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AUTHORISATION

contents shall not be reproduced either in part or in full without written permission of the undersigned.

Gection neads, HODs and Principal appointed shall continue to prsure establishment and implementation of the

Eervice Rules ranual describes the STANDING ORDERS / SERVICE RULES AND REGULATIONS/ EMPLOYEE
MANUAL of PESIAMS and is intended for reference by the staff and employees of PESIAMS.

agsiAMS shall adopt these STANDING ORDERS/ SERVICE RULES AND REGULATIONS/ EMPLOYEE MANUAL as
ﬂnhﬂ‘d in this Manual. Tl v

t has been authorized by the Management for circulation and implementation atall .H!ﬂﬂ}ﬁ*E and non teaching
jepartments of PES Institute of Advanced Management Studies.

this version of Quality Manual has been approved and authorized by the undersi for adgption with effect

rom (1/08/2017

Date: 1/8/2017 Shri. R

Managing Trustes

FOREWORD

his Service Rules Manual provides infermation on a wide range of subjects related to employment with PES
nstitute of Advanced Management Studies

“his manual is designed to help PES Institute of Advanced Management Studies employees to settle into the
nstitute, and quickly {a?iliarlz-rtherrﬁe_lves with the institution by telling something about our vision, mission,
sur background, facilities m_d,:_amenities. employment policies, terms and conditions, code of conduct,
levelopment a%g!_tramilng, health and safety and security and confidentiality etc.

Ne hupﬂﬁﬁat.T'HE- ' #es will read the policy in its entirety, the table of contents will help them to find
juich 1i1-l':rng- ﬁh}em' ‘which you are particularly interested.

is ﬁ!'ﬁ’!‘f&‘d ta answer many of the general questions one may have about working of the institution,
it the s of their contract are as contained in their letter of employment.

We wish a productive and rewarding association with PES Institute of Advanced Management Studies.

F'I'f"‘ql—u.-ﬂ—-:"

Date: 1/8/2017 Mrs. Arunadevi 5 Y
] Trustee & Joint Secretary
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HR 3 Human Resource ]
HRM - | Human Resource Manual

D | Identity Card
ISE _,‘l__rr’rfam'ratinn science and Engineering

_ | Master of Business Administration |
| Mechanical Engineering
HRD Ministry of Human Resource Development
AN Permanent Account Number
Trust Prerana Educational and Social Trust
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DANCE SYSTEM AND LATE COMING AND EARLY GOING: '1 \J

wimplnyee shall record his daily attendance in the manner prescribed by the management hfm_n".l time to

me. ,
A \J
lentity Card: All the employees to wear Identity Cards while on duty. S "

;Ernplnvee shall leave the premises/institute during the working howrs %l&‘huuh,prlnr written permission from
e concerned section head or such other officer who is duly authnrlgd

tery Employee shall be at his place of work at the time f luleﬁr weﬁ\l’:.art and end of work.

nployee coming later than 30 minutes is Ilahle for LOP UHIES! permin:d by competent authority. The

lanagement shall be entitled to deduct 5alarl..r only fm the: perlﬂd of late attendance or absence without
2rmission.




Al piometric systems operate on the basis of the automatic identification or authentication/verification of a
pgrsﬂﬁ.

. With a view 10 ““FF?“E efficiency in monitoring the attendance, leave records and over all working
environment, Biometric Based Attendance Monitoring System (BBAMS) has been introduced in all PES

nstitutions. Adequate numbers of machines have been installed to avoid long queues and inconvenience
during institutes” opening time.
-h { y

. submit the leave application duly forwarded by the competent authority for any type of leave, SCL, 00D, etc.

arior to availing the leave. If it is not possible, submit the same by the date of resuming the duty without fail
to HR through proper channel.

. HR Department will maintain the relevant Biometric Attendance Records. It is the employee’s duty to ensure
the recording of their entry/exit in the Bio-metric Registry device. In case of device-failure, it may be reported
to the HR without delay.
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ill arrange for the ent -
nepartment Wi ry of all leaves, possible in the Bio. , .
r:’:ﬂ;as per the available data. The record of late SR EHITRIIC St and reguiaize the

R B?imnent Wil e t.hE SumGary ar!d consider the same for processing of the salary as per biometric
g 25 of every month. If it falls on a Holiday, the next working day will be applicable. Before it is sent for
processing of salary the same needs to be verified by the HODs/Section Heads (or next-in/charge).

. The HODs/Section Heads (or next-in-charge) shall verify this report and corrections/comments may be made
accordingly. l‘he corrected Report wﬂhmpending Leave applications may be given back ta HR Department on
or before 26 of the same month. If 26™ happens to be a holiday, the next working day.can be earmarked for
this purpose compulsorily.

, HR Department will give Summary and Detailed Muster Roll (with timings) for the salary processing on or
before 26° of every month (if it falls on working day) after incorporatingithe corrections of HODs/Section
Heads.
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times during his/her hours of work and to follow
an and presentable

to maintai

ﬂﬁ'wu'

i ed 10 maintain @ smart appearance at all

'ﬂ% stitute relating to appearance. All the employees are expected to wear cle
~nment reflects the institutes’ way of working and employees are expected

"dtﬂm;u‘ .E'I'I‘I'lrﬂn
B o
" L
2 code for 3il employees working in the institutions being run by PES Trust [R) and PES Trust Employees
ng to the notice of all teaching and non teaching mﬂq{'ﬁ_ﬁhﬁnﬂl‘ﬁtﬁfw

-dme“t is ﬁ!ﬁ-l!‘d to bri E
glines and uphold the decorum of PES Group of Institutions. =~

5| Dress r.:.ud!:Tl'Id'll'll Staff: P N »
-
ents - ~ .
principal, professors, HODs, HOD Ve shall wear formals with hlg@r during seademic calendar days.
sgsociate Professors, Assistant Professors, Librarian, P‘Im;riéﬂ-ﬁ_lanaizr and Physical Education Director
shal wear formals with tie during academic calendar days. -
During non-academic calendar days all of them may wn; formals with shoes.
udies - ;
hall wear saree during acadeniic calendar days.
During non academic calendar -}‘zﬂa:ut_l;rmaf Wwear saree or decent salwar kameex.
"'-«..I| .
H-T“thjr‘ Haﬁ Ly " 1.‘ .
ants — Al staff merbers shall wear Formals with Shoes.

dies 'ﬂiﬂﬁ?ﬁ‘!ﬁﬂ wear caree or decent salwar kameer.

&

-

lents - Allthe staff members shall

ﬁ - All others shall wear saree or decent salwar k

=
W
L

wiear Formals with shoes

ameel.

: & Security Personnel
forms as given by the Institute shall compulsorily be worm

-3
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ﬁ“ﬁm staff
w with Aprons

tﬂtﬂm L'.al‘ﬂi:

staff members should compulsorily wear the Id -
ver demanded by the authorities. entity Cards during office hours and shall produce them

| mobile Phones:

'sm-dgd places for mobile usage for all teaching and non-teaching staff members:

fass ro0M, Labs, Library, Principal Chamber, CCA Chamber, Board Rooms.

jobile usage is strictly prohibited in the following places for outsiders/Visitors/parents/Guardians/Persons
jom Media etc.

jraries, ACco unts Sections, HR Section, Examination Section, Principals Chambers, CCA Cha mber and Board

fooms.




" il'l-"
.

1

'ﬂ'ﬂ" rE'ulEEI any confidential matter rEEE"ﬁh'lg the instity
1% " the course of his employment with the institute,
!-1;' rmpl-m'fe
i hall devote his full time to the work of the comp
w,mﬂmﬂ tions contained therein as well as other instruct

W regul ; i
&~ ’:nﬂ'ﬂ time to IME by the institute.

te's services which has become known

any dilligenth,' and faithfully and gbserve the
ions, directions, stipulatigns which arl; being

2 shall not underta !ce an.'g'_assiinms.'nt, employment or business outside hisemployim ui *ﬁ ”
" ific approval in writing. ‘ ﬁw
ane's P . hout the

e hall be courteous to their superiors, fellow employees and mﬁm and clients.
r

. amglayee shall be responsible for and shall take proper care of machines, plants, tools, furniture in the
W' b gemﬁ""' and specifically entrusted to him. Emp!i:“g ﬁhﬁn not take out of the premises any

:;: socuments, drawings belongings to the institute withaut.a pass in the prescribed form permitted by
By

#"EtiTl-ll‘!- _ p

imsiyee shall take all necessary precautions to safeguard the company's property or prevent accident or
gragetoit Employees shall report any occurrence which he may notice which may cause danger to himself
g mother employees or might res:i]j in damage to Institute's property.

ity working in shifts shall leave the place, of work only after their reliever has taken charge of their
4ses otherwise report to supervisor for alternative arrangement in the interest of uninterrupted

wring/service.

™ management reserves t'h&: right to call any employee according to exigencies of work, to work on a
weetly day of rest or o a declared holiday.

h N
“Hmbréshall produce a satisfactory evidence of age.
T &

“Frh,l:iﬁ'ree shall be prepared to and agreeable to perform even a lower classified job when asked by the
’:"#nqtsr;n interest of uninterrupted and productive working of institute.

Ly Employee is liable to perform all jobs which are ancillary to, incidental to or connected with or

| Beiminary to his main duties.

HE ml‘“_ fee is required to strictly abide by the discipline of the Institute without fail. He must not also _get

o volved directly or indirectly in any act of subversive of discipline like abusing, threatening
Bother emplovee from coming to work, assaulting or fighting etc,,

A : ?
| "MPoree must not indulge In er eause others to indulge in slowing down production.
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Stindulge in and/or force or cause others indulge in any prejudicial activities inside the
pm'r*" m It :ultﬁ ng meetings, canvassing for union, raising union 5uh5=:r1ptiun, shouting slogans,
” e

5 ating in processions, distribution or display of
articipd

d a L

demands etc., inside the campus,

gh gossiping with co-workers,

Il defame his employer and /or any of the superior officers for any reasons whatsoever.
yee sha
g empio soe

ins absent without taking permission from the superior/s in 3 5v5tgmaﬁc ma_nn:er of
g0 empIOYEE rET;; work; resort to stoppage of work or not engaging academic workload/classes without
rting 10 :
s

le cause or in breach of any standing orders or agreement, thé management shall be
w rm:ﬂa? :n of that particular day/s salaries in lieu of notice orfor breach of agreement,
deduct!
wiitled 10
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CODE OF DISCIPLINE

General Disciplinary Regulations

SR RS A S SRR IR AR AN S S S S S B A I AR AR AR

possible. To that end, the fundamental purpose of the insttubions’ student code of
discipline is to promote and protect the rights, welfare, intellectual integrity, safety,
property, and health of all members of the Institute, as well as to promote the orderly
operation of the institution and to safeguard its property and facilities.

General Disciplinary Matters

All students are 6% peutr:d bo refrain from:

Acts which disrupt or interfere with the orderly operation of teaching, research, and
other academic activities

Behavior that causes, or can reasonably be expected to cause, physical harm o a
person

Physical or verbal threats against or intimidation of any person that results in limiting
her/his full access to all aspects of life at the Institute

Refusing to comply with the directions of institution officials, instructors,
administrators, or staff acting in performance of their duties

Refusing to appear or giving false statements when one is asked to present evidence or
respond to an investigation involving the disciplinary code

Theft or vandalism of institution property, or property of others, or knowingly
possessing stolen property

The unauthorized use, possession, or storage of any chemicals, weapons, or

explosives, including fireworks.

BES irwtiterte of Advanced Manapement Siudies
WH ME, Sapar Road
SHIVAMOGGR-STT 24



* The unauthorized distribution, possession, or use of any controlled substance$

but not limited to, illegal drugs)

e
=
-
: o
* Intentionally or recklessly interfering with normal institution activities. *%&
* The unauthorized or improper use of institution property, facilities, eqwWip
documents, records, or resources.
* Viclations of any other university-wide policies or campus regulations governing
student discipline and finally
* Ragging of any juniors. Ragging both inside as well as outside the cAMpus is a

criminal offence,
Class Regulations

* Students are required to be in the class room 5 minutes before the commencement of
the class.

*  Nostudent will be allowed in the class once the lecture has started, unless he /she has
taken prior permission or is late due to some work assigned by the dept. faculty. { * in
Few genuine cases the concerned faculty will take a stand)

*  Students missing any class on the account of above amounts to his/her leave for that
particular class and this may affect his/her attendance,

* Use of cell phones in the class, labs or corridor is strictly prohibited and violations in
this regard by any student will be penalized in terms of confiscation of their cell
phones.

* Students are expected to maintain the decorum of the class and if any student
misbehaves he/she will not only be sent out of the class but also the attendance for the

class will be cancelled.

Other Regulations

* All students in the campus must possess [D card and should produce the same
when asked for.

* Students should not unnecessarily loiter near class rooms, corridor, office, libr

labs ete.

S brwtiterte al Advanced Manapement Siudies
WH ME, Sapar Road
SHIVAMOGGR-STT 24



*  Students should keep the campus clean and should throw waste papers, ermji :

reefills ete. in dustbin only,

*  Students should not waste food in the canteen,

* If anv student is found writing on walls, class room tables, benches, podium™
will be severely punished,

= Students should not unnecessarily waste water in the campus and ensure the taps
are closed properly after usage.

= Basic toilet etiquettes should be followed by all students,

= On holidays if there is no special class no student will be allowed to enter the
campus without any other legitimate reasons.

* If students go on a trip without the permission from the institution and face some

accident, the institution will not be responsible for such unfortunate happenings.

Any violations of code of discipline will be serfously viewed and will be punishable

Naote: The Institution reserves the rights to make suilable changes in the

code of discipline as and when required in the interest of student

community and the institute.

Head of the Departments

1" 63 Depariment of
Commerce @_ﬁj 5;-’”1
Deportment of Comimernce ¥‘| 11
amd Management _,.—-—""‘La'}r_g-i‘ftiﬁt 7 T’é
Departmeent of Computer ¢ = Pri "I]Hll
Stlenice Jaoklaed

PES Institute of Advanced Maragement §
NH }IE, Sagar Road
SHIVAMOGGA-LTF 204,
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PES Institute of Advanced Management Studies
NH 206, Sagar Road, Shivamogga- 577 204

CODE OF DISCIPLINE
Lab Regulations
Lab Regulations:
|, Every student must enter his/her name and sign in the log book main

(5]

o

before using any lab.

Student who need to work on cass assigniments have prionty to ose the
computers over those students using the computers for emailing, web surfing elc,
Students should keep PCs and laboratories clean and tidy so as to be usable by
others. Chairs must be properly arranged after the lab hours,

Students should not be sccupying more than one PC simultaneousty while other
users are waiting.

Misusing of computer software: Students must not damage, alter, or remove without
permission any software package in the custody of the institution. Students must not
access another person's data or text files withont proper permission.

Misusing of computer Hardware; PESIAMS is the owner of all the hardware
equipment residing in the Computer Labs. Students must not damage or pilfer any
hardware equipment, Any malicious attempt to damage any hardware system or
component is a serious offence. Students are not allowed to remove any hardware
system or component from any lab. Such an action will be considered as theft and

will be dealt very seriously.

BES Irstitute a1 Advanced Manapemen Siudies

WH HIE, Sapar Road
SHIVAMOGGR-5TT 24



7. Reading, duplicating, copying, removing, or misuse of a document, ryfd

ledger, file, printout, cartridge, disc, key, or any property maintaifies

individual{s) or department(s) of the institution is strictly prohibited.

8. Use of the computer system for frivolous purposes like playing games is prohibited.

9, Any attempt to alter the boot sequence and operating system loader by students is
forbidden,

10. Use of Pen Drive, CD, and DVD el in the lab by students is prohibited. However, if
student is working on any project/seminar ete., he or she can take special written
permission from the respective HODs for such use. These students must take
sufficient care not to use infected data disks on computer systems, or to copy/store
any virus infected file on any computer system,

11. Most of the computer systems in the Labs have at least two different operating
systems installed. For most of these operating systems, file systems corrupt if
machines are switched off or rebooted without proper shutdown., Before rebooting a
computer system or switching it off, users must make sure to follow the proper
shuldown procedures for the current active pperating systen.

12. Error Reporting; It is expected from all users to report to the LAB administrator / in-
charge, if there is any hardware, software, or any other operational errors,

13, Any kind of misconduet or behavior, which is intended to denigrate, threaten or
harm others, will not be tolerated.

>
\ﬁ"tﬂﬁéjﬂ%ﬁ

frotond aelsla0rd

: ' pEs |nstitute of Advanded Management Studies
Fed o The Deyartmen NH 206, Sagar Road
aartmend of Comnputor Seience SHIVAMOGGA-57T 204.
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Computer Lab of the Institution
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Library Regulations:
Follorring are the profubited behasor in e Library:

PES Institute of Advanced Management Studies
NH 206, Sagar Road, Shivamogga- 577 204

CODE OF DISCIPLINE
Library Regulations

Usage of Cell Phones in the Library:,
Causing a disturbance or engaging in any behavior which interferes with Library
activities.

Removing or attempting to remove library materials, equipment or property
without proper checkout or other official library authorization.

Failing to either renew or return library materials when due.

Concealing library materials in the Library for the exclusive use of an individual or
group.

Mutilating library materials by marking, underlining, removing pages or portions of
pages, removing binding or in any other way damaging or defacing library
materials.

Eating and drinking in the Library.

Being in unauthorized areas of the Library, remaining in the Library after closing or
when requested to leave during emergency situations, or when not abiding by The
Library's Conduct Policy.

Vandalizing or defacing the Library building, furniture or equipment.

Maliciously accessing, altering, deleting, damaging or destroying any computer

system, network computer program or data.

fi J'I(:I’;-"- f |

V) L MK A\aD
. h {Zom|o "
LIEHAHII#EEE}MH Principal
PESIAMS PES Institute of Advanced Management Studies
SHIVAMOGGA. NH 206, Sagar Road
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Library facility of the Institution
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CODE OF DISCIPLINE

Placement Regulations

ErRTAE AR Ea e A 2 FEEE S B BT RO PRI AR AR AR AR S S SRR T B R RO R GIE B0 B B84 b b B e i s s 2 Eal

Placement Regulations:

* Students seeking placement assistance from institution placement
compulsorily required to participate in all the training programs organized from the
cell.

* In the beginning of the sixth semester, students should furnish their details as per
the prescribed format in the placement office. Also, students should ensure these
details are updated as and when required. Placement cell will not be responsible, if
any student losses placement opportunity due to any anomalies in his/her details.

" Students who are eligible & interested to participate in a selection process should
register their names in the placement office as soon as it is notified. Students who
have not registered their names will not be allowed to participate in such selection
process.

* If a student who is not having requisite eligibility criteria is found attending a
selection  process, he/she will not be provided any subsequent placement
opportunities for such students.

* Eligible students should be able to participate in the selection process on a short
notice with all necessary documents.

* Students, who have registered for a selection process and fail to appear for the same,

further placement opportunities will not be provided for such students.

BES brtitute of Bvanced Manapement Sudies
WH M0, Sapar Road
SHIVAMOGGA-5TT 24



* Students who fail to appear in a selection process on medical grounds
other genuine reasons will be allowed for further selection process aftef:

suppurﬁve documents for the same.

Placement Officer.

* Students participating in selection process should be dressed formally. Students
coming in casuals will not be allowed to appear in any of the selection process.

* Students participating in off-campus selection process should behave like true
ambassadors of the institution and if any of them is found to misbehave will be
strictly dealt.

E S

I| 5 _.-L it
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Placement activities of the I nstitution
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Prarana Educational and Social Trust (R)
PES Institute of Advanced Management Studies
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CODE OF DISCIPLINE

Ir Sports Regulations
.
I | bports Regulations
.
i Phe anstitution provides vanoos oppoftusibies for studonts interostod |
| = paames anel the students participating in such activities should avoid
|
'l bsolyavbor
t, = Nob torming wp dor the selection toa pacticular Sport) e ahd atter foguesT
I-! inclusion [ only special cases may b constdered as fell necessary Ty the iyl
i tor)
* Mishelaving in thi owmaments conducted both in the campus as well as outsn|
e canmpries
* Resorting todoping / taking drogs for perlormance enlancement
v Lawsing unpecessary physical or mental harm to team members or am CPPOTIE S
# 0wl Todbonw gyl il ress conlde
* neb turnng op for the pracice sessions as per e sched ale
:. * Visiting ditferent places without the permission of Physical Director
vltstalion lourmaments
' Damaging or misuse of sports matermal n the custindy of - insttuHon spe
dopariment |
= Nobreturming sport materials on time atter LIS,

o~
o™ ¥‘}
%%Z{N- [
..r"“ oy ¥ Principal
. Physical Education Director BES Inctitute of Advanced Management Studies
' w.r T 'ﬂ'::.hmﬂj

«S-FERT‘S CopRpDinrATOR

/@w’ﬁ

PESIANE, Slivamages. - NH 206, Sagar Road
EHIVARDGGA-5TT 204,



Sports Activitiesin the I nstitution

-—

h Ej:im ipiﬂ
PES Irstitute of Bcvanced Manapement Mudies

BIH 6, Sapar Rgad

SHIVAMONGRSTT FTH




	972cbd49a6294cd8cd78864350af7a3aa8032b211f311eea361d82876ede6230.pdf
	9b9094fa31bb67f87525873b5c0aa852f30e8e2e93a08d1842c23cae53d24718.pdf
	0858454482459a1a35b33db3fb0c8ea9466821448e2dd48ca3dd91f497efd32c.pdf
	0858454482459a1a35b33db3fb0c8ea9466821448e2dd48ca3dd91f497efd32c.pdf
	0858454482459a1a35b33db3fb0c8ea9466821448e2dd48ca3dd91f497efd32c.pdf

	9b9094fa31bb67f87525873b5c0aa852f30e8e2e93a08d1842c23cae53d24718.pdf
	9b9094fa31bb67f87525873b5c0aa852f30e8e2e93a08d1842c23cae53d24718.pdf

	972cbd49a6294cd8cd78864350af7a3aa8032b211f311eea361d82876ede6230.pdf
	972cbd49a6294cd8cd78864350af7a3aa8032b211f311eea361d82876ede6230.pdf

