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Dear Sir/ Madam,

| am pieased to inform you that the Managing Commillee of Symbiosis and the Board of
Management of SIU have approved the Human Resource Policy Manual (revised in 2020).

| am sending herewith one copy of the Human Resource Policy Manual for ready
reference at the institute.
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Chief Human Resource
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teinporary employees. They will be appointed for spacified pericd. The basic difference between On
Contract’ and Ad-hoc' employee is in the selection process. Usually ad-hoc empinwmﬂtsdm to -
mfglmnli

- urgently fill in vacancies or employ individuals for short term specified
z_,u Gmsiﬁwimbuednnjub gradation for determination of hierarchy: wmmmwmmd
dwm;mummmdm‘mmmm
() ummmmmwmmmmmmpmmm
andmchmtﬁinrdﬂmremendvpmums;mbmwhthmcwmﬂ uunclnﬁﬁed,ﬂﬂsb
mwmmmmnhhmrmm
in:l mhwmﬁw deﬂpubmmbemrmdﬂvduwmm {3l Pro-Vice
chmﬁu[b; Deans of SIU/ 55 (c) NWWPMMHFMSSIMM CEQ. SUHREMH
e wmwwmulmmmiymmuummrﬁadm
" {C) Grade |: These are the empioyees gettirig Grade Pay of Rs.9,000/-or above per month (or appropriate pay
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whenever such posts are advertised |
fq-: open reclitment. Deﬁaﬂmmm prmm may 3is0 be made for !‘Hﬂlﬂ;mmﬁ Such -
promotions can be recommended by Performance Appraisal Review Committee (PARC). HR depariment
‘will notify the procedure to be followed In such cases: Pmﬂnhmsmll.he maﬂedlecdwﬂh' ﬂwfm'ﬂ i
nfﬂwmmﬂmdw.hcin approved nrmwwmm i '

~ " 'Promotion by Selection: meﬁn;-hwmm;s&ﬂmmimmwumuis'.:_

215

216

jpurpose. In Grade | posts all promotions will invarizbly be done by selection, mhﬂﬂg#hepmﬁniﬁm :
mn-mlur.m Plﬂmanﬂbﬂnuﬁmmmmtuuﬁdn i '

Gmtln;hialurﬁhdehyf Scale in lieu of promotion: Mmﬁm&ewﬁuheﬂdhlﬂhpmmﬂmﬁw
post but could not be promoted for want of vacancy, shall be granted Grade Pay/ Scale of the immediate
 higher post on remmmndaﬂam by the Director/ Head ullnultuwﬂapl. and %mwmlwﬂ
Committee (PARC).

Declining of Promation

- Anemployee dedlining promation for reasons ammlietn the appumingaummtywﬂlmbepmmaed

_lmmeparuunm!mmbuwhmmmm If by then the promotion committee meets, his case

will be considered afresh and he will forego his seniority in the first panel. His seniority will be counted from

~ thedate of his promotion, if the promaotion is afker one year, though from the same panel. Ilmemmlunh

from the subsequent panel his seniority will be with reference ta his position in that- pma1 e
If the reasors for declining are not acceptable to the appointing authority the promotion may be enhrud ll

- promation s still declined; dixipﬂnarymnmayhemhnfnrmhﬁal{nnbeythenrder
; -'I.Saniur'}qﬁuiﬁ For Teachers: ;
- (A The Inter- sﬂﬂﬂmwda direct mmube determined Hﬂ!flh{mtﬂ-ﬂltdate af 1uln|;ngrn the

Cadre and for the teachers promoted under Career Advancement Scheme (CAS) with reference to the
* date of eligibility in the Cadre as indicated in ﬁwmnmelﬂaﬂm of the selection committee of the

mspn:ﬁwmldiﬂatea

(1) The Seniority list will contain I!hl nameés of md'lers wl'hu fulfil the minimum qual.llk::tlon noerms

prescribed for appointment by the concermed statutory councils thum#mm,gmmmw
- applicable Council as the case may be. The seniority of such teachers will be determined on the basis
ur’mmq{pmpnﬁ Iength ufcodthmmin that Cldm-Thepmrryuﬂnmm H&hﬂmds
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38  Reference Checks of selected candidates: The referance checks with at I.am' N L e

4 pesitions and with 3t least one referee for Grade Iil ang V- positions shail mmmﬁ?mdéﬁ ;;.T n"t.'_ >

i. _ _hﬁ%_ﬂ:#ﬁ.hmﬂememmmcﬁummhm by the HR das, i
reference checks are satisfactory. - _ : 1ued Dy the HR department |

39 'ﬁl'leri.uuﬁmmr.ﬁngmm beh;uedangnmmm,,ﬁ|m Sl T S ]
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(H) Premﬂmmlhﬁmdﬂuﬁﬂmdmm

T7) issue of Appointment Lesters by HR depatment |
'{.r] hummmmmmmﬁhmﬁ

lﬁmﬁﬂmﬂonaﬁaﬂmh’mmﬂﬂwdwmmmm e
institutes aftec adjusting surplus by transfers. Vacancies in SIU and its constituent institutes

by Registrar SilJ, HR department will alsc examine whether vacancies can be filled b
employees. Proposal to fill the existing vacancies and the mmmd nwtrndaloﬁh
putup: u:thﬂ.ppmnﬂqumnﬁmwpmi A0

229 Following methadologies can be used for inviting applications:
{m Emmmmmpmmmhﬁm _
{8} Calling for applications from employment agencies
{C} Appointing HR consulting firms for recommending eligible candidates
- (D) From existing Ad-hoc employees
- {E} From eligible candidates from amongst the pool of waitlisted candidates
 [F) Recommended bynafd\mﬁlm

230 wmndmmmmmmmmbemmrmqmm
selection committee has a wide choice. Generally, advertisement will be given when vacancy R
for grade | and Il posts. Far grade IV posts maintaining a pool of candidates may be very useful. |
mufmdfudtmhﬁ.marﬂy.mmmubapla:dmnﬂﬂ »
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issued by SIU on'the subject vide SH/28/374 (o) dated 22 March 2012,

The Selection Committée wil prepare its feport and place the candidates fnntder of rﬁéiﬁ.__ﬂecﬂnn"-
Commitiee will recommend the designation, basic pay and Ti:ldlﬁma['il:ﬁ?i!ﬂt_f any for the candidates.

about nwnimrrtrmmmm'udunul'rﬁkpé&ﬂint..mpmm shail be final

Seteence Checks of slected candidates: The eference checks with at feps two referees for Grade and I

positions and with at least one referee for Grade Ii] and IV pasitions shall be obtained by the HR department

hrthesnhmﬂundldau.hmeshhmmmun%hﬂnﬁwhﬁ;’ﬂh}ﬂwlﬂdmﬁmﬁir.-'
reference checks are satisfactary, ' | T e
uﬁmmm;mrmhingmﬁmnummahmmw'mfﬁwmm;m-mam o
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2 Procadure for Ad-Hoc employment: Offcers mmﬁand:bﬁqvﬁﬂ prepare il ol am AR
' reasansfor Ad-Hoc employment and forward the same fo the | Pm&mm &1 the Society. Belore making
' recommendations, the alficer will ersure that the Individual (al is eligible f for the post (B) is likely to be 2
1/ ”"”é"‘h‘“m::hﬁm satisfactony reference clieckis. The recommendations wil include the suggested

' designatian, job profile; xah duration of contract Eammunmpnﬂ Eduﬂmand lrﬂ#hﬂ.n-s.-
- uider SIU willbe forwarded through Registrar S, ks

a mdﬁﬁmllmwwtmmm mmrmmwﬁmﬁnlm brinctpda.sr-cmrmmurm. :
g mthmMMthmMMfmmadmm The interview Panel
- will have minimum two members. 11| case the appaintment.is for teaching faculty of SIU or its constituent
mmmm%mﬁmcwmwmhmmw If the caseis
I _wwﬂtﬁm E'J'llinrnr%crmthg Wmﬂhmmwg{ﬂm“ by |

; 'Eh'ﬁf HR.

mm rmmumﬂmmmhmbummmarwrmaw T S
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s ﬁi} cﬂmwmﬂ,rﬂ f employees (the than Director/ Head/ Principal of the institute) a7
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Lmumﬁqmw . _,. el
" wwﬂwummmmuummmuqm S
i) Number of hours worked | overtime

- {#) dustification | Reason for ovedime
ﬁwqﬁuumwwm
ﬁ]MWn{m :

i _mmmmmmm;mn in ﬂ'ltﬂwrﬁmneg!. &1 as and whenmﬂedl :
- he: mmm&mmn shall verify #nd certify the correctness
uglurmwuﬁmu entered/ logged. The Head of the Institute/HoD will sanction and
wymt?ﬂwum :Iinm:t the end of themnrrmuralmgwlth salary, as the case|

-----

~ workfor i.ilﬁuma-ﬂdya!day or holiday, the Head of the Institute may allow such e



'snraamm&;dnmmuhmmhyw e

nhu:ﬁptnfuhtlnimmdpmwmmnhmt A S S
,tﬂmﬂmmﬁmdanmplw e TR
Lt a.mtﬁdayswmgthnawﬂlbepenmﬁum e

o[ b Noother allowances will be paid () s e S e A
D}mnmsfmadﬂlHnmannﬂ:w AN $E%

{i}In mfdmuvﬁm Nrequirqmnu ufswﬂwumw
a Empdnyeehasmmhe Srmhhﬂsamnmwuﬁmn lfm'ilwmil! ;

v b. Ng joining time. -
' i LMMHWM:H!WEMHMH&IWHL

(i) On the request of an employee: 3 '
A Empb;uhastnmﬁﬂremm mmmdalhnjanyvﬂﬂlm?daﬁ.
b. No Allowances / grants will be permissible applicable.

(D) Transter Order will be issued by Chief HR and will mmbemrrwedwiﬂ-: by the Imﬂuiduai ’lhe relieving

institute and the receiving institute.
259 TEMPORARYDUTY: ifan mmhmwmmmdmdmwmmrwmmﬁﬂnmwm

Symbiasis for short periods, not exceeding one year, then such moves will be called as ‘Temporary Duty' Ir
such case, following rules shall apply:
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n without assigning any reason. i K

pin mwummmmﬂmum huudmmnmdunngmrspmm -'
ﬂmﬂnmﬂupﬁndwmtnmnﬁd prop rtionately. The appokg

wmmmmt le:lbuuhmmdmme ooty
"~ through proper channel. | Ippuinuul 4
{'ﬂ mmmﬂmwmmmmmmm Idbmmt':

m A resignation becomes effective not merely when it is actepted by the competent it
when the employee Is actually relieved of his duties. ;

Mﬂnﬁmmmﬂwllyummdml @xcept in followi
ghtaway excep g
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Al Mﬁ&nﬁbe;hmmﬂmmmﬂlmMumlrdu e R
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mdmmﬂn&u -nuwmmmwaqmqmwmmmm
'. in code of conduct rules. Mmpimﬂlmthmbﬂeﬁlwuﬂmwﬁhmptm W‘

shelswdtledhrmebumﬂtﬂnderappllnbum afds o : ]
[E] Retrement from service: - G " 5‘

: MImnmﬂmmmhatdwﬂﬂwmnmmwﬁchmme!u{uummtu
~ specified in chapter 8 (Rules for Retirement). lePmﬂpalmmmrmaymmmnwmmmal
3 appunmmmw:ggﬂmmmum gios, Jies e

163 Procedure for Cessation of Empiuymmr. (Separation/End Szr'uiﬂa}

(A} Resignation: The mplnyu who wants to resign from service, will adidress the notkl! tn u'nu.ppolnuag
Autharity and forward it through the HOD or Director of the Institute; The notice period will start from
the day notice is received by the Director or HOD. The notice will be forwarded by HOD/ Director to the
HR department of the Society within two (2) working days with recommendation. The Chiel HR will take
exit interview of the individual and put up the case to the Appointing Authority within seven (T) working
days. Theﬂppﬁnum Authority will take decision on the case within seven (1) working days. The Chief
HR will communicate the decision to the Director/ HOD within twenty-one {21) days so that formalities
for separation can be completed within the notice periad. In case no decision is received by the HOD/
Director within 21 days then acceptance of resignation will be presumed.

The employee may withdraw his resignation before the approval is given by the Appointing Authority or
within twenty-one (21) days, whichever is earlier. After this peniod withdrawal of resignation will nuth-e
permitted.

in case the Individual is willing to give gross salary in lieu of notice period then the HOD/ Direclufwl“
immediately inform the Chief HR and complete the formalities for separation within two (2} working
days.
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s i) Settlement of financial dues. . 2 S e
meﬁlﬂfmﬁmeﬂlnﬂ]m{v]abowmustbe:omﬂﬁedbeloreﬁmdateqiﬂpmﬁm
HisE Iu:ﬂarﬂ{ﬂilshwﬂhemmplﬂedwmmhnnmmmi e G e e S e

{N cﬂdeof Gmdual and P:uace:dum !pr Dnstiphnary
Iﬂ Rules for Pay andﬂluwancas imh:dingui;l-rel
(€] Leave Rules. :
(D) Rules for Per!urmarlte Appmlsat Repcm. _f.-,::'
{€) Health {nsurance and. mdlcalaeneﬂls iuremp{wees
(F) Rules for Provident Fund, Gratuity and Retirement. Eeneﬁts '- : SEh e ¢
(Gl Huiesiurmgagemntnflﬂanpowernﬂ\ermanmdeyees : . e i

1.!55 Summary: These rules will be applicable for ‘Employees’ of Symbiosis except those: who are Appoi
~against Grant-in-Aid received from Government. For them service rules framed by Gow_-mm will 3p

These rules wlll alsn not be appiicable to paﬂ-ﬂmmmbn}ees and visiting faculty.
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