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Prelude
!
written for the employees of PESIAMS. PESIAMS has taken all reasonable

The contents of this book are solely
fare to ensure that the contents of this Human Resource Manual do not violate any existing copyright or other
in any manner whatsoever.

ntellectual property rights of any person or organization
tion and websites. Subject to objections

'ESIAMS would like to acknowledge the author/s of that / those informa
d institution/s, we would most humbly

'l?d from any of the source/s, person/s, organization/s, websites, an
“‘gw"'inslv acknowledge the use of the material explicitly or even withdraw the same as the case may be.
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AUTHORISATION

Heads, HODs and Principal appointeq

fESIAMS shall 200Pt these STANDING ORDERS/ SERVICE RULES AND REGULATIONS/ ENGLIYER ML oc
Jescribed in this Manual. * |

m 01/08/2017

ate: 1/8/2017

Managing Trustee

FOREWORD

Service Rules Manual provides information on a wide range of subjects related to employment with PES
e of Advanced Management Studies

manual is designed to help PES Institute of Advanced Management Studies employees to settle into the
itute, and quickly familiarize themselves with the institution by telling something about our vision, mission,
background, facilities and amenities, employment policies, terms and conditions, code of conduct,
lopment and training, health and safety and security and confidentiality etc.

hope that the employees will read the policy in its entirety, the table of contents will help them to find
kly those subjects in which you are particularly interested.

manual is designed to answer many of the general questions one may have about working of the institution,
he terms of their contract are as contained in their letter of employment.

ish a productive and rewarding association with PES Institute of Advanced Management Studies.
g-‘f-v'}z al O

:1/8/2017 Mrs. ArunadeviS Y
Trustee & Joint Secretary
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is an educationa i . . ; n
dur 59”":9_'5 - T ' serwc.e_. We rely on the talents, qualification, experience and enthusiasm of all our
smployees in establishing a competitive advantage and building successful educational institutions.

\s a part of PES:j‘famll.y;‘_each one of us should strive to achieve the goals of PES Institute of Advanced
Aanagement Studies within the framework that has been provided. Thus, this Human Resource Manual is not

no
st a compilation of information on policies and processes but is a reminder of our responsibilities m ensunng
ffective implementation of the same.

he information in this manual may need to be amended from time to time. To make this easier it.is in simple
yrmat, and all amendments will be posted on our PES Institute of Advanced Management Studies WebPages.
mployees will be notified of any changes and we recommend updating their copy as this happens.

there is a conflict between your contract of employment and this manual, the terms of your contract of
mployment will prevail.

lease do not hesitate to talk to us if you have any questions regarding any matters relating to our institution.

Je are committed to a set of educational values based on our philosophy of equal opportunity, fair treatment,
-eation of a very effective motivation and performance, recognition and reward and open-door communication
hich facilitates meaningful exchange of ideas.

person who takes pride in his work is capable of putting in a much bigger effort to produce the best she/he is
ipable of.

> develop the pride in one’s own work, the institution shall strive to create as much motivational climate as is
(pected. Every aspect of creativity shall be encouraged and in furtherance of this, calculated risk-taking shall be

-omoted at all times.

s an educational philosophy, we shall endeavor to attract, develop and retain the best talent available and have

ie right person for the right job.

brief, we shall constantly strive to make the work place endowed with a positive work-culture.

* Creating human excellence for the global and local requirements through need and
value based education.

!
;
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Mission:
Creating excellent infrastructure - Physical

o : and human resources.
. Imparting holistic education focusing on employability.

« Instilling the quality in students to take up self employment.
+ Enabling students to cater to the societal and national development.
s+ Inculcating the quality of leadership in all walks of life.

» Motivating and empowering the faculty to incessantly engage in research and innovation.

ist like how a play ground gives an even platform to everyone to put their best effort forward at PES Institute of
dvanced Management Studies; we strive to treat every student equally and harness their true potential.
respective of a student’s academic or cultural background, vital inputs are systematically fed through an
novative VALUE ADDED EDUCATION.

nder Graduate Courses:

. Bachelor of Business Administration

. Bachelor of Commerce ‘

. Bachelor of Computer Applicat.;?g‘j -_— %

+ Bachelor of Science(Physics, Mathg'ra_atics and Computer Science)

G Programme:
. . 3
- Master of Commerce
N
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ORGANIZATION STRUCTURE
OF

PES INSTITUTE OF ADVANCED MANAGEMENT STUDIES

L Board of Trustees

v
Bhiel’ Executive Officer, PES Trust, (R)
v
v v
Governing Council College Academic Council
w v
v
Chief Coordinator Administration
ma— Principal Accounts -
HOD HR
»  BBA/B.Com/ BCA/ B.Sc. &
M.Com
g Purchase & Store =
& Teaching Faculty
PCD & Counseling <
Admission
IT *
Examination
Hostels [
1 2 Library
Transport <
> PED
Security i
—+»|  Non -Teaching Staff
Infrastructure <+
PCH <
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» ¢hall mean Prerana Ed i .
L e sprerana Chambers, zrdc ::;::a:'::d Soc':|a[ Trust (R), Shivamogga having its corporate office at:
» #26, Main Road, Bangalore - 560 020 (Karnataka -State)

WPUS" shall mean the PES Campus situated at NH 206, Sagar Road, Shivamogga — 577 204

2. "PREMISES Shjl_' rr:ezn and include the entire area wherein the campus is situated and other buildings in
the campus an include the precincts thereof around these buildings or other buildings within boundaries of
the PES Trust s Ianc!s. It shall also include other buildings, appurtenances, offices, workshops iaalil.di"torium,
pus bay area etc., situated away from the above, coming within the adn’\inistrat;ve uiew and eontrol of
the PES Trust(R). pUrview::

'EMPLQYER n;‘eans and includes Managing Trustee, Joint Secretary, Trustees or any other person who is
authorized by the Management for enforcement of these Standing Orders.. ‘a’

'E!\RPLOYEEb ms:;\s ;nd includes all those employed in the PES Instithté'of_Adﬁnced Management Studies
being run by rust(R) to do any skilled, unskilled, semi—_s,h;iflhed! manual, technical or clerical or

supervisory work.

5. “MANAGEMENT"‘ shall me'an and include the Managi,_qg'fT;uygeeﬁmsteesﬂoint Secretary or any other
person vested with authority by the Trust for.the observance, implementation and enforcement of these
service Rules and Regulations, Standing Orders and Em’ﬁwvgé,ManuaL

6. In these Standing Orders, the masculine g'é'nﬂer shal? include the feminine gender and the Singular shall

include the plural wherever such terms are used.

e ———— e e it

where the notices are displayed which are approved and issued by the

7. “NOTICE BOARDS” shall meanqejaéei
picuous place for the ¥

Employer on behalf of Management. It ‘would be specially maintained in a cons
purpose of displaying natices/circulars/memos required to be given.
8. “DISCIPLINARY AUTHORITY” shall mean and include the Managing trustee, Board of Trustees or any other
officer duly authorized by the Board of Trustees.

9, "ACADEMk_; YE@B"‘Thﬂ_e year specified by the Government of Karnataka / University.

10.'ﬁle\NClﬁL YEAR” means and construed starting from 1% April of current year to 31stMarch of next year.

udes persons defined as "EMPLOYEE"

11. - "STAFF" means and incl

Service Rules Manual shall constitute the terms and conditions of Employment of all employees employed

in PESIAMS being run by PES Trust® unless and otherwise specifically excluded from the applicability of these

Standing Orders.
2
-
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: __—

; vVanced Ma
en, in addition to the t
rs shall alsg apply.

y If a person is EMPLOYED by PES Institute of Ad
" greed and signed by both parties th
the provisions of these standing orde

Nagement Studies under a specific agreement,
erms and conditions of service contained therein,

EMPLOYEES/WORKFORCE/HUMAN RESOURCES shall be classified as:

Permanent

Probationers

Temporary

Casual
Trainee/Apprentice/Learner
Contract Employee

Visiting Faculty/Scholar

a2 A O o

b
o |

efinitions: " ”'?"& \

“PERMANENT EMPLOYEE" She/he is appointed bvt,hf Institute to fill a permanent post and has satisfactorily
completed the probationary period of two years or such other extended period thereafter or the period as
specified in the appointment order and whosa.apnoiq,_t"mgnt has been confirmed in writing by the Principal of

the concerned institute bringing information to the notice of management in writing or such other officers
duly authorized to do so, provided ¥acancy exists. =

-

The period of probation in case of higher positians such as Professor, Associate Professor and HOD, Principal
etc shall be as decided by the board of Trustees which may range from 6 months to 2 years.

) A "PROBATIONER" is an.employee who is provisionally employed by the Trust to fill a permanent vacancy.
1e period of probation §l3!ali' Qe:_né'rmally a period of Two years or as specified in the appointment order. After
itisfactory completion,of the period of probation, the services of probationer will be confirmed in writing by the
dncerned Principal.. Office bearers of PES Trust® at its discretion may terminate his services or extend the period
f probation, in case his overall performance, work, conduct, attitude, attendance etc., are not satisfactory
'itho;n:givihg;ahy notice whatsoever.

) If ‘a&peﬂnaneﬁt’ employee is employed as a probationer in a new/higher post, he will be placed on probation
ra peﬁqg of 6 months extendable by 6 more months. After the completion of such specified or extended
robationary period, he may be confirmed in the new/higher post or reverted back to his original post,
epending upon his overall satisfactory performance.

) In case, any of the post against which an employee is employed is abolished, during the service period, then
1e services of the employee shall stand terminated automatically, without any notice or compensation.

Page 10 of 40
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,—ﬂ EMPLOYEE" is one who

L “TEM
pe employed for any work for a specifi

connection with the work of a permane

is emplo i |

ed pe:}io:ed to do the work which is essentially temporary in nature

nt ch not exceeding six months or as an additional employee in
aracter due to exigencies of work.

wCASUAL EMPLOYEE" is one who is employed for an

casual in nature or on work duration of period which ¢ y work that is unforeseen, unexpected of essentially

annot be determined.

+rAINEE / APPRENTICE /LEARNER” |

: TR:elding /one & half y/ear deER dls a person who is permitted to learn a trade or skill for a period not
excee o o G Pending on the training required. Trainee/Apprentice/Learner shall be
appointe on\; o CaAe 0 af) Instructor and in certain non-teaching departments. Principal shall display and
issue a cDPVfO . pprerltlce Scheme with all the details. Principal reserves the right to madify or amend
the scheme from time to time depending on the requirements, bringing it to the notice of Management.

" TRACT EMPLOYEE" sh .
CONft e Z" mean any person who is employed for a fixed period'in the institute's service
and afte ¢ period of contract of service, the same shall automatically.cease.

U n . 3 . ;
'V'-rf“T':? ::e:ritl:-:/ ?:}iOLAR In aCB'C!E-I‘TIIa, shall mean a visiting faculty /scholar, visiting researcher,
Profess , Visiting fellow, visiting lecturer or visitingprofessor/adjunct is a scholar from an

instit‘ut.ion .who visits a host institute/trust and is projected to.teach, lecture, or perform research on a topic
the visitor is valued for. : >

many ca|58§ t:e position is not salaried because the s;h_glaf' tgbitéli? is salaried by their parent institution (or
|rt:a:ly .sa; aried, as in some cases of sabbatical leave from reputed universities), while some visiting positions
e salaried. ‘

pically, a position as visiting scholar is for a couple of months or even a year, though it can be extended. It is
t unusual that host institutions provide accommodation for the visiting scholar. Typically, a visiting scholar is
sited by the host institution. Being invited as a visiting scholar is often regarded as a significant accolade and
cognition of the scholar's prominence in the field.

APPOINTMENTS AND PAY SC/

1 All appointment: will be made in writing by the Managing Trustee/Trustee/Joint Secretary or such other
officer dulyauthorized by the Trust.

2 The employment offered to the employees is to work on his own discretion or his will on mutually agreed
terms and subject to the terms of these Standing Orders.

3 All candidates selected for employment shall furnish to the HR Department, a Medical Certificate of fitness
issued by the competent authority not below the rank of District Medial Officer and four copies of passport

size photos, four copies of stamp-size photographs.

4 One full set of attested and good quality photocopies of all marks cards, certificates, experience certificates
and any other certificates in proof as claimed in the CV shall be submitted to the HR Department, on the day

of reporting to the institute.

Page 11 of 40
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/
= Al other documents such as Aadhar, PAN, voter Ip, p(, g
" children details and photographs, income ang inve;tm; te

n

by HR Dept from time to time shall be submitteq on, priority

sidential address with address proof, spouse and
proofs and/or any other documents as specified
to process the salary.

: Every employee at i
6 Pproof of Age at the time of i " - .
pided! birth duly supported by any one of the f;:zo?;gg to duty should give a certificate/declaration of the

1. Extract from Register of Births and Deaths
7. Birth Certificate.

~ school leaving Certificate.

(¥E)

Matriculation Certificate.

»

5. Medical Certificate and in certain cases, court orders are acceptable

7 Res'der:;::"?:i;e::;:l_l E_mplc.)yee_s are required to intimate inwriting any change in their residential address.
In the a Intimation it will be presumed that the last address known to the Institute/Trust as the
current and correct address. &

g During employment, PES Management may, ‘at any time. require any employee to be examined by the
Institute's recommended Medical Officer, if any, or Government Medical Officer or Government Approved
Medical Officer in the suspected cases of T.B, V.D, Cancer, AIDS, Heart Ailment etc., If on such examination
the employee is found suffering from any disease or complaint that is infectious or is of any objectionable
nature in the opinion of the Medical Officer or is such that is liable to continuously or frequently interfere
with the employee's normal duties or with the health of other employees, or found unfit to do the allotted
work, the Management may terminate his/her services. }

UAL EMPLOYMENT O

:
?

qual employment and advancement opportunities to all individuals, employment

In order to _provide e
tions, and

decisions at PES Institute of Advanced Management Studies will be based on merit, qualifica
abilities and does not discriminate in employment opportunities or practices based on race, color, caste,

religion, sex, national origin, or any other characteristic protected by law.

This policy governs all aspects of employment, including selection, job assignment, compensation, discipline, g

termination, and access to benefits and training.

Any employee with questions or concerns about any type of discrimination in the workplace are
encouraged to bring these issues to the attention of their immediate reporting authority, HOD, Section

Head, Principal. Employees can raise concerns and make reports without fear of reprisal. Anyone found to be
engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and including

termination of employment.
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Al employees will be paid their salaries on a worki
'y PESTrUSt and/or PES Institutions. Salaries wil|
of every month at State Bank of India, PES Branc
yor Holiday; the next working day shall be
circumstances; prior intimation is given to the employees

Ng day in accordance with the Appointment Orders issued
e credited into 5B Accounts of employees on or before 1”
h, NH 206, Sagar Road, Shivamogga (if 1” happens to be

da
s considered). In case of delay during the unavailable

; Pavm'!": of doL:e:et?-n Is:::: em:lovees who have left the services of any PES Institution due m to their
resignations on by the institute shall be made within 15 days of such but after the

employee has obtained a clearance certificat conce
dgpanment/ofﬂces/ofﬂcers of the PES. SN Dus: (Eastiicate 'ng th! b

~ Authorized deductions from the salaries made to employee will be in accordaﬁ"wi.ii'iﬁﬂir‘@wt rules there
under from time to time. However, all the details will be made available to the emjy W salary/pay

slip. ‘3 B W
r 4 .
o 4

petails of leave taken and available will also be made available in the salary/pay slip.

JURS OF WORK, HOLIDAYS AND OVERTIME: '
The periods of hours of work for all categories of -é?n!;lwees shall be as per the provisions of the affiliating
bodies of the concerned institute and the same shall be exhibited in the Notice Boards from time to time by
the concerned Principal. y -

The management reserves the t to change ;S‘zrlods of hours of work, number of shifts in case of security
department, shift timings, and work on all the days of the week with staggered weekly holiday's system

etc., at its discretion for%qxin%{gn whatsoever subject to the provisions of concerned affiliating body’s

norms and regulations. -
e h‘\&

Management, reserves W rizﬁ't to require any employee to work overtime on a working day or work on a

weekly holiday and give substitute holiday. Refusal to do such overtime work or work on a holiday will be

considered asdisobedience to a lawful order of the Management.

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

Aﬂ%prﬁployee '\;vorklng in the Department/Institute needs to take permission from the competent authority

in writing for working beyond working hours.

AVE:

ave with Salary will be allowed to an employee in accordance with the provisions of Leave policies framed

ere under from time to time.
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-'/-I—_
eave to an employee shall :
depend upon the exigencies of work in the institute and shall be at the

srant of 3N 507
liscretion of the Principal, CCA and Management.

\n employee who desires to obtain leave or absence shall apply in advance to the Principal in writing in the
rescribed form Of to an-y other person appointed by the Trust for this purpose who, if he thinks fit may grant
im/her leave, SUCh_ application for leave should be made three days before the date from which the leave is to
aymmence, except in urgent or unforeseen circumstances when it is not possible to do so. Principal or any other
fficer empowered by Trust in this behalf shall issue orders on such application and in case of urgent nature,
amediately. If the leave is refused or postponed, the reasons therefore, will be recorded in the application itself.

the employee who has- proceeded on leave desires a extension thereof, he shall apply to thQSPrincipél~iﬁ writing
¢ to the person authorized, who shall send a written reply either granting or refusing the.extension'of leave to

e employee.

case the employee remains absent beyond the period of leave originally granted or subsequently extended, he
yall lose his lien on his appointment unless he returns or does not communicate the reasons within 8 days
sorking) of the expiry of the leave and explains to the satisfaction of the Principal or any other person
sthorized by management his inability to return before the expiry of the leave.

addition to the points stated in Clause No.8, the procedure for leave for teaching staff as given below shall

s treated as part and parcel of these standing orders.

T el pe

%E'

EXPLANATION/ DEFINITION

1. Leave
Leave is permission to stay away from work,

Leave is categorized under various heads.

2. Right to Leave & L

Leave cannot be c!aﬁed.-_as a right, %ﬁd 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:
£ , :

1., Casual Leave (CL)(Jan to Dec)
Special Casual Leave (SCL)
On Official Duty (OOD)
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 employee

- Max 4 days) z‘

page1acfa0 BB
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/’-_-_
CASUAL LEAVE (CL)

4 CLmay be granted to a permanent employee, whet

her he/ she enjoys annual vacations or not, for Fifteen
in each calendar year.
5) days

2 A probationary employee may be granted maximum

of twelve CLs in a year, however the employee will be
credited with one CL every month.

3 No employee shall avail of more than 3 days of CL at a time.

4 Casual leave of half-a-day effective up to or fr

om 1:15 PM on any working day may be granted. Half-a-day
Casual leave may be granted either for foren

oon/Afternoon session.

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

5 CLon Saturday is considered as full day.

Special Casual Leave (SCL)

L N . B

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

(i) Summoned to serve as a Juror or Assessor

or to give evidence before a court of law as a witness in a
civil or a criminal case in which his private inter

ests are not at issue.

(i) Deputed to attend a reference library outside the institute or conferences and scientific gatherings

of learned and professional societies in the interest of the Institute, assignments like valuation,
conduction of practical examination, invigilation work etc.

The period of such leave admissible in a year shall ordinaril

y not exceed thirty days but should, however, be
sufficient to cover the period of absence necessary.

ON OFFICIAL DUTY (OOD)

1 00D may be granted to an employee for activities such as deliverin
stitutions & Universities, participating in
'mpetent authority.

B Lectures, being on deputation to other
delegations/ committees and such other, as approved by the

2 The duration of leave shall be at the discretion of

the Competent Authority as may be considered necessary
1 each occasion.

3 00D may be combined with any other type of leave at the discretion of the Competent Authority.,
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—rcted Holiday (RH):
L

be
{H can me. Maximum of only two RH are permitted in
r all the perman y p
1ca,endaryearf0 4 RH s b eh ?mplUVEEs of PES Institutions. One RH may be obtained between 1" Jan to
o June and secon shall be obtained only during 1" July to 31" Pecember
£ARNED LEAVE (EL)

farned leave shall not be availed without prior sanction of the Competent Authority.

1 All the permanent but confirmed teaching faculty members shall be entitled to earned leave of six days in a

calendar year. However, HODs are entitled to 10 days of EL in a calendar Year

2 The Ieave'account of‘ perma‘nent but confirmed teaching faculty members shall be'credited with earned
leave in advance in two installments of Three days each on the 1* January and 1% July of every year.

3 The leave accountnof permanent i-tIOD shall be credited with earned leave in advance in two installments of_
five days on the 1% January and 1% July of every year.

4 Earned leave cannot be carried forwarded.
Vacation (VL)

jcation is a planned period of permitted absence from wofk for permanent but confirmed teaching staff. The
anning is to be based on administrative, academic and other considerations. The vacation shall normally be for
3 days after completion of the odd and even semester. Availing vacation is subject to approval of concerned
0D and the Principal. However, all the teaching staff of the Department shall not take vacation at once and the
:aching staff shall discuss with their concerned HODs for availing the vacation. The vacation for probationary /
'mporary employees shall be 6 days in a semester.

Il the faculty members shall report back to the duty one week prior to the commencement of the ensuing

'mester '

s

:AVE RULES OF NON-TEACHING STAFF MEMBERS

REE

iaddition to the points stated in Clause No.8, the procedure for leave for non-teaching staff as given below 4
1all be treated as part and parcel of these standing orders. :
lorking Hours:

londay to Friday: 9:00 am to 5:00 pm

unch Break: 45 minutes (usually between 1:30 pm to 2:15 pm)

aturday: 9:00 am to 2:00 pm.

ypes of leave:

mn of 2 Years at PES Institutions) Lab Instructor and Office staff

1. Casual Leave (CL) - 15 Days(Jan to Dec)
2. Earned Leave (EL) - 10 Days
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