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HR POLICIES FOR EMPLOYEES

I SHORT TITLE AND COMMENCEMENT

1 mmﬂhﬂﬁmwhhwwﬂwwﬂic
College of Professional Studies (LPCPS).

r & hﬂnﬂ_ﬂh—ﬁ-hhiﬁmmwnhmmm

J n—ib’hwmdﬂhﬁﬂenﬂ-wruﬂ‘lm.

3 mmmﬂ_hﬁu#iﬁhﬁedﬂmﬁwmmt
«lﬁjﬁqmdﬂmuhmmm Assistant
Mﬂhﬂﬂﬂhihmmm”mﬁ
defined under)

4 mw-#hﬁﬂdmﬁihﬂmwm

: md‘uﬂlﬁ-ﬂ-ﬂhhp—tﬁhmmmtﬂmm
conditions for all the employees.

5. MWHHHMHM'uﬁE employer’ are the terms
used interchangeably defining the same authority

II.  DEFINITIONS
In these Rules, _ 1 otherwise requires

“The College Manage t of LPCPS here refers to the Employer

msiona Studies means unaided private College run by
at Rajajipuram, Lucknow.

of Lucknow Public College of Professional

employee means authority (Management)
he employee for the time being holds

o

authority empowered by the MANAGEMENT and
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ination wi ! ission of the
14. M-ﬂwﬂﬂwhmwmmmrﬂpﬂm

i institution on any ground/grounds by
18 e e e e st e chares evid gt

ing staff shall llwuyidq:gnduponuw
number of working hours/actual working periods allotted 1o the employee respectively

7 mmﬁhﬁﬂﬂﬂhwnnﬁmmw“pﬂ:hﬁ
requirements of the College:

18. HW“‘M“HMMM:
(i) Dereliction of duties
(n) Misconduct
{:} Muw m“h:h institution of tamishing the imtgr.rld' college
(v) m&-hm-uiuﬁu#uammmﬂ offence

1 for the
inclusive, hm‘:-m&hmhhmmnrqm!mm
hﬂmmmu‘m Studies (LPCPS)
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are called and are given Application Form to be

 demo.
mo is appointed after verification of the

the candidate is appointed.
y the selected candidate at the time of

‘i ksheets (class X onwards).

; y of resignation letters from all the
usly worked with.

W s, journals (along with the name of
L shows reference to the name of the

7|







Whenever any employee apposnted for a specified penod in any category of employment gets
terminated automatcally from on the last day of the specified penod unless the contract period
is extended by the Management in wnting. he/she cannot clasm as a matics of nght after the
expiry of the last working dary

For the purpose of promotion 10 a mgher grade within the College, an employec s senionty
shall not confer upon the employee a nght 10 promotion  The eligibality of an employee fos
promotion shall be determined primarily with reference 10 performance and ment and
availability of vacancy in the higher grade. An employee who is promoted to higher grade
shall be placed on probation on the new post for a period of 6 months which is hable 10 furthes
extension for a peniod of 6 months at the discretion of the management 1 during or at the end
of probation. the services of the promoted employee are not found satisfactory  he shall be
reverted back 10 the post he was holding before promotion and shall draw the same salary he
bt m‘ before promoton  All addinonal benefits allowances granted to the promoted
employee shall also stand withdrawn automatically

X. EMPLOYEE PERFORMANCE ASSESSMENT:
Teaching stafl - Refer (Annexure 1)

APPRAISAL OF EMPLOYEES:

h.mm‘!muﬁm.,
scrutiny committee constituted with the

posnts.

and student welfare with
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experience in a reputed organization
national and international significant,

*“ﬁ I dissertation of PG/ research
academic, research, indusinal and

_____

is given 1o every employee
same.
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e 10 reduction of number
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dismissal

Without prejudice to the generality of the term ‘misconduct’ the following acts of omission
and commission shall be treated as misconduct

| B Mlﬂwﬂnﬂh_ﬁ-ﬁﬁyh@numydm
COLLEGE or of property of another person within its premises \ |
2 'l'ﬁm:h-quﬁuimwd-nitﬁngm offering bribes or

Mﬂpﬂymumwmmﬂmm sources
of income by the employee or on us behalf by another person. which the employee

cannot satisfactorily account for

4 false information regarding name, age, father's name. mother’s name.
experience or previous service or any other matier germane (o the
al the time of employment or dunng the course of employment
- 4 Acting in a manner prejudicial to the interest of the COLLEGE
6. Willful insubordination or disobedience. whether or not in combination with others,

d’q_ﬂﬂmﬂ:uﬁﬂhmﬁm

EEr S

in the performance of duty including malingering or
or 10 any property of the COLLEGE aether
or indecent behavior in the premises of the
cre such behavior is related to or connected

e

gl

P

53 competent Authority of any money within
as sanctioned by any law of the land for the

T

a -'H offence involving moval
of work without permission o
of good behavior

1 =W amounts 1o misconduct
H-' . permission of the competent
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Canvassing in support of business or insurance Agency, Commission Agency. eic
owned or managed by the spouse or any other member of the family of the employee
Spreading rumors or giving false information which tends 1o bring into disrepute the
COLLEGE of its employee or spreading panic among them

Leveling malicious or false allegations.

Occupying or taking possession in an unauthorized manner or refusal to vacate or
deliver possession of COLLEGE's quarters or any of its premises, owned or hired /
leased, when required to do so.

Refusal 10 accept a charge sheet or order or any other communication from the
COLLEGE.

ag 8B

Going on strike alone or in combination with other employees, or inciting them (o
strike in contravention of the provisions of any law or rules having the force of law
Leaving a job without permission or conducting personal affairs at work without
authorization.

Tardiness in performing work

Disturbing the diligence or work of co-employees during work hours
Performance or results not in accordance with outlined targets or not according to
College policy

Deliberate contravention of safety rules or failing to obey any instruction which could
affect the safety of any employee or College property

Gross unprofessional conduct with respect to an employee or customer (¢ g Sexual
harassment, etc )

34, Failing to report any chronic ailment or communicable diseases or deliberatel,

endangering the health of any employee or customer
35, rihumm:mnrm.
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t are illustrative in nature and not exhaustive The
t shall depend upon the gravity of the offence
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”_mlﬂh—“hmm irrespective of the month

Hhh!ﬂfﬁrm“hmﬂ. irrespective of the month
hh-t“—* (:n'h-q 15* August and 2™ October)

National ’
mmhmupuwummwm
College Management otherwise.

Twelve casual leaves per year for the first two years of employment

Fourteen casual leaves per year from the third year of employment.

Note: In case of late arrival due to any reason, the employee needs to inform his/her
senior authority, with the cause for the delay

b) Medical Leave:
e Ten sick/medical leaves per year from the third year of employment

. wﬂhﬂdhlﬂ_ﬂqﬂwm\ﬁe the summer break)
after completion of 2 years in the institution

e Thirty days of maternity leave will be granted to the female staff. after completion
of 2 years of service, and twice in her entire period of service for the first two children
only Minimum g the two children has o be of three vears

=i h

o

in the month of May-June for the first 2 years of
o breaks). The same shall be leaves with pay from
under Earn Leave

will be marked as Leave Without

| ‘m university meetings. seminars
[ i external examination copy evaluations
by the u ity, or any other relevant university/Ph D /
only r | approval from the concerned college

?Z ‘ : RS :

L beyond the normal working
ly if worked full day and authorized
- counts for Leave In Lieu
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. Iﬂhhﬂhhﬂlﬂwﬁhmmwm
cases are treated on case (o case basis :
« Voluntary work on holidays is not eligible for leave in heu.

Only 1 CL a month is permitted *
All leaves are not applicable for the first two summer breaks _ ‘
T-_-ﬂﬂr-ﬂ.!--.ﬂu-yﬂrﬂdﬂhd’mnmm s but

- PPP'

mﬁﬂmumﬂqmmumgmm
and suffix 1o the leave and will NOT be a part of the leave However, holidays falling
in between the leave period (including Sundays) will be counted as & part of the leave
(LWP)

*Bevond | CL a month, other leaves not falling in the categories mentioned above will be counted as [T

XVIL PAYMENT OF SALARY

* Al employees shall be paid salary on a working day before the expiry of the fifteenth
day of the succeeding month of the month in which the salary has accrued

e  Where the employment of any employee is terminated due 10 resignation, discharge
dismissal or otherwise, wages payable after adjusting recoverable amount, shall be paid
before the expiry of the second working day from the date on wiuch he / she ceases 1o
be the employee of the College. Payment of wages in such a case may be withheld of
the required formalities regarding discontinuation of services 1s completed

XVIIL DEDUCTION FROM THE SALARY

The Employer shall 2 10 make the deductions from the salary of an employee for all
or any of the folloy -

of over payment
y the _ 1o be deducted at source
orders of a court or other authonty

P by

t*!-ﬂ-jmmt_
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L

' personal and rejoins College. he/she shall be
procedure of appointment -
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These be within or after college hours or on holidays.
: m-:ﬂhm;ﬁnrﬂuiﬁ to atiend training programs when

«  Employees shall atiend seminars, workshops, conferences as conducted and arranged
. w:ﬂﬂuiiql-im-dm-gﬁﬂbupﬁdbylﬂ‘ﬁu
applicable

XXI. SCALE OF PAY, ALLOWANCES AND BENEFITS : _
e Scale of pay, allowances, annual incrementsand benefits including
retirement/resignation benefits of the employees shall be recommended by the Colleue
Management and ratified by the College Management from time (o time
e  The eligible employees shall be entitled for Employee’s Provident Fund Scheme- As
per Provident Fund Act. _
* No Employee shall be entitled to any type of benefits other than EPF in the following
cases.
1. If the employee is terminated consequent upon any act of misconduct
2 If the employee resigns before the retirement age 60 years

- In any case if an employee does not avail Casual Leaves (CL) or
; shall be encashed in the same academic year
(if any) before Diwali break and Earned | caves

Casual
(EL) shall

who are stu of any branch of Lucknow Public

2: | ‘*""f""” ve completed one year from the official
will be excused (excluding computer fec)
on completion of one year of stafl

10 XII both 50% education fee and annual ducs will he

. e “ﬁhm up)
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both online and offline are

ce Cell
and projects.
purposes
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