of communication, who will send the
representation with remarks to the reporting authority and reporting authority to the
appointing authority to finalize the entry, whose decision thereon shall be final.

Service book and the character roll shall be maintained by and kept in custody of
the Director in the case of an employee other the Director and by the Chairman of
the BOG in the case of the Director.

An employee of an institution shall be allowed to examine his service book at any
time. If he so desires to satisfy that it is being properly maintained. He will sign
against each entry in his service book regarding annua increment, promotion,
transfer and any interruption such as leave, in his service shall be noted with full
details of its duration. All entries in the service book shall be attested by the



33.

35.

36.

Director in the case of an employee other than the Director and by the Chairman of
the BOG in the case of the Director. The Service book of the employee of the
institution shall be handed over to him on his retirement or termination of service
after making an entry to that effect in the service book.

Probation of tuition :

No employee shall engage themselvesin a private tuition.

Any Other matters:

Any other matters including matters relating to the age of superannuation. Provident Fund,
Pension, Gratuity and Group Insurance and Savings of an employee of an Institution not
specifically covered by these regulations shall be regulated in accordance with the
directions of the Government issued from time to time.

No employee shall involve himself in any political and trade union activity.

Conduct Rules as applicable to Government Servants shall mutis — mutandis apply to
employees of the institute.



APPENDIX “A”

S.No. | Nameof Post | Sources of | Procedure Scale of Pay
Recruitment
1.* Director Direct recruitment | By interview of Candidate 18,000—22,400(Unrevised)
through  Selection | screened by screening committee
Committee and accepted by Chairman
2.7 Head of -do- By interview of candidate | 12,000—18,300(Unrevised)
Department screened by screening committee
and accepted by Vice Chairman
3.* Lecturer -do- By interview of candidate | 15600—39,100 (GP-5,400)
screened by screening committee
and accepted by Vice Chairman
4. Counsellor -do- By interview of candidate | 15600—39,100 (GP-6,600)
screened by screening committee
and accepted by Vice Chairman
5. Deputy -do- By interview of candidate | 15600—39,100 (GP-5,400)
Registrar screened by screening committee
and accepted by Vice Chairman
6 Foreman -do- By interview of candidate | 9300—34,800 (GP-4,200)
screened by screening committee
and accepted by Director
7. Computer -do- By Written test followed by skill | 9300—34,800 (GP-4,200)
Programmer test and interview
8. Data-Entry- -do- By written test followed by skill | 5200—20,200 (GP-2,800)
Operator test and interview
9. Stenographer -do- By Procedure laid down under | 5200—20,200 (GP-2,800)
“procedure for recruitment of
Group C post 98
10. Cashier/Asstt. -do- By procedure laid down under | 5200—20,200 (GP-2,400)
Accountant “Procedure for Recruitment of
Group C post 98”
11 Sr. Clerk By promotion | By procedure laid down in | 5200—20,200 (GP-2,400)
through selection | accordance with the  Uttar
committee from | Pradesh promotion (on the post
amongst outside preview of Public Service
substantively Commission) eligibility Rules
appointed J.Clerks 1980
12 Store Keeper / | By direct recruitment | By Procedure laid down under | 5200—20,200 (GP-1,900)
J. Clerk through selection | procedure for “Recruitment of
committee Group C post 98”
13. Driver -do- By Skill test followed by | 5200—20,200 (GP-1,900)
interview
14. Lab Asst/ -do- As per the Group D employee | 5200—20,200 (GP-1,900)
Mali / Office service rule 1985
Attendant  /
Hostel

Attendant




APPENDIX “B”

Sl. No.

NAME OF POST WITH ESSENTIAL AND PREFERABLE QUALIFICATIONS

AGE
(Min-—
M ax)

Director
Essential Qual.

(1) Professor in relevant discipline with total experience of 15 (fifteen) years in the
field of Teaching / Industry / Research

AGE The maximum age for holding the post of Director/Principal be 65 years.
Unanimously age of holding the post of Director/Principal to Ph.D by a 3 member expert
committee duly appointed affiliating University.

1. It aClasg/division is not awarded at B.E. or M.E./Equivalent Degree a minimum of 60 %
marks in aggregate or equivalent CGPA shall considered equivalent to first class/division.

2. In the discipline of Computer Science Engineering /Technology, in lieu of the "First Class
degree at Bachelor's and or Master's degree in Computer Science Engineering /Technology
together with a First Class Bachelor's Degree in any area of Engineering Technology will be
acceptable.

M aximum
65

Head of Department

(a) First class Master’s Degree in the concerned branch of Engg / Tech / Tech Education : 5
years experience of Teaching / Industry / Research.

(b) Psychology : Ph.D. in Clinieral Psychology :
5 years experience in rehabilitation of Handicapped

28-45

Lecturer : Electronic Engg / Computer Engg. / Electrical Engg. / Arch. A’ship / Civil Engg.
Essential Qualification ; Asper AICTE/UP Govt norms.
Pref : Masters degree in respective discipline : 1 year industrial experience

21-40

4.(a)

Lecturer : Physics
Essential Qualification ; As per AICTE/UP Govt horms.

21-40

4 (b)

Lecturer : Maths/ English/ Commerce/ Art
Essential Qualification ; As per AICTE/UP Govt norms.

21-40

o

Counsdllor : First class Master’s degree with 5 year experience in relevant field

28 -45

o

Deputy Registrar : 1. First Class Master’s degree 2. 5 years experience

21-35

Foreman : Diploma in prostheties and Orthotles with experience in servicing &
mai ntenance of equipment.

21-35

Computer Programmer : Degree with at least one year diploma in Computer Application
registered by Govt. of India/ State Govt. or Diploma in any branch of engineering with at
least one year diplomain computer Application recognized by State / Central Govt or M.Sc.
Computer Science

21-35

Data Entry Operator : Degree with 3 months Computer Certificate course

18-35

10.

Stenographer :
0] Intermediate or Diplomain S.S. P and

(i) 2 year’s Experience in Govt / Private organization / Govt. Undertaking
(iii) Shorthand (Hindi) Speed — 80 W.P.M.
Preferential : English Typing and Shorthand : Desirable : Working knowledge on computers;

18-35

11

Cashier / Asst / Accountant
i) Intermediate Commerce or equivalent;
i) 2 year’s Experience in Govt / Private organization / govt. Undertaking
i) Typing (Hindi) 25 WPM

18-35




12. 18-35
Sr. Clerk
i) Intermediate, or equivalent
i) 2 year’s Experience as Jr. Clerk in Govt / Private.
iii) Typing (Hindi) 25 WPM
13 18-35
Store keeper / J. Clerk
i) Intermediate
i) Typing in Hindi — Speed 25 words/ min
14 18- 35
Driver :
i) Class VIl Pass
i) Valid Licence with three years experience of Light / Heavy Vehicles
Preferential : Knowledge of Automobiles maintenance :
15. a) Lab Asst / Office attendant / Hostel Attendant 18-35
i) Class V Pass (ii) should know cycelling
18-35

b) Mali Knowledge of gardening
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