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6.2.1 The institutional perspective plan is effectively deployed and
functioning of the institutional bodies is effective and efficient as visible from
policies, administrative setup, appointment, service rules, and procedures,

etc.

Institutional Service Rules and Regulations
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CERTIFICATE

This 15 to certify that
thiz 15 the trus and cofmect copy

of the rules of the

Sinhgad Technical Education Society, Pune - 411 041

and shall come in force with immediate effect.

/-
Prof. M. N. Navale
Founder President
&
Chief Managmg Trustes
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Sindygad Technical Education society was estsblished an 6 July, 1993, The Society provides
excellent educational and training facilies in the fields of various disciplines of Engineeting,
Management, Architectare, Pharmacy, Primary and Secondary educasion (English Medinm). All the
Institutes under the umbeells of the Society are approved by Govetnment of Maharashtrs and othes
stnstory hoclies

Employees of Sinhgad Technical Education Society: SO

Any persen appointed by Sinhgad Technieal Educstion Soclety in any of the following categorles is
employeeof Sinhgad Technical Education Society

*  Teaching Faculty : Durector / Prineipal, Professar, Asst. Professor, HOD, Lecturer and
Librarian.
s  Noneteaching Staff ; This inclades -
Adeninietrative Stoff
Maintenance and Security Saff
Technical supporting stafl for Laboratorics and Workshop,
Rules and regulations given in the next sections are appBcable to ol the employees of Sinhgad
Technical Edhacation Sociery except those whi are on work charge hasis, Any concesalon in rules
and regulation with due reasons or changes in rales and regulations if required may be considered by
the Governing Body of Sinhgad Techiical Edueration Socety.

1. GENERALCONDITIONSOFSERVICE: — S9Siunmsssssmy

»  The services of employees will be governed by the rules and repulations of Sinhgad
Technical Education Soclety, Concerned University or Board and State Government, in foree
from time to time.

o  The services may be terminated ar any time by piving one month notice [ three months
nofice or payment of one month pay / three months pay in ben of notice period on either
side, in cuse of temporary orconfirmed emplopecs respectivedy,



DUTIES

The services are mansterable to any other institution run by Sinh gad Technical
Education Soclery, o its sseociste / affiliate.

Each employes will have to undergo medical examination by the Medical Officer
of Sinhgad Technicl Education Sociery and shall be required to produee physical
fimness certificats at the time of joining,

In case, if any employesis foand irtegular and neplipearof his/her dates and
his fher Perfosmance is found unsassfactory, his/her services may be rerminaned
withost any notice

If any employes is found o be involved in scovitics contradictory o law or
harenful ro the Society, his /her appodntment miy be terminated without acy
naotice.

The appointment of reaching staff on adhoc basis is subject to approval of the

competent authodty (Pune University of VTR ) and non receipe of the sarme will
result into discontinoanon of service.

Whils performing the duries, every emplopes must have

Ultrmecist inbegrrity

Dievortbomn 0 dary amd maingain healthy academic environment

Good belavior and excellent interpersonal relatiomns.

The Hesd of the Institution should take all measapes o ensure that all employess
workdng under himn are discharging their duties with integrity and devotion and
there are no malafied intendoas and acts which will jeopardise the mtesest of the
Sinhpad Technical Education Society .

Each employee must obey the orders and dischasge the work assigned to him by his
Semios Officer / Head of the Instination or by management. Each employes is
expected to perform duties encountered by virmae of his [/ her designation.
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2 DEPUTATION :
Long Tetm Training Program ;
The teachers will be deputed to improve thelr qualifications and theseby acquire the advanced
knewdedye in their concerned field to the inatimites of advanced shadiss. The long term training
programs shall be leading to Post « Gradeate and Ph.D degree.

Conditions for Deputation :

The folloradng conditions should be ful flled by the cmployes 1o be eligible wapply for deputation.

a  He must have completed minimum of three pears of coatinuous service in the Instinution from
the date of his regular appointment and approval thereof,

&  He should furnish an agreement bond to serve the Institution for Gve years alter completion of
Post-gradusie of Ph.D degree,

s  He should be below the age of 50 years.

s Mo extension of depatation pedod will be considered in case the emplopss i unsble to
complete the progmm in stipulated time.

s After completing and scquiting the highes qualifications he / she should ot claim seniogy o
otlser benefits over other colleapues in the department.

o  If he / she does not complete the program in a time doable than the stipulated time [/ penod,
then the managsment shall recower the entire smount spent on his / her program.

Conditiens fior Sanction

#  The Socicty will depute adeguate teaching staff for long weem training programs depending
upon the requirernent of the Instivation.

#  TheSociety maydepute teaching staff who fulfil the above conditions

» Thecandidarehas to sbmit the progress repore regulacy duting the study leave.
(ie every sixmonths)

s If the Gellies for higher of advance studiss in the subject are svailable in the State, in sach
cases po candidare will be consdered for depatation outside Maharasktra State o abroad.
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B. Deputation For Short Term Training Programs

Short term mraining programs of one w four weeks duration during sommer [ winter
vacation are ofganted by LLG.C, ATCTE, QTP of ISTE on subjects in the new emesging
Field cr thrust aseas. The seaff members will be deputed for such courses on duty subjecs
tor their selection by the crganising body of such courses. Howewer, no expenditare on
sccount of TA / DA, registmation fee etc. will be reimbursed by the Sodety, The staff
member will have to sabmit the detalled report of the course smended by him, i
depistid. '

C. Deputation For Refresher Courses Of Duration Less Than One Week

Teachers will be permitted wo attend

. Conferemoes

[ Annual Convention

[ Seminars

®  Wotkshops

L ] Faculry Development Program

Chgangzed by the professional bodies or the approved omganiadons, on duty. Active
participation by way of conttibating paper is preferred. The staff member should submit
the repott and the copyof the paper presented, if any, 10 the Institnstion.

). Deputation of Non-teaching staff :

Head of the Insttution may depute non-teaching smff (ie. Technical sl and
adeninistrative staff} for refresher courses, seminars and workshops on duty as per the
requirement of Instimtion, The staff member should sabmit the report of course J/
R T



3.

PERIOD OF ABSEMCE COMSIDERED AS“ONDUTY" U855

Theteaching staff members will normally be permitted to attend the wurk related to paper-setting,
asseszment at CAP centre, Revaluation, Practical and Cral examdrmion, External Senlor
Supervisor at cxamination centre of Pune University or Board of Technical Examinaton,
Maharashtra Stace. Their period of absence in the Insttution will be treated a5 'On Duty' period.
Howerer, they should take the poor permission for the same, in advance. The consent of such
sssignments should be given only after considering the priosty of the Instirsdonal work,
(Proforma enclosed)

The teachers who are the members of vatious bodies viz, Board of Sasdies, Faculsy,
Academic Council, Senate, Board of Exsmination, Boxed of College and Usiversity
development cte. of Pune University or Board of Technical Fxamination (M.5) will he
permatted to attend the meetings of these bodics 'on duty’. However, they should inform
iy writing and obeain the prior permission of higher anthority.

Permission will normally be granted mo the fseulry members to wotk s member of Locol
Inquiry Committee, Inspection Committee or Fapert Committee sppointed by
University of Pone, AICTE, Gove. of Maharashtra and any other stanurory hogies, Their
period of absence in the Instination will be mested as 'on duty’. However they are nequired
ity inform and obtain wiitten permssson of higher authonty, m sdvance,

Teaching faculty will not be permirted o attend "on duty” the remonerative work of the
Universities, other than Pane University such as paper setting / assessment / revalustion /
praceical and oral exsminations enc.

Thae teachers who are nomirated a3 expert member on vatous statatory bodies of other
Universities or AICTE will e permanted o artend the mestings of these bodies "on doo'
considering their work schedule in the Institate. However, they have to infrom in writing
and obtuin the pror permission from the Head of the Instiration or mansgement.
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SANCTION OF LEAVE B s = . "

Leave myeans the permission giver by competent suthordty s semain absent from the
Witk

Leave cannot be demnanded 23 a right

The competent authorty has  got a fight to sancton es refuse the leave appbed by
his/her employee depending upon the admindstrative and academic requisements of the
Instintl

TYPES OF DUE AND ADMISSIBELE LEAVES

4.1

i231gs =

g &=

(&) EARNED LEAVE: (NON-VACATIONALSTAFF)
Mon-vacational staff include-

(1) Head of Instibation Prineipal / Divector

(1) Advinistrative Stslf

) Staff for essectial services Eke madntenance and security
(&) Hostel Staff

{c} Libwrary Saff

Each emplopes s entitled o 30 days Eamed Leave duricg the calendar year, It will be eredined i
his easned besve sccoanton | Janaary and 1 July, 15 days each.

“The toasl sorummalabed Exrned Leave of any emplopes is restricted to 300 days

Maxizuen 120 days carmed leave will be sanctioned o employee ata tme,

Dhusing the first yeor of service no employee is eotitled to Earned Leave

Application for carmed lesve muse be submitted in advasce forits sanction. (Proforma endosed)
Application for sumed leave must b foe misimum 3 days. Eamed igave can beavailed maximum
thapee rimes in a calend ar yeas

(B EARNED LEAVE FOR VACATIONALSTAFF:

The varational etaff inchades -

“l'eaching Faculty: Lectuger / Assistant Professos / Professor / H.OD

Technical Supporting Seaff : Technical Assisant and Workshop Instrectors,
Vacational Department and vacutlonal staff are all those departments who get regulas
Jong vacatinns after cach semester as declared by the University or concermned stanitory
If employee avails full vacation then he b not ensitled w any Earned Leave,
Emplnyuiad;ﬁnnﬂiﬁngnmdmpuind,rhmhi:mmlui tes Earned Leave for
the period of his detention proportionately (pot more than 30 daysin 2 calendat pear)
Druring the fitst year of service no employee is entitded to Earned Leave,

Earned Leave can not be mvatled in eontinmation of vacation or vacation cannot be tken
mn contnuation of Earmed Leave,

I R R T e T AR S T T T
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Tf any employeeis ransferred from vacationsl department to non-vacational department
or vice versa then the males of camed lesve of concerned depastment o which he is -

tmansfeered will be applicable.
Maximum 120 days earted beave will be ssnctinned to employeeat a tme.
Application: for earned leave must be sabmitied in advance for is sanction. (Proforma

emclossd)
Application for earned lesve mast be for minimum 3 days. Earned leave can be svailed

mmaxirmuen three times in 2 calendar pear .

HALFPAY LEAVE

Each employes is entitled o 20 days a5 Ialf pay leave duting cach calendar year, Trwill be
credited o his half pay leave acoount in two installonents exch of 10 days on Gt day of
Januaary and Julyof the calendar year.

In the calendar yeat in which the employee is appointed, he is enttled to half pay letve
proportionatelyic 5,3 days for each month of completed service.

Half pay leave can be accumalaned,

Hﬂfmmmhmcdnmdmmufnﬂulgmmdummm
{Proforma enclosed)

Commuted Leave (Medical Leave)

Commuated Leave means half pay leave converted trto full pay leave only on valid medical groand.

For this conversicn two days of half pay leave will be considered a5 ene day foll pay leave, Orverand
aberve this, there is no separate provision of Medical Lesve. Commuted Jesve will be subject o the

followring conditions,

i

i)

If sny esmployee does not. join the dary after availing Comenuted Leave, his entire petiod of
the legve willl b treared 25 lesve admissible

IF theemployee is on full tme trsining program, then he |/ she can wvail maoimum upto 180

days half pay leave and may be converted inen 90 days comemuted lesve with full pay. This
concession is permissible for preparation for final examination.

e e e e T L e N R



4.4,

LEAYVE WITHOUTPAY : (Leavenot Due)

Tf oo lemawe 55 2t the balance of keave scoount of the employee and in casehe appliss for leave oo
remizing absent from the daty then such leave period of absence will be treated as leave not due or
leave without pay. (Proforma enclosed), The pesind of leave withoot pay will change the date of
increment, probation pestod and pratuity accordingly.

4.5,

i

4.6

SPECIALLEAVE : Maternity Leave

Maternity leve of 9 daye will be sanctoned by the competent anthoty o lady employes,
Thnhnr:guhmphfumdhﬁ:gmtmnﬂﬂn[mdﬁlﬂmﬂﬁpﬂiﬂdhmd
from the date of starting of leave period.

The matematy leave will be considensd as a specal leave with full pay and it will not be
dehited to any keave accoant.,

Lady employee should subenita medical certificate indicating the probable date of
defivery along with the applcation for maternity leave, She must grve the undertaking that
shewill inform the scrl dare of deliverywith medical certificase.

In continuaton of matcroity leave, the lady employes can iake maximae Gldays leave

which is due and admissible without prodacing medical certificate. In case no admassible
lesve is at her credit, she may apply for leave without pay.

CASUALLEAVE AND OFTIONAL HOLIDAYS

All emiployees are entited o avail numbser of Casual Lesve and Opational Holidays 2s notified by the
Sinte Government from time to tme.

Misinnum 3 days Casusl Legve can be sancdoned ata dme.

The Casual Leave muse be avaded proportionately.

Ang holiday or Sunday can be prefised or suffized o the Casual Leave. Aoy Sunday or
holiday in betwesn the Casual Leave peniod will not be counted as Casual Leave.

I the competent authorty notces that the employes has got & wodency to spend the
Cagual Leave without reason, in such a case it may refuse to sanction the Casusl Leave,
The application for Casnal Lesve must b in the prescribed form and preferably submitted
In sdvance. (Proforma enclosed).

N R TR R AT el E e s 2



5. AGEOF SUPER ANNUATION AND RE-EMPLOYMENT  0iSimsss

i Thnigtﬂfuﬂmnﬂﬁnnufﬂthewhymnfﬁirﬂwdﬁthﬂulﬂmﬁmhduﬁ
will be 6 years, .

if) The teachers in degree colleges / institutions may be considered on the merit for farther
appointment uf to the age of 62 pears and thereafter on year to year basts upto 65 years.

if) The age of superannuation of Librarians, Physical Educstion Personnel and sach other
employess of technieal institotions whe are treated at par with the trachers will be 50 pears,
However, there s no provision of re-employment for such categary of staff

v} Noemployes of Sinhgad Technical Education Society, Pune shall continae to hold any
office after the age of 65 years. However, the management may appoint scnior pezsons /
sxperts in advisory capacinyup to the age of T0years,

6. THE SCHEME OF EMERITUS PROFESSOR s

The seheme of Emeztus Professor is intended to ueilize the services of highly quakified and
expericnced superatmuated professors st degree level Institations |/ Colleges in stimalating snd
achieving excellence in Technical Education, i+, Engincering and Technology, Architectuse, Town
Planning, Managernent, Pharmacy, AppBed Arts and crafis and other areas 2s perthe AICTE Act.
mhdwmqmnﬂ#rww&&ﬂmaﬁﬂhm:ﬂm:m&mhjmmm
fellowing conditions:
1. Eligibiliy:
The person should be an acknowledged Expertin the fied of his / ber specialisation, who
hhm;%hm;mmm;wmm
technical edacation.
2 Tenure:

Emeestus professorship is tenable fora pesiod of swo pears only orup 10 the age of 70 years
whicheveris earlies,

1k e, e e e T T RS R



3. Emetitus Professorship:

It consiss of -

A)

Honotatiom of R 10,000/ - pomo. to the Emenitus Professor for the dutation of
his / her tenute.

B A contgent grant for reseasch work, travel, preparation of project reports etc. On
pm&i:dmnfmﬂmmmmhiﬂmﬂf-pﬂm .
C The honomcom indicated sbove will beover and above any supesnnuation
benefithe / she may be bn recsipt of. } B
o The Emerins Professoeship will be cffective from 1 Januaryorl Julyof theyear
under considentdon.
R s
7. EMPLOYEES MUTUAL BENEVOLENT FUND
Definiton and Purpose

Mumnal Benevolent Pund is 3 fand generated by employees for their rousnual bencfitand to be arlized

for specific

dﬂuﬂmﬁsﬂaﬁnﬂhbyﬁ:u@ﬂmmdﬁrhmmw

Tachnical Edncation Society does not play any role in this fmdhﬂwd‘]bduiml Education
Society may gramnt volantary contributon weands the fland depending on availabdlity of fund and
purpose and cause in specific cases.

Scope

“This is applicable vo all logees of Sinhgad Technical Educardon Society namicly teaching, nof
m.d:ng:.:dminj;m::ﬁ:pﬁuhgmﬂ' ste, who are ontoll of Sinhgad Technical Education
Sndnyudmhrqpmmﬁhhm:nppumuemmmh}mmmﬂﬂmpﬁubhﬂm

Bcheme

1. Employees eligible for this scheme will contibute as fllows

A
B}

Teaching snff Ra20- per month.
Non-teaching / administrative staff - Rs10/- permonth.

z Mnﬂmﬁn@uwﬂhdwﬂﬂhﬁh@d%%caﬁmﬂﬂmﬂmﬂm
Mutuzl Benevnlent Fund A/« _
3, Thu:ﬂb:nmmlmdulyuhumwﬂugwmbﬂnw:

A}
b)
<)
4

Noamsinee of the Sinhgad Technicsl Educstion Seciety + Chaisinan
R::p::mmﬂwn-ft-:ndﬁ:gmﬂ': Membet
Representative of non-teacking staff - Member

Registrar, Sinhgad Technical Education Sockety Member - Secretary

S N e T W T A L . L1
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Dighuwrsement !

Funds will be disbursed only incase of death of member of the Sinhgrad Technieal
Education Sodety Employess Mutaal Besevolent Pund. The amount of disbutsement will
bve: maxirmam wpto the extentof 25%of the total amount sccumulated and  omilablein the
AJcatthat tme.

Sach amount will be dishursed as per the decisdon of the committes and Beoed tolegal
hires or Momines of decessed person.

For all purposes, decisinn of the committee will be firal and binding on all concerned.

In the eventof themember of Sinhead Technical Education Sociery Emplopess Munaal
Bencvolent Fund leaving the job o retifing, amount of his conmbationof Employees
Mutaal Benesalent Fund will nos be refanded. [twdll eontinee o temabn as fand only

RESIDENTIAL ACCOMMODATION IN THE PREMISESOFS.T.E.S.
Staff Ascommmodation provssded in the ramgpar of Tinhged Trcheical Fodwetion Sosiety

Some faculty members and other non-teaching staff metmbers of the different Institubons
under Sithgad Technical Edvcation Society are provided sccommodation in diffsrent
Hostel Blocks. Some staff membsers have been assigned duties relating to the Hostels and
some have been allotted the dusies relating to themaintenance of the campus. Yet some
of the stafl membets staying i the campus do noe have any dary assigned wthem
eithee in the ostels or in the maintenance of campus.

Invewof the Fifth Pay Commisson, the House Rent Allovwance and Tracsport Allowance
rates have been substantially incressed and the emplovessare being paid accordingly. In
view of this, deductions ane ru:n:r.l.u'-ud o be done irsmrds Hﬂu::kur,Tmannrt ﬂ'lug:
and Service Chatges from the salary of employees staying at the campus.

In case of staff members whoare given rent free quarters as pertheir eliphility they are not
entitled for FLEL A and o H A shoakd be paid o them, Howewer, if such saff is assigned
apy additional responsibility like Wasden / Rector / Estate Manageretc_ he / shemay be
exempted from Service Charpes, Water Charpes ete. For all othet staff staying in the campus
their HR.A and Service Charges schedule should be as folkows

R R B L e Pt e o e e L ]



2 Teaching Not as per 50% 150.00
Seandard
A Teaching 3) Single mom | 20000 100,00
b) Single oom | 100.00 50.00
Shating
4, Noa-Teaching a) Standard 100% 125.00
b) Not a5 per 50% 7500
Standard
5. Non - Teaching 2) Single rootn | 200.00 100,00
b) Single room | 75.00 25.00 (per head)
Sharing

4. Regurding Transport :

L. Iastitute Caz exclusively allotted - No Travelfing Aliowance

2 Shared Transpott - Rs, 400.00 p.m. (Irrespective of vacation/leave) to be

deducted.

The above rules of FLR.A., T.A ete will be seviewed every year in the moath of December and

implemented wee,{ January of the pext year.

PO AR S R ST I T A e
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SINHGAD TECHNICAL EDUCATION SOCIETY@

(Regd. No. MAH / 7199-93 / Pune dt. 6/7/93 & F-8282 (Pune) dt. 12/8/93)

19/15, Erandwane, Smt. Khilare Marg, Off Karve Road, Pune - 411 004. .
Tel. : (020) 2545 9751 Fax : 2545 3456 E-mail : stes@sinhgad.edu Website : www.sinhgad.edu

PROF. M. N. NAVALE DR. (MRS.) SUNANDA M. NAVALE
LECT) B.A., MPM, Ph.D.
rf;AOEUI(\lEE::gL)RMEI:lD'\éZ? FOUNDER SECRETARY

STES/Personnel/2011-12/456 Date: 14.03.2012

CIRCULAR

Subject: Prescribing:
1. General Conduct Rules for Teaching & Non- Teaching Employees;

2. Guidelines for writing and processing of Annual Performance Appraisal Reports /
Special Performance Reports of the Teaching & Non-Teaching Employees.

The Rules / Guidelines on following two service matters have been approved:
1. General Conduct Rules for Teaching & Non- Teaching Employees;

2. Guidelines for writing and processing of Annual Performance Appraisal Reports / Special
Performance Reports of the Teaching & Non-Teaching Employees.

These Rules shall come into force from the date of this Circular. .

The guidelines for writing of Performance Appraisal Report shall be taken into consideration
while writing PAR’s of the employees for 2011-12.

These rules and guidelines shall be applicable to all Teaching and Non- Teaching employees
working in the Institutes / Colleges / Schools / Offices etc. run by the Sinhgad Technical Education
Society; Pune, Savitribai Phule Shikshan Prasarak Mandal; Kamlapur, Shrinath Shikshan Prasarak Mandal;
Kondhapuri and Shri. Yashwantrao Chavan Shikshan Prasarak Mandal; Mumbai.

All the Heads of Institutes / Colleges / Schools and Chief Executive Officers of all Campuses are
directed to circulate the rules amongst all staff members working under them and to ensure the

implementation.

Encl: As above

(Prof. M. N. Navale)
President

P.T.O. /-
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CONTINUATION SHEET ....

s

Directors of all Institutes of STES/SPSPM/SSPM/SYCSPM.

Principals of all Colleges / Schools of STES/SPSPM/SSPM/SYCSPM.
Dean, SKN Medical College and General Hospital, Narhe.

Chief Executive Officers of all Campuses of STES/SPSPM/SSPM/SYCSPM.
Resident Officer, SSPM, Kondhapuri.

Transport Officer, STES, Narhe.

Estate Officer, STES, Vadgaon.

Select file.

PNOUVAEWNRE

Copy for information to:

Founder Secretary, STES.
Secretary, SPSPM, Kamlapur.
Director (Finance), STES,
Director (Administration), STES.
Director (Engineering), STES, Vadgaon.
Director (Academics)

Director (Education), STES.
Director (Placement), STES.
Project Manager, STES. )

10 Sr. Assistant to President, STES.

\\s./’
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STES/Personnel

General Conduct Rules for the Teaching and Non-Teaching Employees.

Following Conduct Rules are prescribed for all Teaching and Non-Teaching employees in the
Sinhgad Technical Education Society, Pune; Savitribai Phule Shikshan Prasarak Mandal, Kamalapur;
Shrinath Shikshan Prasarak Mandal, Kondhapuri and Shri Yashwantrao Chavan Shikshan Prasarak

Mandal, Mumbai.
1. Integrity and devotion: Every employee shall at all times:-

i) Maintain absolute integrity.

i) Maintain devotion to duty and do nothing which will bring dis-repute to the Institute/ College
/School or affect its interest adversely.
(An employee who habitually fails to perform the task assigned to him within prescribed time and
who is habitually not punctual or frequently remains absent without permission shall be deemed
to be not maintaining devotion to duty).

i) Every employee holding a supervisory post shall take all possible steps to ensure the integrity and
devotion to duty of all employees for the time being under his control and authority.

2. Maintaining confidentiality of information: Every employee shall maintain confidentiality of the
information provided to him while performing duty and shall not disclose it or make private use of it
without prior consent of the President.

3. Every employee shall endeavour to obey these rules and shall obey all the lawful orders of his
superiors under whose control or supervision he has been deployed from time to time.

4. The directions/ instructions of the official superior shall ordinarily be in writing. Oral directions to
subordinates shall as far as possible be avoided. Where the issue of oral directions becomes
unavoidable, the official superior shall confirm it in writing immediately thereafter.

5. An employee who has received oral directions from his official superior shall seek confirmation of
the same in writing as early as possible, whereupon it shall be the duty of the official superior to
confirm the directions in writing.

6. Prohibition against Trade and Business: No employee shall except with the previous sanction of the
President; engage directly or indirectly in any trade or business or undertake any other employment.

7. Insolvency and Habitual indebtedness: When any employee is adjudged or declared an insolvent or
when a part of his salary is constantly being attached, or has been continuously under attachment
for a period exceeding two years, he shall be liable to be terminated from service.

8. Taking part in Politics: No employee shall be a member of or be otherwise associated with any
political party or any political organisation.
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9. Prohibition against connection with Press: No employee without prior approval of the President
shall make any statement to media, electronic media or Press, regarding activities of the Sinhgad

Technical Education Society/ Associate Trusts.

10. Publications: Except the cases where the publication is of a literary, technical or scientific character,
previous approval of the President is required for publication of books or articles by himself or
through a publisher. This is applicable to radio broadcasts or articles or letters to newspapers or

periodicals also.

11. Acquiring Higher Qualification: Any Employee desiring to acquire higher qualification / to attend
Classes or to do research work while in the service or to continue his studies which have been taken
in hands prior to his joining the service shall obtain permission of the President in writing for the
same.

12. Giving evidence before Committee: No employee shall without previous permission of the
President give evidence in connection with the society’s/ Associate Trusts’ affairs, before any
enquiry conducted by any person or authority.

13. Acceptance of Gifts: Employee shall not accept gifts from clients/vendors/suppliers.

14. Employee should maintain the highest standards of professional ethics and behaviour. The
following guidelines shall be followed:

® Shall be efficient and show due diligence,

° Shall be impartial and honest in the discharge of the assigned duties,

° Shall not use any information obtained during the course of work for private use,
e Shall always treat others in a courteous and professional manner,

-

Prohibition against outside influence: No employee shall bring or attempt to bring any political or
outside influence pertaining to his service under STES/ Associate Trusts..
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16. Contracting of marriages:
a. No employee shall enter into, or contract, a marriage with a person having a spouse living,

b. No employee having a spouse living, shall enter into, or contract, a marriage with any person

17. Prohibition against dowry: No employee shall
a. give or take or abet the giving or taking dowry,

b. demand, directly or indirectly from parents or guardians of a bride or bridegroom, as the case
may be, any dowry.

18. Sexual harassment :
No employee shall indulge in any act of sexual harassment of any female employee at her work

place. All employees or persons in charge of workplace should take appropriate steps to prevent

sexual harassment at workplace.



19. Taking part in demonstration: No employee shall engage himself or participate in any
demonstration which is prejudicial to the interest of sovereignty and integrity of India, the security

of the State,

Or
Resort to, or in any way abet, any form of strike in connection with any matter pertaining to his
service or service of any other employee.

20. Consumption of Intoxicating Drinks and Drugs: All employees shall;
a. Strictly abide by any law relating to intoxicating drinks or drugs in force in any area in which he
may happen to be for the time being;

b. Refrain from consuming any intoxicating drink or drug in a public place;
c. Refrain from chewing tobacco/ Gutaka or smoking while on duty / at the working place;
d. Notappearin a public place in a state of intoxication.

Interpretation —

If any doubt/ dispute arise relating to the interpretation of these rules, it should be referred to the
President, Sinhgad Technical Education Society for final decision.




