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CHAPTER: I

I. TITLE AND COMMENCEMENT

1.1 These rules shall be called service rules for the employees of the educational
institutions administered by the "Bearys Academy of Learning".

1.2 These rules shall corne into force from the date of approval by then
Governing Body of the Association and shall apply to all the employees
hereafter defined, on the date of approval by the Governing Body and who
joined the employment thereafter.

1.3 These rules shall apply to full time teaching/non-teaching employees. What
is said of the responsibility of the lower authorities may be validity done by
higher authority.

CHAPTER: II
2, APPOINTMENT CONFIRMATION. TERMINATION & RETIREMENT

2.I All appointments of all categories shall be made by the Governing Body.
The Governing Body may appoint selection committee wherever necessary.

2.2 A candidate appointed by direct recruitment shall assume charge of the post
for which he/she was appointed within the period specified in the
appointment

2.3 IT THE TIME oF JoINING THE cANDIDATE SHALL CoMPLETE THE
FOLLOWING FORMALITIES

2.3.1 Submission of Joining Report.

2.3.2 Submission of True Attested Copies of Educational Certificates along
with originals for verification '

2.3.3 Submission of Relieving Letter flom the previous employer
2.3 .4 , Submission of Evidence of date of birth / proof of age.

2.3.5 Nomination for Provident Fund / Gratuity in prescribed form (if eligible).
1.3.6 Application for Identity card along with three passport size photos.

2.3.7 Application for opening Bank Account
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2.4 SERVICE RECORDS:

A Service Register shall be maintained for every employee showing among

other , thingJ, his/her pennanent address, date of appointment, consolidated

pay, scale of pay on which he/she was appointed increments given from time

to time, leave availed of transfers, promotions, suspensions, punishments

etc. The Register shall be opened immediately after the employee report for

duty and to be updated periodically

2.5 TERMTNATT6N oF sERvICE: The Management may terminate the services

of an employee

2,5,1 After giving three months notice or pay in lieu thereof, no such Notice

shall be necessary, f the termination is as a result of proved misconduct

in the enquiry conducted in accordance with these Rules

2.5 .2 The services of a probationer may

notice or sal ary in lieu thereof.

2,5,3 The Governing Body may curtail or

in lieu thereof in appropri ate cases

employee.

2.6.2 Whether the three

has been paid

be terminated by giving one month

waive the notice period or payment
at its discretion if requested by the

2.6 RE5T6NATIoN: When an employee tenders resignation to the post held by

him/her, the following points shall be verified before accepting the

resignation

2.6.1 Whether the resignation is not in the middle of the academic session

prescribed by Affi liating University/Council/Board

months notice or s aiary equivalent io the notice period

2.6.3 Whether dues or no dues certificate has been obtained from different

Department / Section of the Institution.

2.6.4 The Head of the Institution shall forward the resignation letter to the ,
Governing Body with suitable opinion / remarks for orders / acceptance.
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2.6.5 The Governing Body shall be the Competent Authority to accept the

resignation of all Employees

CHAPTER-III
3. HOURS OF WORK & HOLIDAYS:

3.1 All employees are required to work for a minimum of six days a week and 8
hours a,day

3,2Duty hours in the different Departments and Sections of the Institutions are

to be followed as notified from time to time.

3.3 The duty hours notified may be changed as per the requirement of the

Institution from time tp time and the employees shall attend duty
accordingly

3.4 All employees shall be: required to attend to any emergency or other urgent
duties outside their regular hours of wqrk including on Sundays and

holidays if required. They shall not be entitled to any extra remuneration for
such work except to compeflsatory Time off at the management's discretion
and convenience.

3.5 ATTENDANCE:
3.5.1 All employees shall mark their attendance in their respective Attendance

Register and Biometric maintained in the office of the College.

3.5.2 No employee reporting fifteen minutes later from the time fixed for
commencement of duty will be allowed to attend duty unless permission
is given'by the Head of the Department. '

3,5.3 Any employee found absent from his/trer place of work during working
'hours without prior permission of ihe Head of the Department or section,
is liable to be treated as absent for the day
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CHAPTBR-IV

4, DUTIES AND CONDUCTS

4,T DUTIES OF TEACHERS:

4'I.l Teachers must see that he / she is conscientious in giving his / her
attention to the studdnts.

4.1.2 No teacher is permitted to inflict corporal punishment on a student.

4.1.3 Teachers are required to maintain Attendance regiSter of students

4,r.4 Teachers are required to maintain their own lesson plan & diary

4.1 .5 Teachers are expected to record, wherever required by the Regulation.
Registers and all Academic marks of their students from time to time
in panicular at the reopening of the college and at the end of the
Term/semester for Institutions/Colleges. Each year teacher must supply
any statistical and other data required by the Head of the Institution.

4.1.6 In addition to normal class-room duties, the teacher shall co-operate
carefully and faithfully with the Flead of the Institution and other
Members of the Teaching staff in promotion of an atmosphere of
academic excellence and in the performance of extra duties and devoting
extra time which is required for the welfare of the student or the
Institution in general

4.r.7 Teachers shall s / workload as prescribed by vru or as
per norms'of A gement or the competent iuthority shall
have the f,rnal s duties/workload

4.2 COtrE OF CONDUCT FOR TEACHNRS & EMPLOYEES:

4.2.r Every employee shall maintain absolute integrity, a high sense of
devotion to duty and standard of conduct. The employees shall be loyal
to the institution and abide by the rules.made frorn time to time
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4.2.2 An employee is required to accept any work allotted to him by the head

of the institution in addition to the work allotted to the particular post

held by the employee, keeping in mind the ethos of the institution'

4.2.3 Employees shall take proper care of machines, tools, materials,

equipment, furniture and all other sundry property of the institution,

movable and immovable.

4.2.4 Employees shall take proper care of machines, tools, materials,

equipment, fumiture and all other sundry property of the institution.

movable and immovable.

4.2.5 No employee shall misuse or carelessly use the material and facilities

provided bY the institution.

4.2.6 No employee shall tamper or cause it to be tampered with the records or

notices of the institution.

4.2.7 No employee shall indulge in quarrels, cross-talking, abuses, fights,

violence or any other disorderly or indecent behavior on the premises of

the institution.

4.2.8 No employee shall indulge in activity which may embarrass the cause of

the institution.

CHAPT'ER. V

5. LEAVE

S.T CNNNNAL CONDITIONS:

5.1.1 permanent employee shall be eligible for Earned Leave, Casual Leave,

Compensatory Casual leave, HalliPay Leave / Commuted Leave, Special

Casual Leave and Extraordinary Lea'0e. No employee shall be entitled '
TlPage



to any leave under these rules, in respect of unauthorized absence from

duty in pursuance of an illegal strike

5.1.2 Employees in the non-teaching staff category working in the non-vacation

department are eligible for 15 days earned leave'

5.1.3 If an employee desites to take a leave he/she make an application in

writing o,. ihrough online, giving sufficient time to the principal to

respond.

5.1.4 An employee, who has been granted leave on medical grounds, is

required before resutning duty to produce a medical fitness certificate

fromaregisteredqualiflredmedicalpractitioner.

5,2 CASUAL LEAVE:

5.2.1 casual leave is initially meant for a short period of absence necessitated

by sudden and unfoteseen urgent work

5,2.2 No employee has the right to grant of casual leave. The principal is

empowerednottograntcasualleaveatanytimeaccordingtothe
exigenciesofserviceandtheneedoftheinstitution

5.2,3Casualleavemaybegrantednotmorethan3daysatatime.

5.2.4 Late arrival and early departure for personal purposes is considered as

one daY ofabsence.

5.3 SPECIAL CASUAL LEAVE I

5.3.lspecialCasualLeavemaybegrantedtoalemployeeforaperiodnot'' exceeding fifteen days in any ohe calendar year'

5.3,zFor participation in sports & Educational Programmes (e'g' seminar

/Conferences /Workshops) events of University / State / NationBl or

InternationJ i-pottance only one eyent of its kind inayeat is permitted'
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5.4 EXTRAORDINARYLEAVE

5.4.1 Extraordinary leave may be granted at the discretion of the principal
without pay to a teaching and non-teaching staff in special circumstances

such as:

When other leave is admissible, but the staff applies in writing for the
grant of extraordinary leave.

5.5 LEAYE WITHOUT PAY

5.5.1 For absence exceeding the permitted leave, salary will be deducted at the
end of academic year.

5,5 ,2The maximum period of the special

5.5,3 No salary of any kind ig admissible

leave is six months

for this period of leave.

CHAPTER: VI

6. OBLIGATIONS O}'THE EMPLOYEE:

6.1 Every ernployee shall observe courtesy and politeness

6.2 No employee shall enter into monetary dealing with his/her colleagues
subordinates, clients or customers nor shall he accept any present from
them.

6.3 No emplclyee shall use the Institutions name or properties for his/her own
pu{pose and benefits, except when permitted to do so by the Management in
writing.

6.4 Every employee shall present himselflherself in his/her seaVduty place at

the prescribed time.
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CHAPTBR: VII
7. UND AND PENSION SCHBME

The employees are covered by the Employees Provident Funds and Miscellaneous
Provisions Act, 1952. The application of these Rules is mandatory to all
employees' According to these Rules, the employee shall contribute towards pF
contribution at the rates prescribed in the Rules and matching share of contribution
shall be paid by the Mana$ement and both shares of PF contributions shall be
remitted to the Regional Provident Fund Comrnissioner, Karnataka, Bangalore
every month towards crediting the amount to PF Account and pension Fun6
Account. The payment of contributions strall cease, on the employee quitting frorn
the service either on resignation, dismissal or by retirement. The accumulated pF
contributions will be paid to the employees directly by the Regional provident
Fund Comrnissioner, Karnataka, Bangalore. For details with regard to pF and
Pension benefits, the Employees Provident Fund and Miscellaneous provisions
AcL 1952 be referred

CHAPTER VIII
8. RETIREMENT

Every employee shall retire from service on attaining the age of 60 years. The
governing body may grant extension at its discretion, provided the employee is fit
for such an extension and has no mental or: physical incapacity which disqualifies
him from such an extension. The extended period will not be treated as continuitv
in service.

9. DISPLAY OF RULES
CHAPTER _IX

such other places as
These Rules may be displayed on the Notice Board or

specified,by the Head of the Institutiorl. .
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. CHAPTER: VII
EMPLOYqtrS.P4,qVIpENT F:UNp 4lTp PpNqION SCHEMtr

,e emplovees are covered by the Employees Provident Funds and Miscellaneous

,x'isions Act, 1952, The application of these Itules is rnandatory to all

iployees. According to these Rules, the employee shall contribute tclwards PF

r. .rtribution at the rateS prescribed in the Rules and matching share of contribution

. :all be paid by the Management 
"nd 

both shares of PF contributions shall be

r.rlitted to the Regional Provident Fund Commissioner, Karhataka, Bangalore

,: r)r).' lnooth towards crediting the amount to PF Account and Pension Fund

recouflt. The payment of contributions strall cease, on the employee quitting fronr

re service either on resignation, disrnissal or by retirement. The accumulated llF

r-*,rntributions will be paid to the employsss directly by the Regional Provident
' :rncl Comrnissioner, Karnataka, Bangalore. For details with regard to PF and

'cnsion benefits, the Ernployees Provident Fund and Miscellaneous Provisions

\ct. 1952 be referred

CHAPTER V}II

S RETIREMENT

Every ernployee shall retire from service on attaining the age of 60 years. The

:i)verning body may grant extension at its discretion, provided the employee is fit
: 'r such an extension and has no mental or: physical incapacity which disqualifies

rim from such an extension. The extended period will not be treated as continuity

::r service.

CHAPTER -IX
I). DISPLAY OF RULES

lhese Rules rrlay be displayed on the

.i)ecifled by the Head of the Institutioll.

Notice Board or such other places as
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