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The College Crest

The emblem of the College dates back to the French Foreign
Missionary Fathers who started this Institution of higher learning in
the year 1882. It is made up of one scroll which is placed beneath the
palm leaves, on which is inscribed the motto of the Institution in
Latin - ‘Fide et Labore’. The shield bears a cross in the centre which is
symbolic of Christian faith and there are two bees on either side of
the lower part of the cross representing hard work. The crown which
is placed above the shield is a heraldic symbol of supremacy and
glory. The compartment beneath the shield consists of palm leaves
that are a sign of victory.

The College motto is ‘Fide et Labore’ which means faith and toil.
tment to God, to

Faith among other things gives persons a commi
suits. Toil is a

her/his fellow women/men and to intellectual pur

necessary prerequisite for any success.
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BANGALORE JESUIT EDUCATIONAL SOCIETY (BJES)
SERVICE CONDITIONS AND RULES

PREFACE

The Bangalore Jesuit Educational Society, hereinafter called BJES, is a registered,
non-profit making, non-sectarian, non-governmental, educational organization
engaged in education, research and training.

EDUCATIONAL INSTITUTIONS RUN The service conditions and rules of service of BJES governing the employees of BJES
BY have been in existence for many years and have been revised from time to time.

; The revised version given below has been approved by the Governing Body of BJES
BANGALORE JESUIT EDUCATIONAL SOCIETY : and will come into effect from January 21, 2014.

l. PRELIMINARIES
1.1 GENERAL PRINCIPLES

—

St. Joseph’s College

2. ScjosaphizCollsgRichaiis . : [KTE The purpose of Service conditions and rules is to provide the employees
3. St Joseph's Evening College : : of BJES with a statement of a basic personnel policy.
4. St Joseph's College of Business Administration _ ri i' .12  The service conditions and rules enunciated herein are not exhaustive
) W { but they do provide a sufficient foundation for guiding both the employer
5. 5t Josephs RoerCH eI C St B | and the employees in the interpretation and implementation of personnel
6. St Joseph’s Evening Pre-Uniyerslty?Colgeg% Sl policy.
7. St Joseph's Boys' High School pbvatins s “ﬁh?’ e 113 The employees of BJES (the ones who are in employment or those who
8. Loyola Higher Primary School ‘ will be emploxedinﬂfuﬂ:re_)‘,are govemed. by the t.e.rms and conditions of
: ent and also by these service conditions and rules and any
9. Loyola High School pulated by the Governing Body from time to time.
R N
19. ES is responsible for prescribing and interpreting
11, les. The Director/ Principal /Headmaster/
12, ,
i or implementation arise, the

ing Body shall be final and
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I (BJES) - Service Conditions and Rules — ot .
1.2 DEFINITIONS 1.2.14 “Pan-ﬁme staff” is appointed to do only partial work on fixed days and at
In these Service Conditions and Rules, unless there is fixed times.
anything repugnant to or inconsistent with the context: [2.15 “Year” means the Academic year beginning on the st June and ending on
the 31st May of each year.

The Bangalore Jesuit Educational Society or BJES means the Registereq

I.2.1 Society of the Bangalore Jesuit Educational Society with its office at Jesyiy [2.16 “Notice” means the written communication given to the employees or

Nivas. 35, Museum Road, Bangalore 560025 circulated and/or put up on the Notice Board.

Tt The Bangalore Jesuit Educational Society. 1.2.17  “Superior” means any person who by nature of his/her duty exercises
12.2 Society” means e Bangalore | . authority, supervision or control over the employees and/ or has been
123  “President” means the Provincial Superior of the Karnataka Jesyic named Superior.

, ; ' f the Society.

Provinice, whois'the President CRUIEESSl |2.18 “Habitual act” means any act of commission or omission which is repeated
124  “Vice President” means the Rector of Jesuit Nivas who is the Vice. more than 3 times within a period of a year. ;

President of the Society. ‘ 12.19 “Acceptance of an employment in BJES” means and includes acceptance

by the employee of these Service conditions and /or any other terms and
employment conditions which may have been agreed upon between BJES
and the employee concerned at the time of employment and includes any
126  “Governing Body” means the Governing Body of The Bangalore Jesuit future amendments.

soral Society X
Flucrio e 4y 2 NAMES OF THE INSTITUTIONS RUN BY BJES

St. Joseph’s College (Autonomous)

125  “Secretary” means the person appointed by the President to hold the
office as Secretary of the Society.

127  “Management” means the management of the educational Institutior
constituted by the Governing Body. ! :

128  “Director/Administrator” means the person appointed by the Pre
to function as the Chief Executive of the educational In:
when a lay person (Non Jesuit) is appointed Principal.

129  “Principal” or “HM” means the person appoint
function as the Academic head of the educatio
Chief Executive Officer (CEO). However, if a la
appointed to the post, the “Director/Administ
CEO. SHE A

1210 “Stafflemployee” means any person er
permanently in teaching, non-teaching
Institution under the Management.

1211

“Probationary staff” means the
1212 el £

“Regular/Tenur
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service Conditions and Rules

OFFICIALS
DIRECTORIADMINISTRATOR

The Director/Administrator is the Chief Executive ; Officer of i
Institution. He represents the management in the Institution. Ag such,
he plays the role of liaison between the Manageme.nt and th_e employees.
Ordinarily, it is the Director/Administrator who is the bridge b‘*tween
the Management and the Institution. Hence all the correspondence js 5
be routed through him.

Some of the main features of his functions are:

He plays an active role in the overall management of the Institution, Hge
participates in all meetings and chairs them.

As the representative of the Management, he is the ex-officio member of
all policy making bodies of the Institution- the Governing Body, Academjc
Council, and other important committees.

He is primarily responsible for the recruitment, confirmation, promotion
and discharge of the staff and also the admission of students.

He is responsible for all legal matters and matters pertaining to the general
administration of the Institution. He represents the management before
all the Government/ regulatory agencies.

He maintains the Service Registers of the employees and administers the
salary of the staff, sanction of increments, sanction of loan, recovery
of loan, sanction of all kinds of leave (except casual leave), deduction
towards income tax, Provident Fund, etc.

He guides and supervises the Principal / HM, who is the academic head of
the Institution, in the day-to-day running of the Institution.

He appoints the heads of Departments in consultation with the Principal/HM.

He oversees the functioning of the Finance Office, Maintenance Manager
and Information Centre.

He is in charge of all the financial transactions of the Management,
giving scholarships for the poor and any other financial assistance to the
students and the staff. He mobilizes resources for the infrastructural and
overall development of the Institution. He supervises and maintains the
properties, both movable and immovable, of the Institution. :

st

) O

3.1.2.10

3.2
321

322

3923

3.24

325

326

37
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He is the authority to appoint the acting Principal/HM in the prolonged or
temporary absence of the Principal/HM,

PRINCIPAL /| HEADMASTER/ HEADMISTRESS (HM)

The Principal / HM shall normally be chosen from among the qualified
members of the Society of Jesus. He will be the Chief Executive Officer
of the Institution and, unless otherwise provided, shall also be the
Correspondent of the Institution. It shall be his primary duty to maintain
high academic standards, discipline among staff and students, inculcate in

students a sense of values and concern for the disadvantaged and attend
to the on-going formation of students and faculey.

The Principal/ HM shall act as the coordinator between the Management
and the staff and shall be responsible for communicating to the staff the
guidelines and policies evolved by the Management and for ensuring their
proper implementation. He/she shall also provide the Management with
requisite information for the proper Management of the Institution. He/
she shall be accountable to the Management in all aspects of the life and
work of the Institution he/she heads.

The Principal / HM shall have to maintain a healthy blend of academic
interest and administrative responsibility. He/she will organize workshops
and seminars for the faculty and staff and encourage them to participate
in seminars at the State and National levels. He/she shall maintain healthy
relations with the Board of Education, the University and the Government
and adopt a proactive approach.

The Principal / HM will have the autonomy concerning the prescribed
Departmental / University fees charged to students, where he/she is
accountable to the Education Department or University. He/she shall
maintain proper accounts as per departmental rules and regulations.

As regards financial management, he/she shall prepare the annual budget
as per the pro-forma in use or prescribed from time to time and submit
it to the Director/Vice President by the end of January. All the funds of
the Institution will be invested through the centralized pool of accounts
by the Vice-President and the Treasurer of the Society.

The Principal / HM shall, when deemed necessary by the Management, be
assisted by a Correspondent who will be a Jesuit.

The Principal / HM may be appointed among the lay people alsg. Helshe
may be guided/assisted by a Director who will be a Jesuit.

rage7 |
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33

4.1

4.1.1
4.1.2
4.1.3
42

42.1
422
423

5.1.3

52
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REGISTRAR, CONTROLLER OF EXAMINATIONS: Registrar,
Controller of Examinations, and any other posts that may be created by
the BJES, will have their role and job description given in their appointmeng
letters.

RECRUITMENT AND APPOINTMENT OF PRINCIPAL
HM AND REGULAR TEACHING STAFF

COMMITTEE FOR SELECTION OF PRINCIPAL/ HM:

President of the Governing Body !
Vice-President of the Society

One member of the Governing Body to be appointed by the President.
COMMITTEE FOR SELECTION OF TEACHING STAFF:

Vice President of the Society /his representative

Principal/ HM and Director of the Institution concerned

Head of the Department / Subject Expert

NON-TEACHING STAFF

CATEGORIES: Non-teaching staff in an Institution belong to the
following categories:

ADMINSTRATIVE AND CLERICAL : Office Superintendent,
Accounts Officer, Assistant Office Superintendent, Assistant Accounts
Officer, Assistant Librarian, Secretary, Receptionist, Typist, etc.

TECHNICAL : Lecture Assistants, Laboratory Technicians,
Assistants, Library Clerks, Laboratory Assistants, Electrici
Keeper, etc.

SUPPORT: Peons, Bearers, Chowkidars, Library Attendan
Bearers, Attendants, Mali, Head Mali

QUALIFICATIONS:

The minimum educational qualification for
various categories shall be as under:

(BJES) - Service Conditions and nulul

Category

Qualification

Office Superintendent Grade-|
Accounts Officer:

M.A. /M.Com. /M Sc. or equivalent

degree with seven years’ experience as
Assistant Office Superintendent / Assistant
Accountant or equivalent post

Assistant Office Superintendent
Assistant Accountant

A Graduate or equivalent degree with 5
years’ experience of office work

Assistant Librarian

Bachelor of Library Science or Library
Assistant with 10 years’ experience.

Library Assistant
Other technical staff

PUC and technical course certificate

Support staff (Store-Keeper,
Library Attendant, Lecture
Assistant, Laboratory Assistant,
Laboratory Bearer, Attendant,

Peon, Daftry, Chowkidar)

SSLC

5.3 APPOINTMENT OF NON-TEACHING STAFF
5.3.1 COMMITTEE FOR SELECTION OF NON-TEACHING STAFF :

5.3.1.1
5138159
S:30153
5352 e

Vice President of the Society /his representative
Principal /HM and Director/Administrator of the Institution concerned

.”
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8.1
82

83

9.2

9.3
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¢ Principal informs the Vice P""Side“t_"fthe Vacancies 9.4 The Management, upon assessing the evaluation reports, will decide if
cruitment process, which may include the probation has been successfully completed or not. Those who have
lications and holding interviews, etc, successfully completed their probation period (based on a thorough self-

The Director or Jesui
and with his approval starts the re

iccuing advertisements, inviting app : '
issuing a .Ve :on shall have the same standard format for evaluating the valuauor:, evalet:::o; by_ltl:hbe students, s?ﬁam! e e e tititedl
Each Insutugonins a:he personal interview. After the interview, each by the Management) will be confirmed in their position.

i ur : . '
ca':::;:;:se memtfer will record the marks in the evaluation form, sign o After declaration of the satisfactory Lt o
ioa" d place it in a sealed envelope. The Director and also those whq period, the Sk ofitis st SN e o PP il
Iconduct the interview will submit their evaluations in sealed envelopes, to the staff. ;
The sealed envelopes will be submitted to the Vice President who wil| o TENURE STAFE

i the governing body for its approval. B '
submit them to the g 10.1 On successful completion of the probation period, the staff will be
APPOINTING AUTHORITY appointed on tenure for a period of five years.
The letter of appointment of the Principal/ HM will be signed by the ol s ol o texne oo iA SN
President. further periods of five years at a time so long as the Management finds

the performance of the staff member satisfactory. The extension of the
tenure will be at the sole discretion of the Management and no staff shall
claim it as a matter of right. el r .

EMPLOYMENT TO IMMEDIATE FAMILY MEMBERS

No person who has a member of his or her immediate family (parents,
siblings and children) already employed in an Institution belonging to
: P el e BJES shall be employed in the same Institution, unless the management
If the Principal is a lay person, then the Jesuit Director may appoint ttg_e' il i i e AL s pecorded
part:time and tempofayistafl & in writing, chooses to make an exception. Consequently, if any two
A non-Jesuit Principal is not authorised to appoint any staff me employees working in the same Institution get married, one of them,
issue any letter of appointment. : preferably the junior in service, will leave the job or seek a transfer to

PROBATION AND CONFIRMATION :

On initial appointment, the staff will be on probation
years and will be paid a consolidated salary. They will
any increments or other allowances. ol

The letter of appointment of teaching and non teaching staff will be jointly
signed by the Vice-President / Secretary and Administrator / Director.
RECRUITMENT/APPOINTMENT OF PART-TIME AND
TEMPORARY STAFF 1

If the Principal is a Jesuit, he is empowered to appoint part-time and
temporary staff under intimation to the Vice President. &

The completion of the probationary period will |
the right for appointment as a tenure S ;
The probation period may be extended
a maximum period of one year, if his/he
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132

14.
14.1

14.2

15.
15.1
152

16.
16.1

Annual Confidential Report in a format .similar to those r|l:n’¢=.'.*:fcfriI.'aed for 17. TRANSFERS
government officials, should be prepared in respect of each sta me‘mber
and shall be maintained by the Pr incipal / HM. Adverse remarks, if any,
shall be communicated to the person concerned by the 3lst May of the
e concerned employee shall have the right to appeal within 30

The management shall have the right to transfer or depute its staff from

one Institution to another, witho :
! ut affecting his/h i
scale of pay and service conditions, g er length of service,

year and th

days of receipt of the said remarks. The orders passed by the appointing 18 SALARY
ity in thi Il be final.

authority in this regard shall be fina 18.1 Employees of B_jES shall be governed by the salary scale applicable to him
JoB DESCRIPTION / her as stated in the letter of appointment.
Every employee shall be provided with a job description of his/her specific 18.2  PAYMENT OF SALARY

. ; inti hanged or modified ;
assignment. Thc.a job des'crlptl.on may be change ed by the 182.1  The salaries of the employees shall be paid not later than the tenth day of
Management at its sole discretion. the month following that for which salary is due,
All are expected to carry out their responsibilities as described in 2 Normally salaries of employees shall id wi i
their respective job description faithfully and to the satisfaction of the i except the following: L et

Management. Any failure by an employee to carry out his/her prescribed

duty will be treated as misconduct. 182.2.1 ‘Deduction forabsence front/diry:

HOURS OF WORK 18.2.2.2 Deduction for damage to or loss of goods entrusted to an employee for

: il custody and for loss of money which he/she is required to account for
The working hours may be fixed from time to time by the Management. when the damage of loss is attributed to hisfher faﬂh: el )
Employees appointed to posts involving different/timingsiandiGitaiciEe 18.2.2.3 Deductions towards income tax, professional tax, provident fund, ESI or
hours will be notified by the Principal/ HM. any other tax payable by the employees and deductible at source.

PERFORMANCE APPRAISAL e 18.2.2.4 Deduction required to be made by a court order or by an authority

All the employees of BJES will undergo an Annual Performance Ap competentes do e
in order to enable the Management to document the

Deduction for allomassuchas food, lodging, electricity, etc. where

S Ry

capabilities and the performance of each emp_ingﬁee
be appraised and rewarded if so decided by the

This exercise has several stages: |
Each employee will appraise himself / hg% :
Students will appraise the employee (
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183.5

18.3.6

18.4
18.4.1

18.4.2

18.4.3

18.4.4

18.4.5

18.4.6

18.4.7

19.

20.

 resignation as the case may be, along with dearness :

No one shall draw salary for the period of summer vacation from two
sources.

An employee who leaves service of his/her own accord shall not be
entitled to summer vacation salary.

A part-time employee is not entitled to summer vacation salary

INCREMENT

The annual increment is one step higher in the scale of pay applicable to
the employee

An employee will be eligible for increment based on satisfactory
performance of his / her responsibilities during the preceding year.

No increment shall be payable if an employee has reached the maximum
of his/her scale of pay.

A tenure staff shall be entitled to annual increments based on satisfactory
self-evaluation of his/her services, evaluation by the students, other staff
and a committee of the Management.

The Management reserves its right to withhold an increment if it is not
satisfied with the performance of the staff member.

The management may, in deserving cases, award more than one increment
and other incentives if the performance of the Tenure Staff is found
outstanding. '

Only those staff members who have completed a minimum of 12 months
of service will be eligible for annual increments.

GRATUITY

A tenure staff who retires upon superannuation or leaves service
completion of the given tenure period or resigns but not discharged for
misconduct or convicted for a criminal offence shall be entitled to gr:
provided the total number of years of service including the pe
probation is not less than 5 completed years. The calculation of
will be as per the provisions of the Gratuity Act. Salary for t! i
shall be deemed to be the basic salary at the time of

PROVIDENTFUND

The Institutions will follow the general patte
Provident Fund Rules.

IS T
i

/___-__—

21.
21.1
21.2

218
21.4

21.5

21.6

21.7
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LEAVE

There are different types of leave provided for the employees of BJES

While leave is the privilege of an employee
exigencies of work. Hence, the concerneq al‘J
refuse, postpone, curtail or revoke leaye ac
service and the situation,

it is granted subject to the
thority has the discretion to
cording to the exigencies of

All leaves are in proportion to the number of days worked

An employee seeking leave shall submit an application before proceeding
on leave. He/she shall not proceed on leaye unless the said leave has been
approved by the authority concerned. Application for leave for more than
three days should be made at least four days in advance. Application for

leave for more than ten days should be made at least fifteen days in
advance and should bear the leave address.

In case of an emergency or unforeseen circumstances when an employee
may not be able to obtain prior approval of leave, he/she shall immediately
contact and/or inform his/her authority about his/her inability to attend
office and the period as well as the reason for which such leave is required.
If the grounds for leave are not acceptable to the authorities, then the
employee must report for duty immediately. If such oral intimation is
accepted by the authority it should be followed by a written leave request
immediately on rejoining duty.

If an employee does not have leave to his/her credit, the days of absence
from duty, if sanctioned, shall be treated as leave without pay.

An employee who has absented himself / herself without prior approved
leave for a period of more than |10 consecutive calendar days shall be
deemed to have left his/her job on his/her own accord.

s of leavecan be combined.
period shall be treated as part of the leave.
of work should be avoided as far as

No two typ
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21.12
21.12.1
21.13.1
2532
2151133
21.134
21.13.5
21.13.6
21.13.7
21.138
21.14
21.14.1
21.14.2
21.14.3
21.144
21.145
21.14.6
21.14.7
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TYPES OF LEAVE

CASUAL LEAVE- CL

An employee is entitled to 12 days of casual leave in a year.
Casual leave can be availed of for a maximum of 3 days at a time.

For faculty and staff on probation or on contract, one CL per calendar
month is allowed.

An employee who joins after the |5th of the month will not be eligible for
CL during that month.

Casual leave can be taken for half day also.

Casual leave shall always be applied for before it is availed of. In case of
urgency, however, this condition may be waived at the discretion of the
sanctioning authority.

The authority competent to grant casual leave shall be the Principal/HM in
case of teachers / other staff working under his administrative control.

In the case of Principal/HM, leave will be sanctioned by the Vice President/
Secretary or any other person authorized by the Governing Body.

EARNED LEAVE - EL
The teaching staff is not entitled to EL as they have vacation

Confirmed Administrative and Supportive Staff who have completed one
full academic year will be eligible for EL of 25 days in a year.

For those who join in the middle of the academic year, EL will be on a
prorated basis.

Probationers shall not be entitled to any earned leave during the first year
of probation.

If a staff member is asked to work during EL, he/she shall be paid an
additional allowance fixed by the management.

The non-teaching staff shall arrange with the Principal /HM in advance
before availing himself/herself of the earned leave during the summer
vacation.

In the case of exigency of work, the Principal or the Head of the Institution
may direct the non-teaching staff member who intends to avail himself/
herself of earned leave, to remain on duty during the earned leave period

_—-_'—-—-__-.-_——_7

21.15
{
“ 21.16
21.17
21.18
; 21.18.1
B 21.18.2
“ 20.183
21.19

———-_—_'-'—-—'—-——(Ei' Service Conditions and I!ulul
and he/she will be paid salary and 3

llo i
Wances on pro rata basis in respect

earned leave. ould not avail himself/herself of the

MATERNITY LEAVE

than two surviving children are eligible f

or this benefit.
PATERNITY LEAVE

A male staff, excluding those on contract appointment, temporary,
probationary  and part-time service, with less than two surviving'
children may be granted paternity leave for 3 period of |5 days during the
confinement ofisispotseilie; lupto 5 days before or up to six months
from the date of delivery of the child. If such leave is not availed of within

this period it shall lapse. This leave will be available up to twice in the
entire career of the concerned staff.

DUTY LEAVE

Duty leave may be allowed to the teachers for attending meetings of the
University, NCERT, State Government Seminars, Conferences, Workshops
etc.and for presenting extension lectures, if the sanctioning authority is satisfied
that such attendance / participation is in the interest of the Institution. In
such a circumstance, the concerned teacher should make suitable alternative
provision, as far as possible, that neither the work nor discipline suffers.

SICK LEAVE
Every employee is entitled to 3 days of sick leave in a year.
Request for sick leave should be supported by a medical certificate.

Management may grant an additional leave of 15 days for serious accidents
or hospitalization for serious ailments.

MARRIAGE LEAVE

The management gives 6 days of marriage leave for the marriage of the
concerned staff member. This is not applicable to those on contract,
temporary, probationary and part-time employment.

Page 17]
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of the Institution, either original or copies, without the explicit written
permission of the Management.

242 Matters relating to the affairs of BJES, its members, its clients or its
students shall not be divulged by any employee to an unauthorised person
(whether staff, students, employees or outsiders).

Ipage18
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2120 Ph.D DEFENCE LEAVE . permission of the Managemenujp,- °F 3Ny of s Institutions without the pri
The teaching staff that do their doctoral studies with the approval of the NI Incipal/ HM, RO
management are eligible for 6 days of leave for the defence of their thesis, 24.4 ofoBTESporyany o?lij tsl lslg'"! any document or financia| h

: Nstitutions yp| ancial vouchers on behalf

2121 EXTRAORDINARY LEAVE ON LOSS OF PAY Principal/ HM. M€ss authorised by ¢he Management/
The management may, at its discretion, sanction extraordinary leave on 245 No employee is permitted to carry on
loss of pay. any part-time job. Ny Private business or undertake

22 UNAUTHORISED ABSENCE 24,6 No teacher shall engage in any king of e B

22.1 Absence without leave shall be construed as misconduct unless it js in any other institution, ate twition or regular teaching
satisfactorily established that circumstances beyond one’s control ! 247 All employees should record/sign the atr,
occasioned the lapse. the first time while reporting for duty in th';—;ndance register twice daily —

Al : ; L morni :
222 Except in the case of sudden illness, previous permll:ssofn lshould bz while reporting for duty in the afternoon, Fhing and the second time
obtained from the Principal/HM for availing oneself of leave, an 8 Every employee should be :
arrangements made before classes begin. Furnishing information after 2 instances of late attendancepc:: S;Ent for h's"h?r duty on time. Every three
the commencement of the classes will be considered highly irregular and B cas il lleavein case no lcave m'n"-ltes v.vnll be considered as half a day
leave may be refused except under extraordinary circumstances. o Is available it will be considered as loss of
223 Salary for the day/s of absence without authorized leave shall be deducted 9 b Bmecne nasd .
from the monthly pay unless satisfactory reasons are provided by the staff 24. e sho:I;ooi‘:ac')UtrhOf thf premises during working hours for
to the Principal / HM. Any salary paid during the period of absence or for N the prior permission of the Principal/ HM.
any other reason shall be recoverable if it is found to be irregular. 24.10  While on duty, employees should not entertain personal visitors,
23. DISCIPLINE §asadll h::c:r::?:zei '; permitted to tfl'ing his/her child/children to the office or
23.1 By accepting employment with BJES an employee agrees: I P rk during the working hours.
23.1.1 To work in a responsible, disciplined, harmonious and productive ‘, 2412 All official communications should normally be done in writing.
manner; i 24.13 :‘-ea‘:hmf staff must be present on the premises of the Institution for eight
23.12 To be loyal to the Institutions of BJES and to act in 2 manner conducive ' ours of work every day and a minimum of 44 hours a week.
to the accomplishment of its objectives; 24.14 Teaclhing staff will devote their whole time to the duties of their
23.1.3  To abide by the service conditions of BJES as well as any other lawful and -[ eémployment.
reasonable instructions, written or verbal, given by his / her Superiors. 2415  The teaf:hing staff shall not arrange for substitutes or exchange their hours of
24. RULES FOR EMPLOYEES work with those of other teachers without the prior sanction of the Principal
I HM. Teachers shall not change the rooms they are assigned to teach in.
24.1 No employee shall keep in person or take out of the office, any document 540

The teaching staff should be punctual for their classes. They shall be
present at their classroom at the first bell and enter it at the second bell
(where such system exists) to begin the class without delay. Teachers

~ may not dismiss the classes earlier than the close of the assigned hour.

They shall not cancel any class without prior permission of the Head of
the Institution.

Page 19'
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24.17  Teachers shall be available in the campus for helping students in their studies
outside the class hours. All teachers shall deem it their duty not only to
teach the matter contained in the syllabus but also endeavour to inculcate
both by example and work a value system articulated in the Institution
calendar, in keeping with the aims and objectives of the Institution.

24.18  The teaching staff members shall devote their energies to develop
and improve their academic and professional competence by availing
themselves of all opportunities to attend and participate in academic
programmes such as seminars, orientation courses and in-service
programmes. Whenever such programmes are arranged on the campus
and relevant notice is given, participation in the same shall be obligatory
on all staff members.

24.19  Annual or bi-annual evaluation of the performance of teachers in teaching,
research and training programmes will be part of the annual evaluation
required for increments and promotions and other decisions regarding
tenure, extension or termination of contract, probation, etc.

2420 The workload of teachers shall be as prescribed by the University/
Government from time to time. However, the Management may,
depending on the kind of projects that they are asked to handle, make
adjustments in the workload of staff members in research and evaluation
project and the workload may be increased by the Management to meet
specific needs of the students.

2421 The teaching staff shall take great care in the use and handling of equipment
and tools as well as all facilities, study materials and such other objects
placed at their disposal for the purpose of work, recreation and general
welfare.

2422  In addition to the duties of teaching and allied activities, every teacher
shall strive to make himself/herself useful to the student body and the
management of the Institution by organizing useful and relevant honours
programmes and extracurricular activities. They shall also be required to
do examination work within the Institution without any remuneration.

2423  No teacher shall discriminate against students on political / social /
religious grounds or for other reason and shall not incite students against
other students or other teachers, colleagues or the Management.

2424 A teacher shall not be partial in assessment of students and shall ensure
that the evaluation of students reflects their true merits. He/she shall not
indulge in victimization (of students or colleagues) on any ground.
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The working hours of Non-teaching staff will
ointment | I
the appointr ¥ etter or changed anq fixed through wri
commU?"fat'on' or class Il and |y employees they W°§Id "I:l‘ltten or oral
week of six working days. The total span of dy fi e
et R L 5 ty for class IV employees

be as specified either in

e ':":lm:;' Of t-he “S[t)ilff shall approach higher authorities of the Institution
or of the Education Department or of the Government in connection with
any matter connected with the Institution exce

t th T
Head of the Institution. Pt through the Principal/

Every staff member shall attend the Institution dressed in a manner

befitting his/her profession. The Management may, if it finds necessa
prescribe a dress code for the staff and students, e

No T‘?“”_"e staff shall apply for appointment elsewhere except through
the Principal / HM. However, staff members may apply for appointments
outside without reference to the Principal/HM within one month prior

to the completion of the probation period or three months prior to the
completion of a given tenure.

All members of the staff shall help the Institution authorities to enforce
and maintain discipline and inculcate good habits among students.

An employee shall not refuse to carry out the decisions taken by
appropriate administrative and governing bodies of the Institution and

shall not disrupt functions or activities sponsored or authorized by the
Institution.

An employee shall not engage himself/herself in any act prejudicial to the
interests of the Management or Institution

An employee is not permitted to join any association or trade union
within or outside the Institution.

No staff member may join a political party or directly allow himself or
herself to be elected or nominated as 2 member of a political party or a
legally banned organization. No staff member can participate in any activity
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—

questioning the lawful authority of the government, or join organizations
whose philosophy and ideology runs counter to the philosophy and
principles of the Society.

2435 A staff member offering himself/ herself for election to any public office
shall have to first resign from service; provided that on the date, the
nomination of the teacher for any public office is filed, he/she would be
deemed to have automatically vacated his/her office, even if he/she had
not resigned or his/her resignation has not been accepted.

2436  No employee shall, except with the previous permission of the Governing
Body, participate in the editing or managing of any newspaper or periodical,
or act as a correspondent of a newspaper or periodical.

2437  No employee shall in any manner criticize in public any administrative
action of the Governing Body.

24.38 No employee shall, except in accordance with any special or general order of
the governing body or in the performance in good faith of the duties assigned
to him/her, communicate, or pass on, directly or indirectly any official
document or information to any employee or to any other person to whom
he/she is not authorized to communicate such document or information,

2439  No employee shall, except with the previous sanction of the Governing
Body, engage directly or indirectly in any trade, occupation or business.

2440  No employee shall appear for any examination without obtaining prior
permission of the Principal/ HM.

2441  An employee may undertake honorary work of a purely social or
charitable nature or occasional work of a literary, artistic or scientific
character, subject to the condition that his/her official duties do not
thereby suffer, but he/she shall not undertake or shall discontinue such
work, if so directed by the Director/ Principal of the Institution, and in
case of the Principal, if so directed by the Governing Body.

2442  No employee of the Institution shall write / guide or edit a book. He/she shall
follow the procedure laid down by the University in case he/she intends to
publish any work with the prior approval of the Governing Body.

2443  Anemployee shall avoid habitual indebtedness or insolvency. An employee
who becomes the subject of legal proceedings on account of his/her debts
or insolvency shall forthwith report the full facts to the Principal/ HM.

2444  No employee shall bring or attempt to bring any outside influence to
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2447  No employee shall absent himself/he -
e s LRI rself from his/her duties without

leave rules. Slithe authority as provided in the

2448  No employee shall take part in an
Principal / HM will lead to indiscip

25. RESIGNATION

)I« activity which in the judgment of the
line in the Institution,

25.1 A tenure staff member may, at any time,
Management three months notice in writi
thereof. Resignation becomes effective
management.

resign his/her post by giving the
ng or three months salary in lieu
only when it is accepted by the

25.2 An employee who has given notice regarding his/her intention to resign

from the services of BJES will not be allowed to withdraw the same after
the said notice has been accepted by the Management.

25.3 In the interest of the students and to maintain overall administrative
efficiency no staff member, permanent or otherwise, shall leave service
in the middle of the academic year. If any staff member leaves the job
during the academic year or in violation of any part of this rule shall not
be eligible to receive the service certificate from the management.

26. AGE OF RETIREMENT/ SUPERANNUATION

26.1 Regular/tenure staff shall retire from the service of the Institution on
completion of 58 years of age. In case he/she attains 58 years of age during
the academic year the management may permit him/her to continue till
the end of the year.

26.2 The superannuated staff may be re-employed on contract basis for 11
months at a time, on a consolidated honorarium and subject to specific
terms and conditions.
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RETURN OF PROPERTY

2T
A staff member, before leaving the service, sha?l give an account of
property of the Institution in his / her possession, custody or charge,
He /she shall hand over the charge of his / her post to a duly authorizeq
employee and shall return to the Institution all books, apparatus, furnityre,
etc. issued to him/her. If he/she fails to do so, the manage.ment shall
recover the amount due from him/her, in respect of the above' items from
his/her last salary or from the gratuity amount payable to him/her. The
amount to be so deducted will be decided by the management.

28. TERMINATION OF PROBATIONARY STAFF.

28.1 The services of a staff member that is on probation may be terminated at
any time without assigning any reason, after giving one month's notice or
paying one month'’s salary in lieu of the notice.

282 If during the period of probation, the work or conduct ?f an employee is
not found satisfactory, the appointing authority may: - .(I) In the case of 3
person appointed by promotion/transfer, may revert him/her to the post
held by him/her immediately before such appointment and (ii) in the case
a person appointed by direct recruitment, terminate his/her services.

29. TERMINATION OF THE REGULAR/TENURE STAFF
The services of regular/tenure staff may be terminated for
any of the following reasons:

29.1 If the employee becomes of unsound mind or physically incapacitated.

29.2 If the employee becomes insolvent.

29.3 If the employee is convicted of any criminal offence involving moral
turpitude.

294 Moral turpitude

2915 If the management loses confidence in the employee.

29.6 The nature of service rendered is no more required by BJES.

2917, The employee absents from duty for more than ten consecutive days
without leave or overstays beyond the sanctioned leave.

298 Dereliction of duty like not engaging oneself in the allotted classes or not
completing the prescribed syllabus or not doing the allotted work.
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Misconduct
Wilful and persistent neglect of duty

Participation directly or indirectly in unauthorize

o d ;
tuitions. coaching classes/

Any activity objectionable in the opinion of the Man

forbidden by these rules. agement or expressly

If th.e employee indulges in such acts of conduct which are prejudicial to
the interests, objectives or reputation of BJES.

In the opinion of the Management, any serious violation of service rules.
MISCONDUCT

Different types of misconduct mentioned below are intended to provide
examples of behaviour inconsistent with the principles held by BJES and

hence they shall not be understood to be a complete listing of behaviour
or activities that may be deemed to constitute misconduct.

ACTS AMOUNTING TO MINOR MISCONDUCT

Absence from duty up to three days without proper permission from the
concerned Superior.
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30.1.2 Idling or loitering during the duty hours.

30.1.3  Entering or leaving, attempting to enter or leave the office except iy
accordance with the rules and orders.

30.1.4 Late attendance or leaving the place of work earlier than the appointeq
time without proper approval from the concerned official.

30.1.5 Low work production.

30.1.6  Abetting any minor misconduct.

30.1.7 Failure to sign / record the daily attendance register.
30.2 PENALTY FOR MINOR MISCONDUCT

An employee found guilty of minor misconduct may, amongst
other punishments:

30.2.1  be warned by a letter.

30.22  be censured.

30.23  be fined

3024 be suspended without pay for a period not exceeding four days.

30.25 Before imposing a minor penalty the concerned staff member shall be
given an opportunity to explain in writing why he/she should not be
punished in respect of the misconduct on his/her part. The nature and
quantum of punishment shall be decided in the light of the explanation
given by the concerned staff member.

30.3 ACTS AMOUNTING TO MAJOR MISCONDUCT

30.3.1 Furnishing at the time of employment or during employment wrong or
incomplete information or suppressing any information regarding age,
qualification, previous service or experience, conviction in a court of law,
dismissal, removal or compulsory retirement by the previous employer,
etc.

30.3.1.1 Deliberately making false statements or by concealment of his/her true
references which would have prevented his/her appointment.

30.3.2  Breach of service conditions of BJES.

30.3.3  Giving or accepting bribes or receiving kick-backs in any form, including
money, services or gifts.
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30.3.6 Sexual harassment.

30.3.7 Borrowing money from suborq
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nduct business. people
30.3.8  Defamation of fellow employees.

30.3.9 Impertinence, insubordination or disob

By o Ommissi
of discipline or of good heba 18sion of any act subversive

30.3.10 Participation in a strike or abetting

incitin
furtherance thereof. e

instigating or acting in
30.3.11  Wilful slowing down in performance of w

et ork, malingeri ;
instigation thereof, or interference with ¢ gering or abetting or

he work of other employees.
30.3.12 Misuse of the vehicles of the Institution: i.e, car
passengers, driving without valid Driving Licence

personal trlps. without proper authorization, permitting unauthorized
persons to drive, rash and negligent driving, driving under the influence

of alcoholid_rugs and any other use of the vehicle which negatively affects
the reputation of the Institutions run by BJES

rying unauthorized
using vehicles for

30.3.13  Theft, fraud or dishonesty in connection with the business or property

of the Institutions or of the Property entrusted to the Institution or of

any other employee of BJES, or of any visitor to the premises of the
Institutions.

30.3.14 Acceptance of gifts from other employees especially from subordinate
employees.

30.3.15 Absence without leave for more than 3 days or over-staying the sanctioned
leave, for more than 3 days, without sufficient grounds or proper or
satisfactory explanation.

30.3.16 Absence from employee’s appointed place of work without permission or
sufficient cause.
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30.3.17
30.3.18
30.3.19
30.3.20
30.3.21

30.3.22
30.3.23

30.3.24
30.3.25

30.3.26
30.3.27

30.3.28

30.3.29

30.3.30

30.3.31

30.3.32
30.3.33
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Irregular and habitual late attendance.

Habitual negligence or neglect of work.

Wilful absence from duty.

Breach of any law, rules or orders amounting to indiscipline.

Carrying or possession of any lethal weapon or instrument within the
premises of the Institutions.

Use of physical violence.

Collecting any money within the premises without the permission of the
Management/Principal.

Engaging in any business or trade within the premises of the Institution.

Drunkenness, riotous, disorderly or indecent behaviour, gambling,
extortion or committing nuisance in the premises of the Institution.

Being found in a state of intoxication or drug abuse.

Maliciously writing anonymous letters criticizing the Superiors or the
Institutions run by BJES.

Wilful damage to work in progress or to any property of the
Institutions.

Interference with any safety device installed in or around the premises
or wilful breach of any expressly prohibited act as regards the safety and
health of employees and the safety of the property of the Institutions, or
an act exposing the Institutions to any penalty under any applicable law.

Organizing, attending or holding any meeting or taking out processions
inside the premises of the Institutions without the prior permission of the
Management.

Disclosure to any unauthorized person any information relating to
BJES or its Institutions or communicating directly or indirectly to any
outside party any document or information which has come into his/her
possession, or of which he/she has secured knowledge in the course of
his/her duties unless expressly permitted in writing by the Management.

Smoking within the premises of the Institutions.

Sleeping while on duty or in any part of the premises of the Institution,
except in the place and time specifically notified for the purpose.
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Unauthorized removal or defacement of Notices on the notice board
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Unlawfully dealing in foreign exchange.

Wearing unauthorized badges/uniforms/s;
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acards, pamphlets, posters, etc.
Incivility to Superiors, co-employees and visitors

Use of abusive language against th
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with the Institution ¢ ISE

Thre‘atemng or attempting to threaten or intimidating or using any force
or violence against an employee or Superior, or any person within the

premises or outside - if such behaviour has direct bearing on the discipline
and reputation of the Institution.

Refusal to accept a charge sheet, order or other communication served
in accordance with these service conditions.

Insubordination
Failure to inform the concerned officials/authorities of the occurrence

of a notifiable or contagious disease contracted by an employee or any

member of his/her family or any visitor/relative residing with him/her for
the time being.

Failure on the part of an employee to present himself/herself for periodic
medical check up when so directed.
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nquiry
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estab : .shed: The Management will decide on the appropriate penalty
according to the gravity of the misconduct and pass an order.
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POWER TO IMPOSE PENALTIES

The power to impose penalties on the staff will re;st with the manageme,
in respect of major misconducts and with the Director/Principal / HM i
respect of minor misconducts.

COMPLAINTS (Grievance Procedure)

All complaints arising out of employment, including those relating to unfyjy
treatment, shall be submitted by the employee to the Director/Princip,/
HM in writing within 24 hours of occurrence of the cause for complaint,

If an employee feels that he/she has not obtained redress within 72 hoyrs,
he/she may submit his/her grievance in writing and present it to the Vice
President.

On receipt of a complaint, the Vice President will examine the complaint
(if he thinks fit he may appoint a Committee for this purpose) and give hig
decision within 30 days.

]esuit Education ...

. Is world-affirming: Jesuit education acknowledges God's
presence and actionin all of creation: in nature, in history and i

. . : m

persons. Therefore, it affirms the radical goodness of the world

and it regards every element of creation as worthy of study and
contemplation, capable of endless exploration,

e Cares for each person: Jesuit education recognizes the
developmental stages of intellectual, affective and spiritual
growth and assists each student to mature gradually in all these

areas.

e Is value-oriented: Jesuit education includes formation in
values, in attitudes, and in an ability to evaluate criteria;
encourages a realistic knowledge, love, and acceptance of self.

It provides a realistic knowledge of the world in which we live.

e  Pursues excellence: The Jesuit education helps students to
develop the qualities of mind and heart that will enable them -
in whatever station they assume in life - to work with others for

the good of all.

' uman community. Students are

AN

service of others, outofa




