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fhis Service Rules Manual provices information an a wide range of subjects related to employment with PES

hstitute of Advanced Management Studies
=

manual is cesigned to help PES Institute of Acvancea Management Studies employees to settle into the

B8} tute, and quickly familiarize themselves with the institution by telling something about our vision Missio

cackgroung, facilities anc zmeniues, employment policies, terms and conditions

code of conduct |
Weopment and training, health and safety and secunity and confidentiality etc. '

A

g
-

¥@ nope that the employees will read the policy in its entirety, the table of contents will help them to fi1.
RE -~y those subjects in which you are particularly interestec.

TN
iy,

B manual is deﬂgned to answer many of the Senc".i‘: GQuestions one may have about warking of the institutior

¥ e

i1 = terms of their contract are as contained in their letter of employment.

i\ 5N 3 productive and rewarding association with PES Institute of Advanced Management Studies
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PAYMENT OF SALARIES

All mployees will be patd their salanies on b
o L} s L o err i ’
op S Tru g day in accordance with the Appointment Cireders v

o ‘”“j/;u FES Inshitution:, ©
oy o Salaries will be ¢
- . ) soredited into SB A 5 ’
wer month at State Bank of | _ ) 5 SB Accounts of ernployee o
o = Yur Holiday the riest work :‘d":’ PES Bfan(h. NH 206, Sagar Road Shivamogg“a 'Jf”l L jn ;O:'b'e:orle: 1
3 7 ’ I a4l A
#day ball be considiered), in case of delay during the una/aistie

aetgnces, prior intirmatian e
(e nsli 15 Bvern o the

d : th[)'{)!p‘.-

i

soment of dues 10 such employeer _

‘:‘:,.n'mom ol e pi)., ;]: i.‘ ] tﬂhr} have left the services of any PES Institution oue gither to thes
“m it o n! institute shall be made within 15 days of such action ! st oafter e
o oye g ‘ v b 9 . 4

i clearance  certificate/No Due Certificate  from the CORCETnes

def ment/offices/othcer of the PES

lgse PHigs
Jles there

/r

d deductions frorm the
vthe salariee made to employee will be in accordance with the Gavt 7
salary/pay

Aulh e
However, ; ; _
r, all the details will be made available to the employee 0 tre

ynder from time to tme
shp
Detals of leave taken and avanlable will Sloa be made avalable in the <alary/pay slip

WORK, HOLIDAYS AND OVERTIME |

SIS

E CLAUSE NO.: 1“' . HOURS OF

JURS OF WORK, HOLIDAYS AND OVERTIME:
¢ of the affihating

<hall be as per the provisions

| catiepunes of employees
d in the Notice Boards frorm

chall pe exhibite

sirnes o Bie
time 1o e Dy

The periods of hours of work for al
hodies of the cone orned institute and the same
the concerned principal

oY
iV

of shifts in case of secu

periods of hours of work, number
teerr

of the week with staggered weekly hotiday's 5v%

nt reserves the right 1o change
{ to the provisions of concernec affiliating body

ork on all the day®
r subjec

The manageme
department, shift timings, and W
etc., at its discretion for any reasun whatsoeve

norms and regulations.
of work onh 4

to work overtime on a working day

roquire any employee
uch overtime work of work o7 3 holiday will o

holiday Refusal to do s
r of the Management.

{ resarves the ripht to

and give substitute
pnce to a lawful orde

Managemen
weekly holiday

considered as disobed:
Lnk Holidays declared if any. should be compensated as decided by the competent authority
pin the Drs;)-nrtrrwnr/lnslilutc- needs 10 take permission from the competent autnorty

Any employee workin
in wiriting for working beyond working hours.

T AUSE NO- 3*’ T RREAVENRMS B

]

AVE:
sions of Leave palicies framed

gyee in sccordance with the prowi

llowed to an empl

e pringtpal
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ny leav ployee shall depend upon the exigencies of work in the institute and § | be at the
b

of the prinaipal, CCA and Management

on
1B
[«
-
%

vho desires to obt legyve
' obtain leave or absence shall apply in advance to the Principal 1IN w

ee
\ ¢ vy
or 1o any other 5
m Y person appointed by the Trust for this purpose who, if he thinks fit m

resé! ned for

ym/her e3ve. such apphication for leave should be made three days before the date trom which the leave 15 10

ymmenee: except in urgent of unforeseen circumstances when it is not possible to do so. Principal or any othet
«e of urgent nature

. empowered by Trust in this behalt shall issue orders on such application and in ¢a

it
if the leave 15 refuse )
y Jsed or postponed, the reasons therefore, will be recorded in the app!

agiatel
amediate jcation itselt
Il apply to the principal in witing

\ployee who has proceeded on leave desires a extension thereof, he sha
f leave O

the €1’
r refusing the extension O

 to the person authonized, who shall send a written reply either granting 0

e employee.

ed or subsequentlv oxtended, he

‘he employee remains absent beyond the period of leave originally grant
ans within 8 day"

unicate the reas
he Principal or any (8]

case

wall lose his hen on s appointment unless he returns of does not comm
ther person

corking) of the expiry of the leave and explains to the satisfaction of t

shorized by management his inability to return before the expiry of the leave.

U7 CLAUSENO:9 " LEAVE RULES FOR TEACHING STAFF ‘_:\

addition to the points stated in Clause No 8, the procedure for leave for teaching <taff as given below shal

L treated as part and parcel of these standing arders
EXPLANATION/ DEFINITION

1. Leave
_eave Is permission 10 stay away fromw

ork, Leave 15 categorized under various heads.

2. Rightto Leave

Leave cannot be claimed as 3 right, and when the exigencies sO demand, leave of any description may be

refused or revoked by the competent authority.

KINDS OF LEAVE

e following categories of leave are permissible:

Casual Leave (CL)(Janto Dec)
Special Casual Leave (SCL)
On Official Duty (00D)
Restricted Holiday (RH)
Earned Leave (EL)

Vacation Leave (VL)
Extra Ordinary Leave (EOL) only in case of bereavement of children, spouse or parents of the employe®

- Max 4 days)

Princ/ o

1o

NH 206, Sapa’ Road
SHNAMOGGA~SI7 2084ge 14 of 40




I lit

i el M J
' I Mangement Studves Shavareongi 4

’.—-______-...,_..._.___,, - —
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i ~ PAYMENT OF SALARIES

o, will be pond thier o
o |0Y'~"- Wi 1er -'l'd”l’“, on a
y e N'”hhﬂ iy in accordance with the Appointmerit (jraders %

and/or PES Tnistiy .o
Trust and/o yinstitulions Salaries will e creaite ‘ "
redited into SB Accounts of emplogee onar belore 1

motllh at State Bank of Ind p
of every 14, PES Branch NH i il e t
1y 01 Holiday the neet warking o Vshall e ' A0S, S Reinds Shivamogga '/t ! ippens to bl

Alle

['|||

considered). In case of delay during the una/a 4ol

stances, prorintimation is given to the errployee:
. 4

it

s Jues o such ¢ Voot :
payment of ¢ : 'Jr 't] employees who have left the services of any PES Institution due either 1o the
(esignations or termination by the institute shall be made within 15 days of such sction Lut after e

e a% | g
pmployer ha obtaimed 4 cleargnee certificate/No  Due  Certificate  from  the copcers: i
s gtment/offices/otficers of the pre

1T

Auttonized deductions from the valarie: made 1o employee will be in accordance with the Gawvt rules
unger from ime Lo ime. However, all the details will be made available to the employee i the salary/iay

shp

Details of leave taken and available will 4150 be made availlable in the salary/pay shp

i. CLAUSENO.: 7 HOURS OF WORK, HOLIDAYS AND OVERTIME |

e

JURS OF WORK, HOLIDAYS AND OVERTIME:

The [J(.'”Odft U' hUUf', f)i work f{)[ all cat ‘Paries of nm""‘v’""» shall be as per the provisions iof the alfikating

'rr_,-l time to Hhae Oy

nodies of the concerned institute and the same thall be exhibited in the Notice Boards

the concerned Principal

The management reserves the right to change periods of hours of work, number of shifts in case of se
department, shift timings, snd work on all the days of the week with staggered weekly hotiday's syster
etc. at its discretion for any reason whatsoevier subject to the provisions of concerned affiiating booy

norrms and regulations,

Marapement reseryes the right to require any employee to work overtime on a working day or work orn
weekly hollday and give substitute holiday Refusal to do such overtime work or work an a holiday sl b

considered as disobedience to a lawful order of the Management

Link Holidays declared if any, should be compensated as decided by the competent authart,

Any employee working in the Departrnent/Institute needs to take permission from the competent autnonty

i writing for working beyond working hours

T causenoig | TLEAVENORMS |

e —— i =

AVE:

ave with Salary will be Jllowed to an employeen accordance with the provisions of Leave palicies framed

ere under from time to time

Gl S Prihgipal
PES Institute of Advanccd Management Studies
Page 13 o1 40
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(ASUAL LEAVE (CL)

—

nay be granted toa permaneny L‘Inpluw-p,
10T

whether he/ she enjoys annual vacations or not, for Fi
ach calendar year

(5} days 0 ¢

y A probationary ermployee may be grante Mmaximum ol twelve CLs in a YRR ST L Ry
redited with one CL every month

1 No employee shall avail of more than 3 days of CL at atime.

g Casual leave of halt-a-day effective up 1o or from 115

PM on any working day may be granted Half-a-day
Casual leave may be granted either for fore

noon/Afternoon session.

3 Casual Leave cannot be combined with any other leave or vacation. But can be Combined with holiday/s

‘CL on Saturday is considered as full day.
Special Casual Leave (SCL)

Special Casual Leave, not counting towards ordinary Casual Leave may be granted to an employee an being

() Summoned to serve as a Juror or Assessor orto give evidence before a court of law as a witness in

cvibor a criminal case in which his pPrivate interests are not at issue.

(i) Deputed to attend a reference library outside the institut

e or conferences and scientific gatherings
of learned and professional societies

In the interest of the Institute, assignments like valuation
conduction of practical examination, mvigilation work ete.

The perniod of such leave adimissible in g year shall ordinarily not exceed thirty days but should, however, be

sufficient to cover the period of absence necessary.

ON OFFICIAL DUTY (0O0D)

1 00D may be granted to an employee for activities
stitutions & Univeruities,
'mpetent authority

such as delivering Lectures, being on de

putation to other |
particapating in delegations/ committees and such other,

d5 dpproved by thy

2 The duration of leave shall be at the discre

tion of the Competent Authority as may be cons
1 each occasion

dered necessary

3 LoD may be combined with dany other Lypu of |L'-IVI.' at the dl'_i(l(_‘tlon Qf the Compe[un( AUIhOfIIY i

Prineipal
PES Institute of Advanced Management Stud
NH-306,$agac Raad
SHIVAMOGGA-577 204
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. from list as announced by GO
¢ GOK from time to time. Maximum of only two RH ar¢

s tO1 3 ihe permanent em lovaee
.- yod b ployzes of PES Institutions. One RH may be obtained between
podd SEET Il be obtained only cunng 1" July to 31" December.

ed inave SRS TEE e avaled without prior sanction of the Competent Authority.

s permanent Dul confirme ; )

the P d teaching faculty members shall be entitled to earned leave of six days in 2
_ondar year rowever, HO \ .

. yendar year Rov e HODs are entitled to 10 days of ELin a calendar Year.

- wave account of permanes t cont . :
g leave 3 permanent but confirmed teaching faculty members shall be credited with earned

. 3¢© I 3OVANCE n two instal ste o 1
2 39E 3 vo installments of Three days each on the 1" January and 1" July of every year

- logve account of permanent HO i ] ‘ .
ed e atl q-e anem HCD Sha be C[edlted \‘“th Earned |€ave in adVBnCE in two msta“meﬂla Ut
~4 2 vy thy 1 ian 3 Rt T

€0 !S gn the anuary ana 1 i-l-i\.»f e“ew‘f’eaf.

4 Eamed leave (Annot bE carried forwarded

yacation (VL)

onfirmed teaching staff The

_ ion is 3 planned period of permitted absence from work for permanent but ¢
cation shall normally be for

-------

-anng stO D2 based on administrative, ac sdemic and other considerations. The va
; davs after completion of the odd snd even semester. Availing vacation is subject to approval of concerned

A~ 3nd the Principal. However, 3ll the teaching staff of the Department shall not take vacation at once and the

NG staff shall discuss with their concerned HODs for availing the vacation. The vacaton for probationary /

moorary employees <nall be 6 daysina semeaster

members shall report pack to the duty oné week prior to the commencement of the ensuing

tne faculty
smester
/.
' LEAVE RU LES FOR NON-TEACHING STAFF &

CLAUSENO.:10 |

ZAVE RULES OF NON-TEACHING STAFF MEMBERS

. agdition to the points stated in Clause No.3, the procedure for leave for non-teaching staff as given below

-2l be treated as part and parcel of these standing orders.

lorking Hours:
\onday to Friday: 9 00 am 10 5-:00 pm

snch Break: 45 minutes (usually petween 130 pm 10 2:15 pm)

aturday: 900 am to - o pm

yoes of leave:

rs at PES Institutions) Lab Instructor and Office staff

Non - TMARU completion of 2 Yea
1 Casual Leave (CL) - 15 mlin to Dec) B
2 Eamed Leave (EL) - 10D3Y5 B /7
‘ﬁm;_ipul
PES Institute of Advanced management Studﬁﬂ
NH 206, 5383 poad Page 16 0140
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PES Instihate of Ad c
anced -\fﬂrlﬂl_.ﬁmt"u Snuches. Shaa .

m- Days (1 X 2 Semester )
'z/ ‘_ - Leave Not Applicable S S, -
] "'i"';.é.f‘u“'"'o D& 5"1C51|Casud L'-)-LISE[';- O LR e
e wit tnoul Pay™ 'P'.“_s.—n 7 o ——— e
b "7 opginary Leave EOL) ( anly in case cf bereavement of children, spouse of paten!;«:" the @

) .msdsvs

— Non - Teaching Staff (Probation Period )
Lab Instructor and Office staff
ol e (€01 12 Davsian to Dec) A

2! ned Lea»e EL \J! npph able

i t,e, cted Hmda» - Not Appl ~ﬂb‘g;_ _“"— e :,__ s ) |
4 3313n$._w__\_§'w0!ﬂ plcaol_k__ SR __*-—ﬂ__r__-_ﬂ ey
on Official Duty (00D) & Special Casual Leave (SCL) P |
.'5 gave without Pa. ment ‘L\\ p,_____ ) - | |
7 fxira “Ordinary Leave (EOL) ( only in case of bereavement of children, spouse Of parents of the employee

- Max 4 days)

—

_Casual Leave (CL):

————————————————

- oy - e *ab oo
| CL may be granted to employee, whether he/she enjoys annual vacation Of not as indicated @ the tab'e
¢t to submission of leave application through proper channel
| Under emergency circumstances the employee may be granted Casual Leave according to his ehgibiity. Ui
resuming duty the employee would be required to submit leave application and recora such penda
absence.

o ———————

CL cannot be carried over for the nextyear

CL on Saturday is considerec as full day

forenoon session (S 15 am to 1 15 pm) or for the afternoe SR 850N

Half day CL is permitled either for the
(2:00 pm to 5:00 pm)

——

. Earned Leave (EL):

) €L would be applicable to all support staff of PES except for support staff who is undergoing

training/probation

) ELwill be granted only during the period when there isnO regular teaching work, examination and or such

other responsibilities.

) Prior approval in writing of the

concerned competent authonties through HOD/Section Head s mandat

seds eligible leaves ©

f 10 days, then LOP s made for the eweened

requirement But if the emp

leaves & cannot be set off against any ©

loyee exc

SO

yner king of leave y )

o~

Pri rlua_l___

PES Institute of Advancd Mw Stucies
N4 206, Sagar Road Page 17 ¢
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m.nl'l a minimum of 03 days

aplay

Shivamogga  Serut

ELand ma
7" gundays appeating in-between ximum of 05 days EL at a stretch includin
Iy

mployee * ehgible 10 apply any time (
! \ ‘. nd there shall be ¢
)¢

sukb :
T BT T Ibject to satisfaction of the competent authority as per 2
months difference between any two ELs in any calendar year

|,y resignation of the employee, if he/she @

I leaves

« DI
Pt

xceeded the leave eligibility, LOP will be made for the non-

[ has 10 be applied in writing I.e. Leave application form, at least 1 week in advance prior to the date of

mencement of such leave

) e aL‘D|IF3[t0!1 N writing needs to be approved by the competent authority and to be sent through
Lop/section Head concerned before forwarding to the HR Department

. ewould b i
Every omplo{ye - :,-\ j*:‘f::hgnble for 10 days of Earned leave for every calendar year on prorate (it indicates
proportionate crediting ot leaves from the date of joining for the balance period of the calendar year) basis

£L cannot be carried forwarded

| £Lcannot be offsct against the notice period required to be given as part of the terms of employment while
(he employee discontinues his services from the Trust.

Restricted Holiday (RH):

kH can be availed from list as announced by GOK from time to time. Maximum of only two RH are permitted
i a calendar year for all the permanent employees of PES Institutions. One RH may be obtained between 1"
1an to 30™ June and second RH shall be obtained only during 1" July to 31*" December.

Vacation Leave:

vacation Leave for all the support staff at PES Group of Institutions i1s Not Applicable.

. On Official Duty (OOD) & Special Casual Leave (SCL):

) 00D & SCL, not counting towards Casual Leave may be granted to an employee on Requests of the
employees and/or Orders of the competent authority.

) The duration of both OOD & SCL shall be at the discretion of the competent authority.

| Only 0OD may be combined with any other type of leave at the discretion of the competent authority.

) The period of such leave admissible in a year shall ordinarily not exceed 10 days.

0. Leave Without Pay (LWP):

Principal '
¢ od Management Studes

NH 206, Sagar Road
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."A‘fli"lfl'ci ‘,' il ent itles .b wum i
L AP LA T gerrmen <h‘.“ ’l > "lu
" W gl
"‘f'\.'i[‘u .

. “""""r"“"(alll .
. arf AP e Sar t
§ ¥t L IOnen Dnl
oy 1t w <
s/her duties ¥ when employee is medically un fit and Jit

. cases, the employee

shall prody
Leam
4 medical certificate stating the valid reasons for such fg;q

Mg ,:r*“ P*
reumstances, the benefit undor thye ooy
. 3

‘ clause is limi
. holiday nUays 3ppeanng in between i ted to 1 week or six days on a continuous basis

s B ‘.er‘d sanclic ned ]E.]'\'e period or
e or being absent when leave 1s not sanctioned will be treated as Loss of

memo for whi -
i auision o suchta . ch the employees shall give explanation in writing through the
gper (hanne e - 5€5 will be taken from the competent authority

ns
-

-[I.ON and will attract issuing of

f imely submission of a rm

e onus 0 e |;a\ il !| Pproved leave application forms to the HR department lies completely on the
<an a3\ ail e d whniie roce ) )

erson & d ®sing the payroll no prior intimation will be sent to the defaulting

. 4uals However, information r .
gvicudls ®Barding number of paid days will be mentioned in the pay slip of the month

_ CLAUSENO.: 11 MATERNITY AND PATERNITY LEAVE

JATERNITY LEAVE

| Maternity leave (ML) is allowable only to permanent staff members (After completion of probation) An
employee may be granted maternity leave for 180 days. Application for leave should be supported by 3
medical certificate from a Registered Medical Practitioner

) additional days of maternity leave extendable on mutual consent
ML cannot be combined with any other leave

) ML shall not be admissible to employees who have two or more living children.

ATERNITY LEAVE FOR BOTH TEACHING AND NON-TEACHING STAFF:

, arder to qualify for paternity leave and pay, staff must satisfy the following conditions:

The employee must have at least 2 years of continuous employment at PES.

The employee must be expecting to have responsibility for the upbringing of the child, and be the child's

father,

ntitlement
ncluding Sundays 4nd holidays appearing in-between in a single block, as long as it s

taff can take 6 days off
al date of childbirth. staff cannot begin paternity leave until the actual day of

axen within 30 days of the actu
hlicbirth

{otification
1a# must notify their Principal through proper
east four weeks before the baby is due. They w

channel in writing of their intention to begin paternity leave at
il need to provide them with the following information

* How much leave they intend to take (either 3 or 6 days)
ginning the leave e.g on day of the birth, 2 weeks after the birth etc

*  When they plan on be

Principal
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/""—-ft T t ’r1 I‘1 t 1

—~ +he baby ! ust cantirimthe actual date of birth 3

e o 4% s00n as sible (by pro
“ ‘R the ongm burtt rtiticate) pos (by p

il S SNABRTRT FOLRT M stermty leave change, for any reason, the HOD/Section Head should
v ifed (W herever possible), at least 12 days in advance.

_arnives earher than expected, provide
e - gntltlcd to paternity leave.

d that 2 years continuous service has been completed, staff

¥ ag o ATTENDANCE SYSTEM

cmuss NO.: 12 _'_L B e —]

NDANCE SYSTEM AND LATE COMING AND EARLY GOING:

¢ mployee shall record his daily attendance in the manner prescribed by the management from time to

me

card All the employees to wear Identity Cards while on duty.

o Employee shall leave the premises/institute during the warking hours without prior written permission from
w“n;(-rned section head or such other officer who is duly authorized.

Jer; Employee shall be at his place of work at the time fixed for the start and end of work

wplo,ce coming later than 30 minutes is liable for LOP unless permitted by competent authority The

1snagement shall be entitled to deduct salary only for the period of late attendance or absence without
srmission

R o B RePORTNGIIL |

|l employees also are informed to note the following with reference to attendance system and reporting at
r \If-n' ﬁl:)

ompu|sorv Stay I\.Lmday 10 Fr:day 09: 15 AM to 01:15 PM
Hours In  the

02:00 PM to 05:00 PM
Department/

Institution Saturday : 09:15 AM to 01:15 PM

Bio- Metric System " Thumb frﬁﬁréssfc;n is compulsory both in the morning before 9:15 AM and at the
evening after 05:00 PM

Lunch Break 0115 PM to 2:00 PM (45 Minutes to be defined by the respective HODs/Principals
/section heads /in charge etc. However, time of lunch may be staggered between

45 Mi
[ ) 12:45PM to 1:30 PM 1:30 PM to 2:15 PM etc. so that the offices are not deserted

Late coming Ld‘t. commg us ailowud to an extent of 30 minutes only twice in a rr-wor;th with the
permission of their respective HOD and Principal / Section heads / in-charge etc f late

| coming is repeated for the 3 time in a month , then it is treated as % day CL
!

Early going Early going 1s allowed to an extent of 30 minutes only twice in a m e employee
x s - Pr :
PES Institute of Advanced Manammenf Stum
NH 206, Sagar R .4 e
T
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o T ) 1‘”5’”1”!‘ f 1
{ & ril'(‘l ce f h
dncec ’l’"lﬂ or IS
q nen fH(Ie S
les, | h“. /
1 'an

——
Tment will arrange for the entry of
sei all leaves, possible in

" + avail
¢ per the avai able data. The re th
‘ gt as b e BIO'IT\EUIC SYSIE‘m and re

" s be entrusted with the dedycy
il also D € on of |
eriod Of 60 minutes per month of

logga

eave of an empl

to
Calculate deductible amount |

. L0Ds/Section Heads (or next-in-charge) shall verify this r
Sidingly The corrected Report with pending Leave app| €port and corrections/comments may be made
pplicat

 elore 26" of the same month. If 26" aDp8ns 1o be 3 hol 4 '0ns may be given back to HR Department on
s PUrPOSE compulsorily. oliday, the next working day can be earmarked for

_a Department will give Summary and Deta;
.0 26" of every month (if i ctailed Muster R
betor® ! (it it falls on working day) aft

Healds

CLAUSE NO.:
A 15 | CRITERIAFOR EMPLOYMENT & PROMOTION

RITERIA FOR EMPLOYMENT / PROMOTION OF TEACHING STAFF AT PES

0”-(WIth timings) for the salary processing on or
€r incorporating the corrections of HODs/Section

3

PES Appointments - As per University/ Govt. Normes.

- h : - ,
in sddition to the above for promotion in deciding merit factor, the employee's academic merits, seniorit
eficiency, effectiveness, performance, emotional i ibuti ‘e recard
; 1onal quotient, contributions, attendance, past service records
shall also be taken in to consideration | )
Employee's promquon at PES, to a higher grade / skill /post is the executive right and function of the
Management. While promoting an employee, his academic merits, performance over the years and seniority
wil be considered as main criteria. In deciding merit factor, the employee’s qualification, efficiency
| ‘ [ . i1C
offectiveness, performance, contributions, attendance, past service records shall be taken in to

consideration.

| CLAUSENO.: 16 SALARY ADVANCE POLICY |

urpose This policy provides guidelines and direction regarding the
Payment of salary advances.

Human Resources and Accounts Sections of PES Trust
Chief Coordinator, Administration,

Ifiice of Accountability
oministrative Responsibility
Trustee, PES Trust

anctioning Authority
This policy applies to all current permanent PES employees after

ligibility
Completion of 3 years of continuous service. Temporary
employees are not covered.
£epe : Salary advances will be considered only for:
(a) Medical emergencies of Own & Dependent family members
(b) To meet Own Marriage Expenses Wf’
R [‘rim-p.tl ‘
_iciD_U_RE FOR SALARY ADVANCE pec Ingritute of Advanced Management Studies
. Nr 2Ju, 2a3ar hoad
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PES Institute
of Advanceel Afnn,"‘,."“‘“' Stud
I Cuees, Shivamogga e
R
g
q for the salary advance o«
-lnl "ul" bc
( o Head and Principal) through a Proper channel (for e g througth Yan ornes
. P ougn canc 34

el

Jovee, after BEtling remarks written on the applicati
npe an

b " v shall & !
e cipdh employee shall submit the application to Chief Coordin

_bv the concerned HOD/Section Head and
ator Adm'nl'a!lallon [Crl\j PES Trust

eement 00 RON Judiciary stamp paper to be signed by tt
e

'\F_ Jamp paper and submit the same at HR se employee (Employee shall buy s 50/ non

iy
‘ ction fc
, terms an the stamp paper. Onigimal will be ke“m p:ntmg of the agreement HF Section shall print
' L with the Trust and
photo copy will be given to

ll'“'.'

STl
t.rnph."r"-t )

han one advance will be
Not more t granted to any one empl
: oyee in y A ]
3 4o of 3 years from one advance to another advance 4 a given calendar year /And there will be
i f salary advan ) |
The amount OF 5 Y ance shall not cxceed an equivalent amount of 2 months’ Gross salary due to the

employee at the tine ol salary advance

3 (13 ” ' 2 N t L
Repayment wi be made in 10 interest-free Equated Monthly Instaliments (EMIs) from following montr
regularly processed payroll.

nt will 55 .
Agvance amount will be 1ssued in the form of a separate crossed cheque only writter in favor of the

employee.

In the event employee’s resignation from Institution or Institution terminating employee service prior 10 4

repayment of the entire salary advances, the unpaid balance will be recovered in one instaliment from the
salary If salary is not sufficient, then the employee is expected to pay the dues within 7 days from the date of
numation of termination from either side.

PES Trust reserves its right to change and/or withdraw this policy any time without prior notice. However
changes made will be brought to the notice of allemployees

UsENO 17| SALARVINCREMENTS 5

matic and it shall be earned by employee, which is based on his work, performance
attendance and conduct. No increment will be withheld without giving the employee a reasonable
opportunity to represent against such action. The management reserves the right to give double increment ir

the same scale of pay to any employee for exceptional performance in a year

Increments are not auto

duct

»'s increment, if, 10 its opimion s work, cond

right to withhold an employee
ons of the law

Management reserves the
ot satisfactory subject to provisi

attendance, discipline, service 15N

e in respect of the employee concerned on the bass

Annual increment will be considered only when it falls du

of their date of appointment. W

o AdANCE
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