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GRADE STRUCTURE

Grades _ Designations

Non Teaching staff {non-academic)

1 Office Boy , Driver , Gardener , helper, attendant , Lab Attendant, Sweepers,
Scavengers , Carpenter, Cleaner , Helper, Cook.
Jr. Assistant, Library Asst., Jr. Accountant, Warden, Eiectrician, AC technician,

G2 Receptionist, Office Assistant , Record Assistant, Technical assistant, Admin
assistant , Computer Operator.
Sr. Accountant, Technical Supervisor, Sr. Executive, Asst. Admin Officer, Asst.

a3 Librarian, H/W Engineer, Electrical Engineer, PRO, Personal Assistant, Sr.
Assistant. Jr. Technician (ITl), Lab Technician, HW Technician, Sr. Lab Assistant,
Assistant Foreman, Electrical Engineer

G4 Executive, Computer Programmer, Sr. Lab Technician, Electrician, Sr. Assistant,
Supervisor, Electrical Supervisor, H/W In charge, Foreman , Assistant Librarian

G5 Office Manager, Administrative officer, Accounts Officer.

GE Assistant Professor, Librarian, Examination In-charge, Placement Officer,
Regional/Divisional Auditor.

& G7 Associate Professor, Controller of Exams,

G8 Prnf‘éésnr; Visiting Faculty, Adjunct Faculty, Professor Emeritus, |

9 Vice Principal, Dean ~Academics, Dean —R & D, Dean — P & D, Dean —
Placements )

G10 Principal

G11 Director, Academic Director

G12 Managing Director, Executive Director

lé
.”'_." . s - ."'_;:____.——“' r e S
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1. RECRUITMENT POLICY & PROCEDURE
OBJECTIVE

The Organization recruitment policy aims at attracting and retaining the best
talent in the educational field so that the right quality of manpower is available to
the Institution at the right time. The Institution woulid seek to ensure, as far as

possible, that the selection process is transparent, fair and reliable.

1. ELIGIBILITY&APPLICABILITY

e
2.1 This policy is applicable to all new recruits in all grades of Teaching &Non-

Teaching departments

2.2 Provision in approved HR annual operating plan (AOP) will be a pre-requisite
for all recruitment in the organization

y RASCI

3.1 Responsible ~ : HRD

3 3.2 -Approver  ~ :HOD-HR/DIRECTOR
¥ B
3.3¢* " Support : PRINCIPAL/HOD’s /HR
3.4 inform : HOD/HRD/A& F Department

3 POLOLICY & PROCEDURE

4.1  Selection of Personnel in Grades / Bands
4.1.1 Vacancy:
When a budgeted vacancy needs to be filled up, the Manpower Requisition form
with minimum qualification, experience and salary range, duly approved by the
Head of the Department/Institution, the same should be forwarded to the HRD.

HRD will obtain management’s approval before initiating action. For creation of

— W o G = o .
2 s~ - Rk
- ~

N
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new post, the Principal has to submit the requisition requirement form with
justification duly approved by the Head of the Department to HRD. The HRD will
review the application basinglmn need and financial implication and forward to
management for approval.

4.1.2 internal Selection

HR will first examine whether the approved vacancy can be filled up from among
the internal candidates, either by way of transfer from the surplus staff or by way of
up gradation/ promotion.

4.1.3 Open Market

If no suitable person is vailable within the organizalion / institution, HR will
proceed to fill up the vacancy from the open market. In case, candidate who
attends the interview is rejected, he/she is not eligible to asttend the interview with
in next 6 months. p

ment -

&

4.1.4 Advertise
HR will, in c;nsult'aiinﬂ with the Recruitment authority, prepare an advertisement
for ;e!;ase in the newspapers/browse from job portals. If the decision is to entrust
the selection work to a Placement Agency, the advertisement will be forwarded to
them.

4.1.5 Scrutiny and Short listing

HR will, on receipt of the applications along with the desired documents and two
referrals, screen them so as to draw up @ short list of candidates for Preliminary
ir;teruiew. Technical/functional interviews shall be scheduled after consulting with
concerned technical/functional Heads.

Note: In general terms, the Institution may not pay of -eimburse the TA/DA and

other expenses to the candidate called for an interview.

e (“\"
'_, 3 z :.J' ' .
@ M E@ 3
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4.2 Interview Panei

The Preliminary Interview Panel will be constituted by the HR in consultation with
the HOD/HR/ Principal/ Director.
4.3 Process of Approval

4.3.1 Selection & Salary Fixation will be made by as per the following chart

Nun-Teachinﬁ Staff

e ——

i Manpower Requisition _ Salary Apﬁ}aﬁéng
S F des: !
alary Fixation Grades Approval Authority nterview Panel Autharity
Director+ Principal+ |
Jp to Rs.20000 Gross Salary | HOD+ HR+ Principal Dept HOD+ Regional | HR HOD + Director
HR (As per defined
idelines
Rs. 20001 Up to Rs. 50000 | HOD+ HR+ academic Director +Principal+ Biitehnes
Sross Salary Coordinator +Principal +Dept HOD+HR HOD
| HR HOD + Director +
< 50001 and above Gross | HOD+ HR+ academic Director +Dept HOD+ | Executive Director/

Salary . Coordinator +Principal HR HOD Managing Director

&

TeachTﬁg Staff Saiar_*,r‘ Fixation Chart

|
Intervi | ] ; )
Mhesrvicg P Designation Consolidated Consolidated Salary Approving Authority
Salary P.M
Above Rs.80,000 | Managing Director/Executive Director
Professor
Director+ Up to Rs.80,000 | HR HOD + Director + Academic Director
princinals Associate | Above Rs.50,000 | Managing Da.rer:mrjExer:utwe‘Dlr?c?:r
Professor Up to Rs.50,000 | HR HOD + Director + Academic Director
HR HOD + _ | ‘ _ | | H
Assistant Above Rs.30,000 | Managing Director/Executive Director
Subject Experts Professor 3 :
) | Up to Rs.30,000 | HR HOD + Director + Academic Director |
L} “r'
%
— ® o i l\
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Note: While considering Recruitment of the candidate, age shoulc

4.4 Appointment/Provisional Letter

The selection result will be informed to +he candidate after ascertaining the
antecedence etc. In any a case it should not take more than 07 working Days.

The standard letter of offer of appointment/Provisional order will be issued to

the candidate / prospective employee.

5.0 Induction / Orientation

HRD has an induction program, and the new recruits are exposed to various
functions and Teams before being placed in their actual jobs. The Induction
training will be carried out where in which the employee will undergo be
provided orientation to oOn Institution history and ohilosophy, rules and
regulations, facilities, and policies and procedures, basic etiquettes and HR

policies. They will then report to their respective HOD’s for a detailed

above 18 Years

A introduction to the sctivities of the department and the Staff.

-2 6.0 Probationary Period

_Peﬁud of Probation: All employees will be on probation for 2

year irrespective of the cadre and category. During probation, they can be
taken Casual leave only on pro rata basis. The employee can resign during
probation period by with a notice period of one month. However, the

management can terminate him/ her without any prior notice at their

discretion.

7.0 Confirmation:

Employees, whose performance 1S found to be satisfactory / good can be

confirmed in service at the end of the orobation pericd. An employee 1S

deemed to be confirmed only after a letter 10O

this that effect 1s issued

period of one

- A= -5 J M
= — { -
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indicating the satisfactory completion of the probationary period. From the
day of confirmation, he is entitled for employment benefits as specified in the
Service rules/HR policy.

& Annexure:

Annexure-1 : Manpower Requisition form
Annexure-2  : Interview Assessment form

Annexure-3  : Talent Acquisition form

Annexure-4 :Joining report
*'..
|
. |
- el |
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| 2. ATTENDANCE POLICY
1. OBIECTIVE

The objective of this policy is to provide guidelines for managing the HR Office

effectively and to generate concerned reports.

2. ELIGIBILITY&APPLICABILITY

This policy applies to all regular and contract employees of Narayana

Professional Institutions.

3. RAS(]
3.1 Responsible : Individual
3.2 Approver : Principal/HOD/Director
33 Support : HRD
34 Inform : HOD/HRD
2. POLICY & PROCEDURE ¢
e A "y

4.1.0 Jtis mandatory that the previous day'’s attendance data is captured from the

" Time Office machine system data on a daily basis.

4.1.1 In order to prevent the machine system from being getting over loaded the

total number of swipes should be closely monitored and maintained to the

designed capacity.

4.1.2 Posting of recorded data is to be done immediately. On posting, from the
sorted attendance data, various reports are to be generated. All the leaves
should be applied in prescribed Leave form and the same to be ‘updated in

Attendance software on day to day basis.

L 11} “

-
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base data of an employee’s attendance, in order to monitor his/her
This data

4.1.3 Employees attendance has to be generated on a day to day basis. This is the

punctuality and for processing the same for payment of salary.
helps to highlight the habitual absentees, employees on unauthorized leave,

absconded individuals etc.
4.1.4 Attendance of the employees being recorded on the Attendance Register

must be restricted. However where it is done then manually up-dating of

Time Office software records needs to be done simultaneously.
(for

4.1.5 Late coming report of the employees is generated on a day to day basis
orevious day). This is the base data for processing the late coming deductions

from leave/salary.
4.1.6 Early going report (of previous day) of the employees is to be generated on

day to day basis. Thisis the base data for processing the early going

deductions from leave/salary.
"
4.1.7The posting of leaves / compensatory off's sanctioned have to be updated on 2

daily basis. The same should also be updated on the Leave master.

£ 2 Procedure for Late attendance deductions
The late deductions report is generated on 26"of every month. The period for

~alculation is from 26th of previous month to 25th of current month. Leave will

se deducted against fate coming. At the initial instance CLs will be deducted; if
shere is no CL balance then SLs will be deductead. Leave will be deducted as per

the following procedure
!
I."-"x_ll' ]"‘2
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Late coming Deduction

——

L)

Jp to 15 mins (03 times in payroll period) No Deduction (i.e., grace period)

24"t0 05" time late deduction of 01 day

deduction of 01 day + Disciplinary
57 time & above for each late coming action as per rules of Disciplinary
Policy .
% The total Late Comings in a month should not exceed one hour (three

chances put together).
Deduction for all other late comings / early goings is worked out on the above
mentioned model of calculation. If there are no leave balances then salary will be

deducted.

£ 3 Procedure for permissions

mployees are allowed to avail permission for going out up to a maximum of two
times in a month for a duration of not more than one hour on each occasion for
stremely important reasons and urgent work at the discretion of the permitting
uthority. Appmpriate deduction will be made for those who avail permission on
“ore than two occasions or when the permission period exceeds one hour on
gach-occasion.

{1

18]

!

£ £ Procedure for monitoring time office operations

The HR Dept is responsible for time office functions, it must monitor the swipe of
=mployees to ensure that it is correctly done. Proxy swipe and any other form of
misuse should not be permitted.
Annexure:

Annexure-5 - Attendance Punch Missing Form

Annexure-b . On Duty Form

“ Annexure-7 - Permission/out pass slip

1
™
o ;
~ o !
- B “ ! 4
- - | ot ] / 0
i } il = L R .
- 1 ]
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3. LEAVE POLICY

1.0 OBIECTIVE

The very objective of framing the Leave policy in our institution is to provide

reasonable opportunity 10 the members of staff to meet their medical
ﬂxgenmesXemergemies and also to attend to their i;}Ei'S{}ﬂai and domestic
oroblems as well as requirements. Unless a member of <taff is free from other
hurdens, concentrating on his teaching and other official functions could be
~ffected adversely, is the idea behind providing them with the reasonable
opportunity to rake leave from their duties while earning their salaries for such
leave of absence. Keeping these aspects in View the policy 15 designed/

formulated.

10 ELGIBILITY & APPLICABILITY

All the members of staff who have put in @ minimum of one year service and

-

=re confirmed on the regular rolls of the college would be eligible for the
ﬂaves detalled herem helow. Other emplioyees those who have not put in

wmmum service as prescribed and those who are on temporary / casual rolls

and working on daily wages will be given casual leave on prorate basis

3.0 RASCIF
3.1 Responsible Individual
3.2 Approver . Principal/Director /HOD
3.3 Support - HOD/HRD
3.4 inform - HOD/HRD
3.5 Final Authority: Director/Management

5. The above authority depends on the Cadre/category of me-*nbers of staﬁ

<ituation and the condition in which the leave is applied and the type of 1eaue

-_— :
N (D
!. t,.r*"" ] N P (=a et
- i
| srepared By Reviewed BY Approved BY
i Pt of Human Resources ) {Direﬁar-NEP{l} (Management}
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applied.
£ 0 Policy & Procedure
£ 1 CASUAL LEAVE: :Members of staff who have completed one year of service are
=ntitled for twelve (12) days Casual Leaves, which will be credited in two phases L.e.

S t s .
Six Casual leaves on 1% January and the remaining Six casual leaves on 1% July every

D
L

#

211 C.asual leave should be availed with prior approval from the HOD and after
sanction from the Principal. However, in case of emergency where there is no
opportunity to take prior approval, information should be given to the HOD
though message or through phone and <ubmit the Casual Leave application
‘mmediately on resuming duty. Such facility is allowed only twice in a perioa ie.
from January to June and July to December. In case of repetition on 3 time

+hen the leave wijl be treated as two leaves against applying of one day casual

i

ave. _;
£12 Casygtleave will b'e. credited at the rate of Six days during the first six months of
fhe calendar year (i.e. 1% January to 30" June) and @ member can avail a
—aximum of six days only during the first six months, not beyond that.
zemaining Six Casual leaves will be credited during the remaining six months of
the calendar year (i.e. 1% July to 31% December). However, in case a member of
<+2ff does not avail all the six leaves during the first six months, such un availed
" casual leave can be carried forward to the next six months of the calendar year.

n availed casual leave (left over casual leave) after the calendar year i.e. 31%

December will automatically gets lapsed

0

i
== ...-F-,IJ ..'-' % e :
g - f i |

1 {\.\_"

-
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asual Leave can either be prefixed or suffixed with holiday/weekly offs, not on
20th sides of the holidays/weekly offs. In case Casual leave is availed on both

sides of a holiday/Weekly off, Intervening holidays or weekly offs will be

onsidered as casual leave and CL to that extent will be debited from the leave

redit of the member of staff.

= L% Member of staff whose service is less than one year, will be entitled to Casual

-eave from the date of joining, calculated on pro rata basis, i.e. @ of One CL per

i

very completed service of one month from the date of joining and the same will

|
]

e creaited on the first day of succeeding month

]

-> (Casual leave cannot be permitted to be availed for more than 03 days on each

staff availing casual leave has to obtain prior permission/sanction of leave
supbmission  of leave form with all permissions) in ordinary course, in
exige: me':femergenmes Casual leave can be availed without prior permission

sanction on‘two occasions each (For two CLs) in first half and second half of the
*-f":-é“:ar vear. When any member of staff exceeds this limit of two occasions,
=zve zvailed over and above two times without prior permission will be treated
2s double the period of leave availed. For eg., if One CL is availed without prior

oermission exceeding two times in six months period it will be considered as two

i
L

CK LEAVE: Every teaching/Non teaching member of staff completed one year
o service will be entitled 12 days Sick Leave in a Calendar year. Trainees and
yther employees working on temporary/casual basis will not be entitled to Sick

_eave An employee availing Sick Leave due to prolonged iliness should give the

:I;‘m"- f
| (ol
— '
"s=oared By Reviewed By | Approved By
§  Bemr o ~—zn Resources ) {Director-NEPC) , {(Management)
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|

srobable date of resuming duties basing on the doctor’s certification to consider

nis / her request for approval/sanction of leave by the HOD/ Principal/Director.
£ 18 Sick Leave can be accumulated up to @ maximum of 30 days; credit beyond 30
Jays cannot be carried forward and over and above 30 days will automatically

=ts lapsed.

iy

n special circumstances for members of staff not covered under ESI,

management reserves the right to grant additional sick leave in genuine cases of

ong iliness. Such cases have to be referred to the Director with the

-ecommendation of the Principal.

£ 1 10 Sick leave to the credit of the member of staff cannot he en-cashed either during
the period of his service or at the time of his leaving the services.

£ 111 Sick Leave can be prefixed or suffixed with holidays/weekly offs. However, such

~olidays occurring during (in Between) the period of leave will be counted as

Ll

—
st

-t of Sick Leave. .~

¢ 1 12 sick leave should be availed for a period of minimum two days at a time, for less

v

+han two days, sick leave 1S not permitted.

£ 1 13 Member of staff availing Sick leave has to attach Medical Certificate from a

zistered \iedical Practitioner, while availing sick leave, irrespective of number

.« 12 A staff member can avail only 50% of the sick leave he is eligible for during the
<t six months of the calendar year and balance 50% can be availed during the
-=cond six months’ period. As has been made clear un-availed sick leave 10 a

q ~aximum of 30 days can be carried forward to the next year.

% 1 15 Sick leave should be availed with prior approval from the principal and after

:fl 4 1 .-: = R - . A ig@_nﬂ_‘_‘ ?ﬁ‘
. Peepared By Reviewed By Approved By
| Bl o Fmman Resources ) {DEre:‘mM‘éEPE} (Management]) i
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=anction from the Director.

£ 3 MATERNITY LEAVE: Maternity Leave for a period of 180 days can be availed by
;omen staff. The same will not be sanctioned on more than 2 occasions in the
=ntire period of their service.

121 Employees covered under ES! will be entitled for maternity leave as per ESI Act.

£ 72 Before proceeding on Viaternity Leave the :ndividual concerned will have to
~roduce a certificate from the doctor indicating the probable date of delivery,
~ased on which she will be canctioned Maternity Leave as indicated above.

273 Asageneral rule 180 days of leave will be ~vailed in two parts i.e. 90days before
-nd 90 days after the date of delivery, or as per the convenience of the
-ancerned woman staff member at the discretion of the Principal/ Director

272 In case of requirement of maternity leave for further extended period beyond
the permitted Leaue the same could be adjusted against Sick Leave if any to the
credit Df the cuncerned woman staff member, in which case the request for
axzzemian may be considered subject O furnishing of 2 Medical Certificate from

' 2 Registered Medical Practitioner at the sole discretion of the Director at the
-=commendation of the Principal.

£ 7= A member of woman staff should have completed one year cervice for getting
~ligible for Maternity leave.

275 Maternity leave should be availed with orior approval from the principal and

.or sanction from the Director.

g 3 ACADEMIC LEAVE: Teaching staff those who have completed one year of service are

. ~=rmitted 10 go ON Academic leave for the purposes of Academic interests such as

< pursuing further higher qualifications like ph.D. etc. or for Seminars,

: * Y
s=pared By Reviewed By | Approved By
B o Smman Resources ) (Director-NEPC) (Management)
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sosiums, workshops etc which may personally benefit him in his career. As such,
-=aching staff are entitled to 12 (twelve) days of privilege Leave in a calendar year

=y o
.
Ty

)1st January to 31st December) for purposes of Academic interests only with the

srior permission of the Principal and Director. In extraordinary situations, Director
£31 Those that join the college midway during the year will get leaves on pro rata
hasis. Leave should be availed with prior approval and sanction from the

Principal/Director.

£32 Leave cannot be accumulated. Un-availed leaves will lapse at the end of the
calendar year. Leave can be prefixed or suffixed with holiday/weekly offs.
However such holidays occurring during the period on Leave will be counted as

part of leave.
£ £ COMPENSATORY OFF: Compensatory off is granted to those members of staff, who
tf’ nave performed duties i-:'..i.r! their weekly off/ holidays, with the prior written
permission from the Principal. While working on Sunday or on any other declared

‘

noliday, staff should work for a minimum period of eight working hours for eligibility

>f one Compensatory Off.

451 In order to meet exigencies of Institution work, employees who are
permitted to work on their weekly off/declared holidays will be allowed
to avail compensatory off.

452 The compensatory off earned during the six months’ period i.e. either
during the first six months or during the second six months of the

calendar year, should be availed within that six months period only. Un

o, -
— - = — p:\. '. | "
- e s L f
F - { i. . i -

—_— e
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a

i

availed days of compensatory offs of any six months’ period cannot be

~arried forward to the next six months under any circumstances.

L
Ll

Compensatory off will be sanctioned by the Director with the

-ecommendation of the principal.

4 Compensatory off should be availed with prior approval from the

orincipal and after sanction from the Director.

ON DUTY: In caée 2 member of teaching staff is deputed by the management on

e specific instructions of the University on duties like Observer, for paper

-luation or any such other official function either of University or of the college,

hen his period of absence 10 the college will be treated as Official Duty (OD). OD

He sanctioned by the Director with the recommendation of the principal.

PROCEDURE TO AVAIL LEAVE:

4.6.1. An employee shall appl'.; fmr leave in the prescribed Leave Application
Form mentmmng the reasmn The same has to be submitted to the HOD

for recommendatmn ,/ sanctmn HOD shall recommend the leaves of his/ner

'l"‘

Department members of staff and the same shall be forwarded to the

Principal for sanction. After sanction the leave form will be forwarded to

HR for maintaining leave record.

46.1 In case a member of staff wants to cancel sanctioned leave in full or In
part, he/she shouid obtain the recommendation of the HOD on his leave
cantellation letter and submit the same to the HR. The application should

be submitted within 24 hrs of the availing dates and in any Case€ before

20th of the current month

=

oL
F o
— " 3
. i 2_ A
.l::j _.-'"' o
-~

e e

o ————
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4.6.2 As payroll is processed from 1st to 30th / 31st of the month and

attendance from 26" of the preceding month till 25"

of the current
month, leave availed tiil 25" of the present month will be taken Into
sccount in order to calculate monthly salary. Leaves availed from 25" to
30th / 31st of the current month will be calculated in the succeeding
month’s payroll.

2653 Leave without pay: In case an employee exhausts all his / her leaves, he /
she may be granted leave without pay in special cases, at the discretion
of the Principal/ Director.

4.6.4 All Departments and members of staff should adhere to the leave policy
for systematic recording of attendance. leave records should be
meticulously maintained/ updated by HR.

Annexure :

Annexure-/- . Leave application

—
I8, !E *
|
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‘ B of Buman Resources ) {Director-NEPC) (Management)

Page 19 of 50

G Scanned with OKEN Scanner



NARAYANA PROFESSIONAL INSTITUTIONS | Version : HRM/01

Dept of Human Resources | |ssue Date :01-Aug-2018

4. TOURS& TRAVEL POLICY
L OBIECTIVE

To orovide guidelines to employees for reimbursement of expenditure towards travel,

~~==! food & incidentals incurred during travel on business, official work or training.

i

IBILITY&APPLICABILITY

L)

RASC

3.1 Responsible : Individual

3.2 Approver - Director/Principal

3.3 Support . Accounts Department

34 inform - HOD/ Accounts Department

< POLICY & PROCEDURE

4.1 Susiness visit / official work would be treated as “tour”, if the visit is to @

N

piace outside tlmég:;i‘wr limit from respective location and the distance to the
place of visit is more than 100kms and / or the duration of the travel Is
more than 06 hours.

4.2 It is necessary that every employee before undertaking the journey has to
get the tour program approved by approving authority

23 For the purpose of allowances, a day is considered as 24 hours from the
trime one leaves home, with 12 hours intervals counted as half-day.

4.4 Where tour is for attending a conference, participating in an event, Group
booking of hotel should be done to avail negotiate dates. The same should
be coordinated with the rest of group neople.

4.5 Where employees travel on tour together, twin-sharing accommaodation

>repared By Reviewed By Approved By
S oF Human Resources ) (Director-NEPC) (Management)
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shzll be utilized.

26 Tours lasting between 3 to 5 days will be approved DY HOD/Principal and

W]

Tours exceeding five days will be approved by Director

4.7 Classification of Cities/ Towns:

cor the purposes of these instructions cities/ towns will Be classified as under

e — e —

Cla E-Eifi:agun ‘I Cities & Towns |
| s - |
Group A “Chennai, Delhi, Hyderabad, Kolkata, Bangalore ‘Mumbai , Pune |
snd other metro cities
Group B All other state capitals other than in A-class and Vizag,

Vijayawada ,Guntur, Tirupati, Waranga!, Rajahmundr\;; |

| Kakinada, Surat, Aurangabad, jamshedpur, Patna and Bellary .
| |
roup C | All District Head Quarters / Major Viunicipal Corporations other |

| than in “B" class ll

()

Group D !! All other places nmt_speciﬁed above

_—

F o

o S Trawel expenses.

The authorization of travel while within the nlaces that are being toured is as

"Eit_iawa
F Eligibility =
Designatio e |
Designations/Grad l. ~ (mode of travel) By ot ‘
59-G11 \ i1 AC Train/ Sleeper BUS I|_
e e — = -
35-G8 il 11 AC Train/ Semi Sleeper BUS |
Glto G4 ‘ Sleeper Class Train /Luxury Bus |_

ar—

=2 Travel allowance is given to an employee to cOVer the expenditure normally
~curred by him while he is on tour and IS not intended to be @ source of

' ncome.

E
"1.\\.
- ™ 3
- - = T | =i LA T
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= Lodging expenses:

=1 Employee himself arranges the hotel accommodation; the permissible limits
~f reimbursements are shown in the table below.

amount (Rs.)
| =22 A Grade B Grade C Grade D Grade —i
Amount (Rs.) Amount {Rs.) Amount (Rs.) Amount {Rs.)
.. 2500/- + Tax 2000/- + Tax 1500/~ + Tax 1000/- + Tax
- 2000/- + Tax 1500/~ + Tax 1200/-+ Tax 800/-+Tax
B o 1500/- + Tax | 1200/-+ Tax - 800/-+Tax | 600/-+Tax

| : ]
= 2 Where institution guest House Jaccommodation facility is svailable, staff will

have to stay in the same.

Employees can stay organizing his own arrangements, incase Employees are

i

staying under own arrangements then tariffs will be paid 50% of Lodging

F o

sntitlement.

7 Boarding expenses: |
7.1 Boaeding expenses shall be payable to the Employees on tour when they are
Hzlting at outstations and aiso when they are in journey. Boarding expenses will
5o claimed on actual, based on submission of bills, subject 10 the maximum

smount as per entitlement given in below-

S A Grade B Grade CGrade |  DGrade |
Amount (Rs.) Amount {Rs.} ATR?}H? Amount (Rs.)
- - 6500 500 400 300
- 400 300 250 200
o 300 250 T 200 150 -

| | a

P '
\ :"..
-~ it} 1
— N )

el [
5 e
-
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I 7 2
-

- - -

Employees preferred to have food other than the hotel where they are put-
up, shall only claim 75% (rounded-off) of the eligible amount without
submitting any bills for food/boarding expenses.

Bills may be waived in case of certain minor items such as tea, mineral water
etc. Where bills are not normally provided by vendors, in such cases, self
certification will be necessary

onveyance

The authorization of conveyance allowance within places that are being
toured is as follows:-

C Grade

zrzcs A Grade B Grade D Grade
Amount (Rs.) Amount (Rs.} Amount Amount
(Rs.) (Rs.)
3611 CAB | _ CAB. CAB CAB
- AUTO AUTO AUTO AUTO
- =~ PUBLIC TRANSPORT/AUTO
5 Other incidentals:

;raf'éﬁpenditure which is not connected to tours like purchases of gifts, any
freight paid etc., shall not be included. All such expenditure shall have to be
sbmitted by the Employees separately after obtaining the approval of the
approving authority for taking reimbursement

L

General guidelines

1 Soon after the journey is completed the Employees shall submit the
=xpenses bill in the prescribed form. If any advance is left over, the same
<hall be remitted to the accounts office within 3 days of completing the
journey.

102 The expense statement with bills shall initially be submitted to the HOD.
After the bills are certified and approved by the HOD, the Employees shall -
<ubmit the same to the Accounts Department for adjustment of advance
and for necessary accounting.

aAnnexure: Annexure- 8 :TA &DA format

b, i
Y O
! - LEn 1
- ik L LW ! 8
J‘ - ﬂ-‘""' "
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5. LOCAL CONVENIENCE POLICY

1. OBIECTIVE
1.1 To provide guideiines 10 employees for reimbursement of reasonable local
conveyance expenses when own vehicle is used for official purposes

12 To enable employees 10 travel with comfort, contributing to work
effectiveness.

s  ELIGIBILITY&APPLICABILITY
all employees on regular rolls of Narayana professional Institutions

3 RAS(
3.1 Responsible Individual
1 3.2 Approver - PRINCIPAL/Director
3.3 Support : Accounts
| 3.4 inform - HOD/HRD
! £ Policy & Procedure

F oo

41 Employees using their own vehicles for official work are entitled to claim

s sl S—

reimbursement at the following rates:

~rades of Rate per Km. (Amount in Rs.) J
Employees —Four Wheeler (4W) | Two Wheeler 2W) |
33-G10 | Rs.7.00 | Rs.3.00 |
‘ ' G5-G8 | Noteligible | Rs.3.00 |
\ G1-G4 Not eligible ll Rs.3.00 l]
1.2 Employees using public transport or Autos will be allowed reimbursement at
actual.

£ 2 Reimbursement <hould be claimed on 2 weekly basis.

4 4 Local conveyance expenses will be claimed in the prescribed format giving due
justification

-

‘ 5. Annexure:
Annexure-9 . Local conveyance reimbursement form
: 's
\ |
srepared By Reviewed By | Approved By
B of Human Resources ) (Director-NEPC] | (Management)
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6. EMPLOYEE SALARY ADVANCES POLICY
B ORECTIVE

"2 zssist the employees to tide over the difficulties in day to day / special
/ scc=sion/ fund requirements

= EUGIBILITY&APPLICABILITY

%8 employees on regular rolls below G4 Grades of Narayana Professional
msotutions

RASC]

Responsible : Individual '!

32 Approver : Director
33 Support : Accounts/HRD
¥ 34 Inform : HOD/HRD

Policy & Procedure

o~

£1 Purpose for which staff advances can be recommended.

Medical expenses
If*erni5e of family members
ii. Self Marriage

Event Management & Tour

Employee is eligible for advance equivalent to one-month Gross Pay. Who
have put up more than five years service in the organization. However in the
view of event management, the employees may draw reasonable estimated
advance for their proposed tour/Events. While submitting the tour prmgr'amf
planning of event the employee shall indicate the amount of advance required

and same would be approved by approving authority.

- W Pev,/ M‘

Prepared By Reviewed By Approved By
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£3

£6
4.7

S

5.1

General Ghmq;_i_ﬁnes:
-

Staff advance shall be paid once in two vears not exceeding the eligible
amount in the events of self marriage, medical expenses and demise of
family members. '

The amount will be recovered in 06 equal monthly instaliments commencing

from 01 month after the advance is given.

This monthly installments advance recovery procedure is not applicable to
svent management & tour advances. Soon after the event/tour is completed
the employees shall submit the expenses/bill in Ithe prescribed form with
approval. If any advance is left over, the same shall be remitted to the
accounts office within 3 days of completing the event/tour.

The HRDs shall update the advance details in employee records and payroll.

The HR/Accounts Department is responsible to recover in accordance with

the advance in prgscribed installments from salary every month as per the

v "
sanction : -
N

Aq!vaﬁéé approval should be taken on the requisition form and copies to be
submitted to the HR and Account Department.

The Employees advance shall ensure that all the advances previously drawn
are fully settled.

The expense statement with bills shall initially be submitted to their HOD.
After the bills are certified by HOD and forward to Institutional head for
approval then the employees shall submit the same to the Accounts
Department for further proceedings.

2. Annexures:

Annexure-10 :Salary / Advance application

= = ._.."I;
R 2 M ?"' N M‘ ;

IR S
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7. PERFORMANCE MANAGEMENT POLICY

L 1 TVE
) “own guidelines for implementation of the Performance of Management
e EIGIEILITY&APPLICABILITY
T policy is applicable to all employees of Narayana Professional Institutions,
swre=or for trainees, apprentices and contract employees.
3 .

31 2s<sponsible  : Individual/HOD/HRD

37 Approver + PRINCIPAL/DIRECTOR
33 Support : HRD/ HOD’s
34 nform - HOD/HRD/A& F Department

- M_ES0OUSE OF PERFORMANCE APPRAISAL
ce appraisal serves the following purposes:-

£ 11 Provides feedback to Employees about their performance and encourages
mproved performance

iz Determines who gets increment and promotion
13 Counseling of poor performers
814 Determines training and development needs

R1S Confirms/helps good hiring decisions

[
J

81E acilitates layoff and downsizing decisions

reates an alignment between the expectations of the Management and’
sxecution on ground reality.

LE)

Reinforces the desired type of behavior

S—
- 2 - A Lt
—
Pezmarzd By Reviewed By Approved By
3 Wit Swman Resources ) (Director-NEPC) (Management]
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= BT & PROCEDURE

- =

serformance management is 2 method used to measure and to improve

Ii

“==csiveness of an Employees at the work place. It is a system comprising
+ <=veral activities including goal setting, tracking changes, coaching,

—otivation and Employee development.

e s The performance management cycle begins with KRA’s/goal setting.

seciormance is then tracked against the Employees KRA’s/goals and

sentuzlly reviewed in a formal one-to-one meeting. An informal mid-
«=rm appraisal review will also be held. The results of the formal end term

meeting will feed into the incentive / increment system.

3 ~e Strategy Based Performance Management System will be followed.

The PMS model will have four phases as enumerated in succeeding

Sease 1 — Performance Planning. At the beginning of the appraisal period the

T

ar=iser and appraisee will get together for a performance planning meeting. In
$s s=<sion they discuss as to what the Employee will achieve during the appraisal
semioc. The Key Result Areas, Key Performance Indicators, the competency desired
o the appraisee and the individual developmental plans are recorded on the

Performance Planning Form and kept in the nersonal file of the Employee that is

—imsined in the HRD. A copy of the same is given to the Employee.

2%-c= 72— Performance Execution. Over the course of the appraisal period the:

~loves works to achieve the goals, objectives and undertakes to complete key

=<nonsibilities. The Appraiser coaches and provides feedback as well as creates

& f
-y o \
- . ~ (12" T M‘

— -
a ’ o

1

-—

Prepared By Reviewed By Approved By
. Bt of Saman Resources ) {Director-NEPC) (Management)
Page 28 of 50

@ Scanned with OKEN Scanner



WMESLVYANA PROFESSIONAL INSTITUTIONS Version : HRM/01

Dept of Human Resources Issue Date :01-Aug-2018 |

s e motivates and resolves performance problems that arise. Semi-

A g % B

EVIEW

L

are held to monitor performance and set corrections in

e smalle the appraisee achieve the laid down objectives.
B 3 - Performance Assessment: This is the assessment system wherein the
B mawe to fill out an Appraisal Form. The blank Appraisal Forms and a copy
S Peformance Planning Forms will be sent by the HRD to the Appraiser. The
Seenss Loocazisal Form is reviewed by the Reviewing Officer / HR and submittec
® e =F Deot who in turn will scrutinize the -same for its accuracy. The
geemences 2ssessment of the Reporting Officer will be shown to the appraisee
s semes by both. However the remarks/assessment of the Reviewing Officer will
W e shown to the appraisee and will be kept confidential. This is a measure to
WITTE iectivity, as also to avoid a ‘ one man report ‘ and even out the
psmamary trends that is generally seen in appraisals that have to be shown to the
‘E“«?—'“—L P=rformance Review: The Appraiser and the appraisee-meet and discuss

s=<sment. They will also set a date to hold performance planning discussion

{Lid

<2l period, at which point performance appraisal starts a fresh.

-
—
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dentiality. Receipt/dispatch of the Forms should be done In 2
= ‘confidential envelope. The Form should finally get filed in the personal

= of the individual. HR Dept must ensure the confidentiality of the Appraisal

—
1 !’:"x
_ X e
. |
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& Sor imitiztion of Appraisal Forms

£ Wi be the norms for initiation of the Appraisals

BN spersisee should have served for at least 90 days under the Appraiser. In /
1
[

s IThe employee has not served for 90 days than the previous Reporting
e will be entitled to initiate the appraisal. In case he/she has served for
== ®am 90 days in the Organization then he/ she will be eligible for an
Seasal i the succeeding appraisal period. |
W smoraisals will be reviewed and endorsed by the next senior in the line of
=mrTeE 2. Reviewing Officer.
W &=== e Appraiser and appraisee are of the same designation then the next
SEWer = Bne should initiate the appraisal.
Empoass will be a_§EEs§ed by the appraiser on various individual qualities as well

e owerall performance on ratings as under:-

;O

Meaning
Performance exceptional and consistently high level
Performance superior and consistently exceeds overall
__performance Requirements
Performance satisfactory and meets most parameters of

- performance requirements. Weaknesses offset by strong
points.

Below satisfactory performance. However d:spfavs prugress
D= rating ‘D’ towards an improved performance

smrexure-11 : PMP Template (G1-G5)
Smmexure-12 : PMP Template (G6-G9)

-

- -.%; “f_,tfa’— Pdf s i M‘
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8. EMPLOYEE TRASFER POLICY

2 provide employees career / professional growth, through job®assignments in

=rent functional areas, thus providing scope for their lateral movement and

s=iopment in other functions / operations of the Organization

JGIBILITY&APPLICABILITY

olicy applies to all regular employees of Narayana Professional Institutions

= RASO
3 =esponsible : Individual
2 Approver : PRINCIPAL/DIRECTOR
3 3 Support : HRD/HOD
34 nform : HOD /HRD
I POUCY & PROCEDURE

& This pﬂ!iﬁ?mis applicable to employees involving Transfer to a new focation

for an unspecified period of time.

=2 Nhere an employee requests for transfer to a new location for personal
reasons, the organization, if it deems reasonable, may accept the

employee’s request.

L‘-I

cxpenses like travel, temporary accommodation {03 days) at the new
ocztion ana transportation of personal belongings shall be paid based on

guotation, bills and it would require prior approval

_ -

Reviewed By Approved By
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4.4 Transfer / relocation will be effective after mutual agreement between

transferor and transferee of the organization.

4.5 The sanctioning authority for mode of travel and allowances shall be

the same as specified in the Domestic travel policy for the respective

Grades.

4.6  Transfer, as a practice, need not attract promotion or salary revision.
However, the respective employee will be eligible for Continuity of Service,

Statutory Benefits, carry forward of leave balance, etc.

4.7  As far as possible, the employee will be given 2 minimum of one week time
to plan for her/is relocation, when the transfer involves moving from one
city/town to another. However, wherever it is an organization / business
exigency, necessary notice time for transfer may not be possible. The
discretion apout the exigency of such transfers will be with the Head of the

Institution.

4.8 Due care should be taken by HOD while deciding on relocating an
employee so that the intended relocation does not cause discomfort
to the employee in terms of children’s education and other domestic

commitments.

4.9 After finalization of the date of relocation, HOD should inform HRD for

issuing the transfer letter.

4.10 After the transfer, the employee should adhere to the rules &.

regulations as applicable of the institution to where he is transferred.

Prepared By Reviewed By | Approved By
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1. OBIECTIVE

Every staff member of the Institution shall have a personal file which is started
from the day of a staff member is selected. The contents of each file shall be

defined and documented.

personnel files for each and every staff/employee shall be made on their joining

in the Institutions and shall he maintained by HRD.

2. PURPOUSE

It is important to have 2 personnel file management for all the Institutions
employees, such that it remains with the Institutions’ authority as a record and
which can be kept for references in the Institutions

Fal

3. RASCI .

3f '_Re5pun5ib!e - Individual/ HRD
‘3.2  Approver - PRINCIPAL/Director
3.3 Support . HRD/ HOD’s

4. PROCEDURE

4.1 An employee’s personal file is opened by the HRD on the first day of
reporting on the job.

4.2 Employee’s personal profiles are maintained for all employees as pef the
format and Personal Records contains:

e Employee Personal Profile
e Employee’s Photograph (Five copies)
e Employee identity/Employment No.

S | R
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e Employee’s resume as submitted at the time of recruitment.

o Employee’s Documents supporting his/her cducational Qualification
in the order-Matriculation, Inter, Degree, post Graduation,
professional cOUrses, special training, age oroof;

e Experiences Certificates (phmtompy); if any
e Application Forms filled in at the time of Appointment

o Duly filled in and signed Offer Letter, joining Letter and Appointment
Letter

o Relieving letter from previous organization of the employee, if any

4.3 Once an employee leaves the organization or ON cessation of his/her
employment, the employee’s file will be labeled as ex-employee file.

44 Every employee must be issued an employment Aumber as per the serial
no/ date of joining of the employee.

A5 Employee D cards are icsued within one week of issue of appmntment
letter to the employee. The ID card must have employee’s Nname, Employee
7 Number, Designation, Blood Group, Signature of Issuing Autho rity

A6 Every employee _5_haﬂ'5ubmit records of n-service training and education
prier te the annual appraisal and this shall be documented in the persunnel

47 Al records of in-service rraining and education shall be documented in the
personal files. Personnel files shall contain Training syaluations and
appraisals for all cadres of staff.

_,
]

.-—"""f‘ i ':-r*"'h F L # '1 e '
& & ' { L2 s \
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10. DISCIPLINARY POLICY & PROCEDURE
: |8 OBJECTIVE

Unsatisfactory job performance, misconduct, habitual late attendance
absenteeism, failure to comply with institutional policies and procedures or any
other breaches of employer/employee -elationship may’ result in disciplinary
action. The Institution’s policy requires initiating of disciplinary action against
employees only :

o In cases where good reason and clear evidence exists.

o when it is appropriate to the nature of the offence.

® When demonstratably fair and consistent with previous action in similar
circumstances.

® Takes place only when employees are aware of the Disciplinary standaras
that are expected of them of the rules with which they are required to
conform to.

@ To allow employees during the disciplinary proceeding the right to be
accompanied by a colleague of their own choice.

e Allow employees the right to appeal against any disciplinary action.

2 2, cLIGIBILITY&APPLICABILITY
All ewppim,_reea of Narayana Profession al Institutions
3.  RASCI

3.1 Responsible Individual

3.2 Approver . PRINCIPAL/Director
3.3 Support . COMMITTEE/HRD
34 Coordination :HRD

4, PURPOSE

This Disciplinary Code aims to:

© promote efficient and safe performance of work.
e Maintain good employee relations within the Institution.
Prepared By Reviewed BY . Approved By
‘Dept of Human Resources ! {Directnr-NEFC} !, {Managementi
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Help and encourage staff to achieve and maintain the appropriate

standards of conduct that the iInstitution expects of its entire staff.
5. DEFINITION :

Disciplinary Procedure - Sequence of activities to be carried out when staff do not
conform to the laid down norms, rules and regulations of the institution.

Discipline: The Practice of people to follow rules or code of Conduct.
Misconduct- Behaving in an unprofessional manner.

Major misconduct : Repeated acts of misconduct.

Gross misconduct : Gross misconduct is misconduct so serious that it hreaches the

contract of employment.

6. Policy & Procedure

6.1 The Departmental Head shall make a complaint to reprimand the
delinquent employee, provided the employee is indeed found to have
committed the misconauct.

6.2 The HR shall examine the complaint, consult the Departmental Head, and
" consider,the gravity of the misconduct as well as the past record of the

delinquent employee. In case the misconduct is minor in nature and the
« “past record of the employee Is unblemished, the HR shall carry out

counseling of the employee or warn the delinquent employee, orally or in
writing.

6.3 In case the misconduct is major in nature and/or the employee has a
blemished past record, the HR shall in consultation with Head of the
institution, order a preliminary enquiry by appointing an enquiry officer
or/and issue show cause notice 10 the delinguent employee for his
written explanation.

6.4 On receipt of the reply to the show cause notice, if the delinguent
employee accepts his role in the misconduct and if the institution Head is
satisfied with the reply, he shall issue a written warning or suspend the
employee for one to five days, as a reprimand. ' '

Approved By H
(Management)
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6.5 in case, the delinquent employee does not accept his role in the
misconduct or the institution Head is not <atisfied with the written
explanation of the delinquent employee, he shall direct further enguiry in

to the charges leveled against the delinquent employee.

6.6  Action (or) recommendations by Enquiry office shall be initiated by the
institution Head. '

;W General Discipline:

All employees arc expected to conduct themselves in a manner conducive 10
efficient and smooth working of the institution. An employee who does not
conduct himself/ herself in a proper manner must be corrected through
appropriate disciplinary action. An illustrative list of “misconducts’ warranting
disciplinary action is given in sub-section below. The purpose of disciplinary
action is to correct rather than 10 punish the employee. if the offense is of 2
grave nature OF if efforts at correction do not meet with Success, severe

disciplinary action such as discharge of dismissal may have to he resorted to.

7.1 Secrecy:

» No employee will j:ake any paper, books, drawings, photographs,
equipment of any other property of the Institution out of the premises of
ihe 1—n5tituti.0n.nfﬂce! Premises in which he/ she is engaged provided he/
che is specially suthorized by the Management 10 rake such things out of

the office/institutional premises.

» No employee will be permitted 1o keep COpies of classified official
documents with him/ her withoul proper authorization.

e No employee will write to any person including another employee and/or
communicate to newspapers, jnurnals, books, pamphiets or leaflets, Or
disclose or cause 10 be disclosed, of discuss at any place Of at any time
during the service of the Institution, any information of documents,
official or otherwise relating to the Institution except with the approval of

the Management.
o No employee will use the \nstitution’s name OF oroperties for his/ her

personal pbenefit.

|||
- = B - D o / -| ;
2 ,.»(Lf”"" - e | atvl
.-*""‘ |
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e will disclose

A the official discharge of

Except i
g service

e
during service Of after leavin

information

8.0 Conduct:

An employee during the
attention tO the work of
sccording to the orders an

An employee will not direct
or part time profession OF busines

competitive nature.
An employee should at all tim
perately while on auty and will use
ution.

d directions issued by

& ly or indirectl

tem
the interest of the Instit
ding on an

An employee procee
immediate head before

records, papers t0 the

.

MISCONDUCTS:

li;

ACTS AND OMISSIONS CONSTITUTING MISCO

'ﬂ

#The following acts

misconduct: -

and omissions on the pa

{.  Impertinence, willful insubordination {
combination with others, any |awful or rea

Theft, fraud or dishonesty, €

nection with the Super
property.
loss or damage to t

1.
con
Institutinn’s business of

Causing willful breakage,

<takeholders and theirre
g within 150 metels O

inciting ©

1.
latives inside th

Demnnstraﬂn

V.
cipation in strike Or

or parti

| Version 35

his/ her duty, nO employe
of the Iinstitutio

whole tenure of service
the institution. He/ Sh

y engage in any O

s or enter

es conduct himself/
his/ her best

nual leave wi
he/ she proceeds on

NDUCT

rt of an employee shall be

o or disobedience of, W
sonable order of

mbezzlement, misappro
jors/peers, subordinate

he property of the instil

e Institution.

£ the Institution
thers 10 participate

n, any secret Of

will devote time and

e will, in all respects act

his superiors.
ther whole time

in to the service of any
herself soberly and

endeavor 10 promote

I| hand over charge of all
leave.

rreated as

hether slone Of in

the superior.
mischief In

priation Of
the

< or students Of with

ution or of its

/ Institution’s premises and /
in strike, which'is illegal

¢ -
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sisregard to an agreement OFr GWEIra Or SEEmes: J

S0 down (n the gerfonmance or work or mcitine others to slow dowr oF
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}“\) \E&HRS %3‘[ hay EI?T‘IECJ( normal working in
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OO NG,
VI.  Causing disturbance to the contentment and or comfort of others at work.
VII.  Drunkenness or drug agdiction being undar the influence of drue o alcohol

Vill.  Fighting, riotous or disorderly or unruly or indecent behavior or conduct of
committing any act which is likely to cause breach of peace.

IX. Threatening, intimidating, coercing other employees oF interfering with the work
of other employees or conduct which endangers or likely to endanger the life or
safety of another person, and any act inumving' moral turpitude or conduct which
violates common decency OrF morality.

X Commission of any acts subversive of discipline while on duty or off duty within
the Institution premises or precincts.

¥|. Intimidating or threatening or assaulting any empl!

within the duty hours or outside duty hours whet
Institution premises or outside the institution, whether such act

ovee or employees whether

her inside the Institution or
relates to the

employment or wmfkiﬂg of the institution.
by xil. Demanding, taking offering or giving bribes or any itlegal gratification.
X[l <ABsence from duty without leave or absence from duty without leaves for more

than seven consecutive days without sufficient cause ofr overstaying the

sanctioned leave without sufficient grounds or proper catisfactory explanation.
ofession while in service of the

Xlv. Engaging in other employment or business or pt

Institution
XV. Habitual late attendance.
XVI. Habitual absences without leave L.e., absence on more than 3 occasions within 2

period of 06 calendar months.
¥\il. Habitual absence without leaves on the day preceding or the day succeeding a

national and festival holiday or @ weekly holiday.
XVIll.  Soliciting and or accepting any tips from the parents/students
1 XIX. Using unpariiamentarilv; abusive or filthy or foul fanguage or
against any other employee or employees Of Su periors./guests.

and their relatives
ally or in writing

- . N h
_ _ B P _ 2 . il .
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xX. Soliciting or collection or promoting contributions or pledges for any purpose or
function at any time in the Institution premises without the prior written
permission of the Management.

¥X|. Obtaining of attempting 10 obtain leave of absence by false pretense, OF abuse of
leave facilities or by false representation.

¥Xll.  Gross negligence of work or habitual negligence of neglect of work.

¥Xlll. Breach or violation of service rule or rules or any other rule or rules oOf
instructions of the Institution/Management.

XXV, .Organizing, holding of attending any meeting within the institution / Institution
premises without prior permission in writing from the Head of Institution.

XXV.  Writing / sticking notices, posters on +he walls or any portion of the premises of
the Institution / Institution or wearing badges with words or slogans tending to
incriminate co-employees of Management while on duty.

wXVl. Sleeping or dozing in any posture while on duty.

xXVIl.  Possession of any lethal weapor, knife, arms, Of ammunition, o explosives in the
Institution / Institution premises or precincts.

¥XVill.  Arrest or conviction by any court of law for any offence.

XXIX. Giving false declaration regarding name, age, father's name, qualifications,
emoluments or of previous cervice, or any such personal details or producing fake
or bogus certificates or documents at the time of employment, OF suppression of
c_gncealing of material facts relating to antecedents for the purpose Of Securing
smployment in the Institution, which should have prevented employment had
they been made known before employment.

XXX. Committing any St within the premises of the Institution/institution or outside
whether amounting to any offence or which would tend to have offect or resuit in
impairing the reputation, the public confidence, the discipline, or the prestige of

the Institution Of is in any way orejudicial 10 the interest oOf the

Institution/institution.

-

xxXi. Refusal to accept a charge sheet or any other communication from the
Management.
xxXxil. Refusal to accept or carry out any order of transfer.
xxxill.  Refusalto accept or carry out any order of deputation.

| i
. |
e ! L1
Y & = "'H.,.s* g, * ik - |' @ 2
SR A Lo | o
£

Prepared By Reviewed BY L Approved BY
(Dept of Human Resources | {ﬂirectnr-NEPC} \ {Management‘j
page 40 of 50

S

@ Scanned with OKEN Scanner



NARAYANA PROFESSIONAL INSTI

Version

————

TUTIONS

Dept of Human Resources |

S_—

e

v GRODE
yxxily. Falsifying or refusing to give testimony wh
connected to any incident related to the bu
investigation.
yXXV. Doing money lending business or an
one’s position as an employee of the In
whether the actual transaction is
other place.

YXXVl.  Making false statements abou
Superior oF misrepresenting facts.

vxxvll.  Disclosing 10 any unauthorized
processes, facts or figures, particu
technical know-how, sec
matters of confidential or secre
knowledge of the employee
so by judicial authority or un
Management.

yYXXVIIL.  Wastage Of excess

due to negligence.

usage of institution’s mat

en an accident or any oth
or any daily functionin

siness g is under

monetary transaction by utilizing

y other
n, irrespective of

stitution for personal gai

made inside the Institution premises Of at any

t himself or any other employee OF about the

on with regard 1O the

person any informati
k of the institution,

he wor

lars, details of t
ive Of organizatiﬂnai

administrat
y come into the
less compelied tO do
from the

urity arrangements,
t nature, whicn ma

during the course of his work, un
out writien permission

possession /

der law Or with

erials or property sither willfully of

n or near +he outskirts of the institution

XHKKRIX. Committing any quisance in the Institutio
premises chereby. disturbing the peace of the Institution.
XL, Willjuknon co-operation with fellow employees for proper discharge of duties.
¥li. Disobeying any tawful and reasonable order of the Management OF superior and
refusal to accept any communication of letter from the management Of endorse
the fact having received any communication of letter on any peoh hook or on the
duplicate copy of the document itself.
xLil.  Refusal 1o sign any documents forms Of registers kept of maintained for the
purpose of maintaining daily records.
xLiil.  Failure to deposit any lost article found in the ostablishment premises with the
Security Department (Lost and cound) and obtain a receipt for the same.
¥LivV. Lending Of borrowing MONEY, article from cubordinates of 2 colleague or any
other person connected with the business of the Institution.
xLV. Spreading ru mor or giving false information, which tends tO _disrepute the
Institution or its employees, Of spreading panic among the employees.
| o 1
~ P | ( M_ﬁi |
f”’ﬁ’i "—:*j”xf{lw"‘” lil ﬁ&t/ oauitel TR L‘i
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Leaving work without permission of nefore being properly relieved at the end of
his shift/duty.

Commission of instructions Of

an expressty pmhibited act, or willful wreach of any
the safety and health of, emp

an act exposing rhe Management 10 any penalty und

rule as regards property of the
Institution of
smoking, chewing pans / tobacco Of spitting within
premises.
POssessio
within the
Willful

institution.

n or use of any intoxicating HQuors drugs or narcotics while on duty

premises of the Institution.

damages of damages due TO negligence OF carelessness caused to the

10. Group Compliance Committee

10.1 In ca
figures, these would be verifi

se an anonymous complaint carries references +o verifiable facts and

ed and if found true, the complaint will be

taken up and nvestigated. If an smployee OfF external person makes an

allegation which she/he knows to be untrue Of with an intent 10 defame

and 1S confirrtied by subsequent investigation, appropriate action will be

raken_against, the person under the rules of the Institute.

o =T
10.2 Malpractice, referred 1O

35 “Concern”) can in

impropriety, abuse and wrongdoing {hereinafter

clude a whote yariety of issues and some are I

misconducts. However, those are not a comprehensive list

intended 1o Hlustrate the soft of issues, which may be raised und

case basis.

10.3 The Concern shall be nyestigated by the Group Compliance Committee

10.4 The Group Compliance Committee shal

may b€ deemed necessary ro enable a fair conduct of |

investigation as well as decision.

l
=) & i 2 i & PP : I]'| @
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10.5 Once any disclosure of concern has been made by an employee 10 the HR,
The HR will pursue the following steps:
& Acknowledgement of the receipt- within 3 working days
2 Obtain full details and clarifications of the complaint.
¢ HR will notice to Group Compliance Committee with detailed information

about concern
2 Fully investigate into the allegation with the assistance where ever

appropriate, of other individuals / bodies.
& |f requires, Consider the involvement of the Institute’s auditors or tne
Police or any other external investigation agency or person.

Closing the matter within 15 working days.
Based on the findings after conducting various investigations as it may

&
.0

&
i-'l

deem fit and come t0 2 final decision
% For the purposes of this proceduré an adverse personnel action shall

&
‘*

include :
o a disciplinary action
e @ suspension
o aseparatjon
e an invﬂ’lunta‘w demotion
e an involuntary resignation
«>  Recover any 0S5 cuffered by it due to violation of the provisions
e an involuntary reassignmentto @ position with demonstrably of less
responsibility of status as compared 10 +he one held prior to the
reassignment
e anyother actions (Call for explanation, iccue warning letter etc.,)
10.6 All decisions by the Group Compliance Committees shall be by way of a
simple majority. In the case of 2 tie, the matter shall be coferred to the

Chairmen for a final decision in the matier.

| - ,
e, ; 5 _
— €

" * e .
/72 L:{ﬁ " Tt VA / \
—f VAA S

prepared By Reviewed BY \ Apprﬂued By
(Dept of Human Resources ) {ﬂirectur-NEPE} (Ma nagement)
page 43 of 50

@ Scanned with OKEN Scanner



ﬁ#ﬁi“uﬂ& - ~k 8 Fryve
f {’“: NARAYANA PROFESSIONAL INSTITUTIONS | verston : HRM/UL
e .
= |
gL Dept of Human Resources | Issue Date - 01-Aug-2018
THE NARAYAMA GROUS
|
Official Designation Tittle GCC Titie |
Director -NEC & Pharmacy Colleges Convener
Principal- NEC { Nellore) Member
Principal- NEC { Gudur) Member
Principal - Pharmacy College Member
Management Representative Co-ordinator
Regional HR Head - Narayana Group Member
10. Types of Penalties
Employees governed by Conduct, Discipline and Appeal Rules:
10.1 Minor Penalties
(a)Censure;
(b)Withholding of promotion;
(c) H}fuhhﬂlding of increments of pay with or without cumulative effect;
{d)Recovery from pay of such other amount as may be due to him, of the
whole or part of any pecuniary loss, caused to the Institution by negligence
or breach of orders.
(E) Disciplinary action/Memo
10.2 Major Penalties
{(a) Reduction/demotion to a lower grade or post or to 2 lower stage in @
time scale;
(b) Dismissal from service,
{c) rRemoval from service, which shall not be a disqualification® 107 futuare
employment.
(d) A suspension
s il ¥ e "3&_ | \
R A | R
I
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(e) An involuntary reassignment 10 2 position with demon strably less
responsibility or status as compared to the one held prior to the
reassignment

10.5 Termination of service:

& Of an employee appointed on probation during or at the end of the period of
probation, in accordance with the, terms of his appointment.

& Of an employee appointed in a temporary capacity otherwise than under 2
contract or agreement, on the expiry of the period for which he was
appointed earlier in sccordance with the terms of his appointment.

& Of an employee appointed under 2 contract or agreement, in accordance
with the terms of such contract of agreement.

& Of an employee on reduction of establishment

ﬂi’g 51‘;/,(2_/&1.--{‘3_,,-«4"'“ i VAL 5
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11. GROUP MEDICLAIM & PERSONAL ACCIDENT INSU RANCE
1. Objective

ployee welfare through basic assurance Of healthcare 10

To provide em
reseen personal expenses arising from

employees and to help them meet unfo

medical emergency.
2. Eligibility & Applicability

titution, including probationers will be covered

yee and her/his family
Family Members shall

. | All regular employees of the Ins
is applicable for the emplo

22  Mediclaim insurance coverage
21001 &Above) The

members (the gross salary range

include:

2.2.1 Spouse

2.2 Two Dependent Children.

2.3 The employee is required to declare her/his dependents under this scheme in

the prekscribed formatatt

24  Foranyother member of the em
any addition or withdrawal of family members on ac

and death needs tO be communicated to HR Department oromptly.

he time of joining.
overed under this policy,

ployee’s family to be C
count of marriage, birth

3 Policy & Procedure

Group Mediclaim Insurance.

3.1.
24 hours is @ pre-condition for any claim,

“3.1.1. A minimum hospitalization of
llitis, and such other ailments as

except for Cataract, Dialysis, and Tonsi

covered under the Mediclaim Policy.

F.
y
I| , \
#
F
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3.1.2. Annual entitlement of Group Medical Insurance is Rs.2,00,000/- (Rupees

Two Lacs only). This can be used n'ni\,r by the individual or by the family

members covered under this policy.

313

The Admissions are restricted to specified Registered Medical Hospitals

or listed hospitals.

3.14

The policy also covers reimbursement of expenses on maternity for the

first two confinements.

3.1.5 The Mediclaim policy usually covers:

L]

Room and board as provided by Tne Hospital ) Nursing home.

Nursing care

Surgeon, Anesthetists, Medical practitioner, Consultants’ and
Specialists’ fee.

Anesthesia, Bloed, Oxygen, Operation Theatre Charges, Surgical
Appliances. # 4

Medicines and‘Drugé, Diagnostic materials and X-Ray, Dialysis,
Chemotherapy,

Radtiutherapy Cost of Pacemaker, Artificial limbs, Cost of organs and
similar expenses.

The details of the policy are governed strictly by the terms and conaition

of the Mediclaim Policy.

3.1.6 The following are not covered under the Mediclaim Policy (the list is not

exhausiney.

Cost of Spectacles, Contact lenses, Hearing aid/instrument, etc.
Dental treatment or surgery, unless requires hospitalization in case of
an accident

General Medical Check-up ( without any iliness)

General debility, rest cure, congenital external deformity / defects or
anomalies, Sterility

e Intentional self-injury, use of intoxicating drugs / alcohol, VD, AlDS,

etc. Naturopathy Treatment.

L ,:,- ::__.\: o | (_\\
. ~ A e e il
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e Employees opting for cashless provision may produce their identity
documents to the hospital before hospitalization and the expenses
incurred by them shall be claimed by the hospital with the Third Party
Administrator (TPA) to the extent of their eligibility. Expenses beyonc
the eligibility limit, shall be settled by the employee with the hospital
directly and make an application in the Claim Form along with the
original supporting documents to the HR Department. The HR
Department shall, in turn, submit the claim to Third Party
Administrator (TPA) for processing and settlement of the claim.

3.1.7 Employees not opting for the cash-less provision may file their claim in
the claim form to the HR Department along with the original documents
such as, Discharge summary / certificate given by the hospital indicating
date of admission, date of discharge, nature of illness and treatment
given. Prescriptions, medical bills and medical reports, example: Lab
reports, ECG, X-ray, reports etc.. The claim form along with supporting
documents/Bills as indicated above should be submitted to HR
Department within 7 days from the date of discharge.

3.1.8 Employees hospitalize@ in a hospital other than those covered by the
Third Party Administrator (TPA) may file their claim as per clause no.
- 3.1.7 above.
B

-

3.1.9 HR Department shalil submit the claim to Third Party Administrator (TPA)
for processing and settling the claim.

3.1.10 Insurance Institution’s liability in respect of all the claims submitted by an
employee during the period of insurance shall not exceed the sum
insured.

3.1.11 All claims are governed by the terms & conditions agreed between the
Insurance Institution under the Group Mediclaim Insurance Policy.

3.1.12 In all disputes, the decision of the management shali be final.

¢
— ®, /) M
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12. EMPLOYEE EXIT POLICY
OBJECTIVE

To render fair and equitable treatment to an employee who is leaving the
organization

.  ELIGIBILITY&APPLICABILITY
This policy is applicable to ali employees

.  RASCI -
3.1 Responsible : Individual
A Approver : Principal/Director/HRD
3.3 Support : HRD
3.4 Inform : HOD/HRD/Accounts Dept

1. POLICY & PROCEDURE

4.1 Resignation:

4.1.1 Any staff member desirous of resigning from the servicesof the

) Institution may do so by a written application stating reasonts).

"4‘1,2 The staff member. having: unce'éubmitted his/her resignation, in no
event, a resignation-once accépted will not be allowed to be withdrawn.

413 A staff member will be required to give employment notice period in
writing during service or pay in lieu of such notice or as per terms of
appointment. If the facuity desires to exit from the employment whether
in probation (or) conformation period should render 01 month
employment notice for the positions of G1-G5 grades as well positions of
G56-G9 Grades 02 month’s employment notice or equivalent payment of
salary in lieu of notice period/days. In case of violation of this condition,

then the Director can initiate legal proceedings as may be applicable

underempiaymentlawg N Fewiy ey IR T PR ;.-«;—«wn

bis [l alefiyg 1o, 1 Foadie 4. Coomes 4 Lottt @ Bintn vty .
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4.1.4 Depending upon employee urgency and unavoidable circumstances, The
Management at its discretion may waive the notice period and relieve the
staff member forthwith. |

4.1.5 On submission of resignation from services the staff member will hand

over to HOD all correspondence, documents, etc. belonging to the

Institution or related to its business as they are the property of the

Institution, No staff member can retain copies of the same or any other
documents, material of the department or the property of the
institution.

4.2 Retirement:
As a rule, an employee will retire from the organization on attaining 60
years of age for Non-Teaching staff, whereas teaching staff on attaining 70
vears of age The effective date of retirement will be the last day of the
calendar month in which _hé/she attains the mentioned age.

4.3  Relieving/€learante Certificate

4.3.1 A seaff member will be required to submit a clearance certificate/No dues
certificate to the Human Resources Department for fuil and final
settlement of dues. If the staff member fails to return any Institution’s
property its cost shall be deducted from his wages, or recovered in any
manner suitable, to the management.

4.3.2 The HRD will process the Full & final settlement and coordinate for
statutory claims related to employee.

4.4 Certificate of Service:

Every empioyee shall be entitled to a service certificate at the time of leaving
service, discharge or retirement frem service.

5.0 Annexure:
Annexure-13 - Exit interview form
Annexure-14 : No Dues Form
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\_ Requisition fﬂrDepartment: | Requﬁaiﬂonfmr Designation: |
*

of request: \
'H

o T |

Reason FOT Requirement: Experience: 1\ unit |
'| I

h

1

Replacement Min____——— \ n
| t,'
New DDEﬂiﬂg \ Iﬁ Maﬁ-‘_—_—_-______ '] |J]I
L= - |

| No. of '|I Reporting:

|

new requirement '|I
tification required) | 1 Vacancies: I|
ﬂﬂgfﬂﬁfl‘ M
Requirement for the Job Profile with Key Skills g abilities |
e keSS
._/_/_’__._./—’—’m_ﬁ__ﬂf__ﬁ_ g
S ———— PR
#_f—‘___/,——_ﬁff_ |
_.,_-._.-____,-,-..-,-.._,,.-_._ﬂﬁﬂﬂ— ___._r’_,/,/—J
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(Please 2dd a sheet if the above space jsnots
ﬂ'— e
. preferred gducation o o
' ' ; | ' . | Degree. | {f Other:
| If Iechmcai T\ / Diploma: | if Bachelor's Degree: | \f Masters egree. |
= » ; -! l|
|
1

e

h l Acade Approval bY Director

=.
1
- |

“Feauested b1 C
|
5 1
"i "l 1
| Sign Il ‘
Date | Sign: Sign:
\ Date: s L Date:
| Comments \ Comments: Comments:
HR Use Only )
[ Reference NO. Date of Requisition: galary Range: Comments ifany :
| e sgen S
Source: | Action Taken: \ Activity Closed on
(] Advertisement
Sign of HR \

] internal Posting
[ ] References
| ] Existing Data Base
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To,

The HR ﬂepartment

Narayana Engineering Colieges

| Mr/Ms/Mrs e

in the department OF cissesressees=""
%
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| NARAVANA PROFESSIONAL 'NSTITUTIONS
\ (EMPLOYEE ATTENDANCE SUNCH MISSING)
_Ji'
( > SR
| To, Date. I'i
HR Department, \

1 would inform about attendance punch missing. Kindly consider and update i'i

attendance as Per following details ll\
il M b S Emp NaMEl.eemssesnrrse st

e TR T, CRERREEE L |

| |

_ Date of Punch NUGEHNGS vuresssssssusnseanssatsmsassens s mitmsets in L1 Out Ll EI

|

'|

Reason Of G (e e \

, ; |

]I

¥ == iII

# I

Signature of the Employee Approved BY Principal Updated BY HR |

_________..—-—-—___
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NARAYANA PROFESSIONAL INSTITUTIONS
(EMPLOYEE OUT DOOR WORKING FORM)

THE NARAYANA GRCUP

To, Date:
HR DEPARTMENT

Kindly update attendance as per the following details:

Name Emp Code

Designation Department

Place of visit

Purpose of Visit

No. of Days From T0

Signature of the Employee Approved By Updated By HR
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| NARAYANA PROFESSIONAL \NSTITUTIONS
l :
| EMPLOYEE OQUT PASS SLIP
THE Hﬁﬁﬂ‘f;n.'-iﬁ. CROUP . f '!I
\ ‘I pate: _/ - J
3 Name : EMP 1D: H|
i ——— A . RO e - — S
|
sartment: \] Designation:
. . s i
ason for outgoing:
\
 _-_ e m—— i
ime Out: {AM/PM} - Time in: {’ﬁM{P_@u
|
40D SIGN SEﬂURIT“!’ SIGN - HRD SIGN |

I e, | NARAYANA PROFESSIONAL INSTITUTIONS
" EMPLOYEE OUTPASSSLEE

tmp Name :
Department:
I
Regson for outgoing:
|
|
-~y » ;__f__ﬁi
Time Out: ~ (AM/PM) Time In: &
(AM/PM] e hakik /
1
lii
| HOD SIGN SECURITY SIGN HRD SIGN B
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NARAYANA PROFESSIONAL INSTITUTIONS

TA & DA CLAIM FORM

Date:
Employee Name: Emp iD EMP GRADE: |
I
Department Designation: |
Part-A | |
Travel Expenses Convenience Details 2
R0 A A= |
Nicii 05 Sy Amount | Convenience |
S.No | Date From To (Train/Bus/ (in Rs.) Rt iy BSi) Reason ;
Air/Taxi) ; ' 5
|
1 i =
! |
2 | |
3
1
4 |
5 |
Sub Total -{i) ||
3 Part-B |
"Lodging, Boarding & Other Expenses l
Mode of stay . \
" Boarding Expenses others .
S No j.Ba;e - (Hotel, Self arrangements) Remarks \
| Detail Amount Amount Amount |
EApe | (in Rs.) (in Rs.) _ (in Rs.) % 11
| | |
1 | | | - o |
. 2
3 o
4 | | 'I
|
| | |
5 | | |
Sub Total -(ii] \ l
Total Expenditure : Rs. Advance Amount :RS.
Net pay : Rs.
I
1 li
Employee Sign HOD Sign Accounts SIgn Principal Sign Director Sign |
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Human Resource

Department_

it Interview Form
ame of the R e AL e
!eparm'tent ............................................................ SRR oo sy
10D | Reporting SUROTItY & 2otersnarsessses™ e '
DOJ : - DOR : pDOL :
____k : 4..._._& e Reasons for Leamng_'.;.ﬂéiun’taw L e
- etter Oppoﬁunity l{'ind".a_m':}mad} E_'jHighar Education
— Family Problems £ Marriage
£ Work Qverload ol High Heapana’ahiﬁw Less Authority
{.ack of gupport from top Management [’_‘]_Pmr Relations With Peers | Superors |
[_"_']Dissaﬁsﬁed with Organisation Climate/ Nawre of Job / Designation: 1:3'Transfer of Parenis | Spouse '
* Other Reasons {Specify} | ;:}Leauing Abroad -
e S - Re_a_gﬁm 5 or _. -Eeaﬁiﬁg’_' & ﬂblUﬂ’iﬁw 7 ——
i Misconduet

1:'_"] Ethical yiglation

[jﬁttendance lrregu'.aﬁty

=3 Rearganisatian

llllllllllllllllllllll

fied) DY interviewer

osition Elimination

Ak

!!!!!!!!!!!!!!!!

llllllllllllllllll

Other Reasons {;ﬁ:: be Spec

ur expeciations gt the fime of ioining

-----------------------

--------------------

4 4. what wes YO
2. How would you rawe e overall working en sironment 0 the organization 7
AVery Good 8.Good o Sgtisfaciory o Unsatisfactory
3 Suggest area which you think requires imQ?G'ﬁETﬂEﬂE ? :
4. Would you consider returning 10 work for this organization in the future?
' 5. Would you recommend this Organisation 1o 2 friend, @s @ GOOF olace 10 aork 7
6. What did you find most satisfying about your job?
7 What did you find the mosi frustrating apout your job?
8. Would you ke to-be I touch with us after you eave us Yes | N© :
a. Personal e N b MOBIE. .cremeessseeen st
s oy RO
%
gignature oF =mployee HR . e
l Date : & - Signature with date:
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e B el
jloyee Name: \ y 2
|

3 Code: \ \ Designation: \l
S -
sartment: \ Date of joining:
i
Salary Advance eyent/Tour purchase
ll | |
purpose of Advance (Purpose) -
| -_

mount Requested (Rs)
i il gor use in HR pepartment
: £t d of last
No. of Years of Service of ﬁ er‘}danc.e PEEGLE B PR '|
Applicant /HE Sex iy
| LGP dEtE.HS
His/her Disciplinary record | gatisfactory i Not Satisfactory !
particulars verified and found in order and Eligible for Advance ] Not Eligible for pdvance L \
Advance of Rs. may be granted. To be recovered in nstallments from the
galary from the month of :
signatufe of Unit HR with date |
- — =S y
| : 1
For Use In Accounts I}epartment
. , . e
Type of Advance \ Sanctioned - Recovered '. Closing
_E‘:alarw,ﬁ"*T % '|
Four [ Event \ /./’Jr'/ o
purchase/others _ \ | 38 1
- % | 1
Total v R e '
passed for payment of Rs. - Amount paid DY Cash/Cheque number |
dated on :
Signalture of Accounts with date
aApproval
aApproved advance of Rs. Events/Tour [] personal [] purchase O
I
Signature of HOD i Signature of Director
undertakin
1. |have read & understood the Policy / rules for gran
2. |flcan’t cubmit relevant vouchers/bills /supporting documents please racover the
3. L will be personally liable for any unrecovered amoun
| have coceived advance of Rupees in Cash/Cheque pearing number dated
" \
1_
L
T e e — B E e e R -
_J
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NARAYANA § PROFESSIONAL INSTITUTIONS
(LOCAL CONVEYANCE CLAIM FORM)
Date:_ o

L e e e

|

ployee Name EMP Code. Grade: '1l
E

signation: Department. |
. i

riod: From: _ to: J
-EIE'(E Vehicle l'—_ From \ TO \ Kms \ ZMWheeier \ Amount purpose —\
No. | {{_)rigin] \ lﬂestinatiun} lll \ (Write 2 OF a) (Rs.) |

B i A A DU S P ymoush
' W SO S
\ n\ \ | | /,\

EMIP Sign 40D Sign Accounts Sign orincipal Sign Director Sign




