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This Human Resource Manual isan effort to develop consistent policies and procedures.
Hopefully this guide will prove to be a useful tool to all employees of SCMS as well as
begin to establish uniform policies and procedures.

All stakeholders of this Institution are expected to read the Human Resource Policy
Manual in order to know the policy updates made from time to time, Updates will also
be informed to stakeholders by e-mail. Any update or amendment will be made as
the situation demands, with the approval from the academic board and as demanded
by law of the land.

This manual is created anticipating future needs and probable issues, keeping in mind
that it should be easy to understand for most users.

COPYRIGHT NOTICE

This manual is the sole property of SCMS Group of Institutions, Kochi, and is
for private use only. Any other use in whole or part of this manual is restricted
to the authorised individuals of the Institution. Reproduction, copving, editing,
broadcasting via internet or distribution of this manual in part or full, without
written permission of SCMS Management is strictly prohibited.

Version 1.0
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Our Student Strength
Today, close to six thousand students across various disciplines are the pride of SCM5
| Group
Our Manpower Strength
SCMS Group today is proud of its six hundred plus strong workforce of dedicated and “
passionate educators and support staff

|‘ International University Tie-Up
SCMS Group has professional fie ups and affiliation with more than fifteen Universities

in areas of research and management, from across nations in Europe, Far East and
South East Asia

Our Alumni Associations

Alumni of SCMS Cochin School of Business is close to three thousand members staying
connected to the Institute and contributing directly and indirectlv to the Institution’s
growth through active Alumni Associations across locations in India and abroad.

- . -
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Our Vision

[0 be a centre of excellence in providing technical education in harmony with the
changing global order.

Our Mission

To offer technology related education of exceptional quality to students by developing
their total personality with due emphasis on ethical values and preparing them to
meel the growing challenges of the industry and human society.

Our Values

v Embrace an environment that fosters realisation of individual potential and
encourages self-discovery

¥ Problem solving through creative and critical thinking
v Nurture values of trust, integrily, fairness and respect to be responsible citizens

v Treating all as equals by embracing individual differences in ideas, cultures and
communitics

v" Promote and practice sustainable development by taking into account well-being
of the present while safeguarding the interests of the future
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CODE OF CONDUCT

Our code of Conduct is a set of values and qualities that guide us in the way we love
to work here at SCMS. They serve as a compass every day, by directing each one of
us to bring out the best in us, to become a better version of us and consistently raise
the Institutional benchmarks.

The purpose of Code of Conduct is to conduct the business of the Institution in
accordance with the applicable laws, regulations, and policies with the highest
standard of ethics and values.

The Code does not attempt to be comprehensive or cover all possible situations. It
encourages each and every employee to lake positive aclions which commensurate
with the values and beliefs that the Institution upholds.

Ethical Conduct

All employees are expected to act in accordance with the highest standards of
personal and professional integrity, honesty and ethical conduct, while working,
within and outside the Institution, at Institution sponsored events and social events,
and / or at any other place, [orum, seminar, meeting etc. where employees represent
the Institution.

Ethical code of conduct is conduct conforming to the accepted professional standards
of conduct. It is a conduct which is fair, acted in good faith, responsibly and with due
care and competence.

Conflict of Interest

A conflict of interest exists where the interest or benefits of one person or entity could
lead to a situation which creates conflict with the interests or benefits of SCMS Group.

In consideration of employment with the Institution or even thereafter, employees
shall not disclose, divulge, make public or use for personal gain any information
that they received during the course of the discharge of their duties. Employees are
expected to work keeping the best interests of the Institution and prohibited from
engaging in any activity which will affect their performance or responsibilities or
otherwise be in conflict with the interests of the Institution.

Instances which can lead to conflict of interest can be simultaneous engagement or
employment or directorship with competitors or from taking part in activities which
will wark against the Institution’s values and principles.

L]
L
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A conflict of interest may arise when riiructly or indirectl}r an Emplﬁ}*ee is in a position

to derive a benefit for oneself or for his/her relative/acquaintance by making any
decisions or influencing the same relating to the Institution or with a business associate
in which a relative/acquaintance is associated. In such case, the said employee shall
not involve oneself in negotiations pertaining to such transaction.

Employees are requested to disclose and discuss with their reporling authority any
kind of personal interests which may conflict or affect in discharging their duties
during the regular conduct of the Institution.

Institution’s assets are to be used solely to pursue and achieve Institution’s goals and
not lor personal benefit, unless approved by the concerned authority,

An employee shall not accept any offer, payment or gift from vendors, agents, service
providers or consultants of the Institution which may affect directly or indirectly his
decision relating to the conduct of the Institution.

Compliance with Government Laws, Rules and Regulations

Employees holding kev posts must comply with all applicable governmental laws,
rules and regulations. Thev must acquire appropriate knowledge of law relating to
their duties so as to enable them to recognize potential non-compliances in their areas
of operation and to know when to take advice from appropriate authorities, Violations
of applicable governmenlal laws, rules and regulalions may invite criminal and or
civil liability to the individual or Institution.

Confidential Information

Any information concerning the Institution’s day to day operations, its customers,
suppliers, vendors etc, which is not available in public domain and to which the
employee has access must be considered as confidential and held in confidence unless
authorized to do s0 and when disclosure is required as a matter of law. No employee
shall provide any information either formally or informally to the legal authorities,
press, social media or any other publicity media unless specifically authorized by the
academic board of SCMS Group.

All are expected to follow the provisions of this Code in letter and spirit. Any instance
of non-compliance of any of the provisions shall be a breach of ethical conduct and
shall be viewed seriously by the Academic Board of SCMS Group.
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EMPLOYEE CLASSIFICATION AND REPORTING

Version 1.0

Created on: 20/03f 2021

Page 1 o fl1

For the ease of function, employees of SCMS Group have been categorised broadly as below:

Employee

L Full Time
s

leaching

ACADEMIC

S.No

Group Director

Employee Type

| Principal

I Dean

|::.|~:|i:h | |G| b |-

NON
S.No

Head of Department

Professor

Associate Professor

Assistant Professor

i Lecturer

Z
ks B “Te H A
Non-Teaching {H‘_

Chairman/Vice Chairman

Part Time/ Adjunct

Visiting / Guest

s lechnical Support

Administration Support
hh""-\-\.

eping & Transport

Reporting Authority

Group Director

Principal/Group Direclor

Principal/Dean/Director

| Head of Department
Professor/Head of Department

| Professor/Head of Department

Professor/Head of Department

- ACADEMIC

Employee Type

1  University Liaison Officer Registrar
2 | Sr. Manager / Managers Principal
3 Asst, Manager/Executives Principal
6 Librarian Principal
7 Placement Officer - Principal
; 8 Purchase & Stores Manager "Frincipaj

Reparting Authority
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[/ RECRUITMENT AND SELECTION POLICY W

Version 1.0 Created on 20/03/ 2021 ]':.aa-_:e 1ot 2

Objective: To streamline the recruitment process for both teaching and non-teaching staff and
enable the selection of most appropriate candidate for available vacancies.

Recruitments for all posts across Institutions will be handled as a centralised activity.

1. Vacant posts will be identified at each Institution and the respective Head of the
Institution shall forward the same Lo the Group Director for approval.

]

The approved vacancies with the criteria will be mailed to the HR department by the
Head of the Institution with a copy to the respective Group Director. I

3. HR department will start sourcing candidates for the said vacancy with the pre-set
criteria either from a) Existing SCMS Database or b) Job advertisement in the local Daily

4. In case a paper advertisement has to be placed, the matter will be prepared bv the HR
department and cost approval to be sought from the Group Director. Head of Institution
should be marked a copy of all such communications.

LK1

HR will sereen and shortlist suitable candidates and arrange for a first level interview
with;

a) Head of Institution and Head of Department (for teaching post)
b} Head of Institution and Reporting Authority (for non-teaching post)

¢) No candidate should be made to wait for more than 15 minutes for an interview from
the time alloted to them.

6. Entry criteria for various positions is as below until a change is prescribed by the
approving body:

Designation Cualification Teaching Experience  Industry Experience

Adjunct Paculty | M-Tech Minimum 2 years Nil

Asst. Prof First class Minimum 2 years Five years of industry
H-Tech + Secured M-Tech experience

with active publications

Associare Ph.ID. <First class 5 years relevant More than B years
Projessor B-Tech 4 Secured M-Tech experience in teaching experience in industri
with active publications

Professor Ph.D). +First class 10 years of teaching  Minimum 15 years of
B-Tech + Secured M-Tech experience industry experience
with active publications

Guest Faculty | First class 10 years of experienge  Minimum 1{} years ol
from industry | B-Tech + Secured M-Tech gxperience
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EMPLOYEE RECRUITMENT AND SELECTION POLICY \]

Version 1.0 Created on 20/03/ 2021 Page 2 of 2

Final shortlist of candidates will be personally met by Chairman/Vice Chairman for
approval,

The selected candidate will then be informed once the confirmation is received from HR
department, Head of Institution and Head of Department.

The offer letter will be sent to the selected candidate, along with the checklist of
documents to be submitted prior to joining.

e

|
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(V POLICY ON EMPLOYEE JOINING AND ORIENTATION W

Version 1.0 Created on 20003/ 2021

Ubjective: Assista new employee’s transition to the new jobrole and workplace by familiarising
them with SCMS Group culture, functions and align them to Institution goals.

Process:
Day1 -

¥ Submit the documents as per the Checklist given by the HR Department. Documents
asked for in the checklist should be submitted prior to joining.

¥ A "Welcome Note’ for the new emplovee with a brief introduction and photograph
will be circulated from HR department via e-mail to all stalf along with details of new I
emplovee’s email and phone extension,

¥ Get to know the assigned department, workplace, peers and classrooms from HR,

¥ Employee to take charge of the Institution ID card, Visiting card, F-mail i.d, Svstem Login
Password, Faculty Handbook, Telephone Directory along with Duties & Responsibilities
document

¥ HR will assign and introduce a ‘Buddy/Pal’ who will guide the new employee, based
on their level of experience, through the first month at SCMS

¥ HR will introduce new employee to the General Rules and Policies followed at the
Institution followed by lunch with the Group Director/ members of the Management.

Day2-

¥ Plan out a detailed workflow for the week/month with the Head of Department on
the classes, course papers to be handled etc. HOD**/Buddy will take new employee
through the detailed process of student and facully assessments

¥ Clarify any doubts new employee may have on the subject/Institution/ policies/
procedures prior to commencement in new role

“Noen-teaching employee will follow this exercise with his/her immediate supervisor in
place of HOD

Day 3- |

¥ Begin job as per the duties and responsibilities assigned, Starting classes is subject to
‘go-ahead’ from HOD based on new employee’s experience and preparedness to handle
a class.

Day 70 -

¥ New employee will be handed over a feedback form to assess vour experience with the
Institution, by HR/HOD/Supervisor which is to be filled and returned on the due date
informed.

L i3

15
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(' POLICY ON PROBATION AND SERVICE CONFIRMATION w

I Version 1.0 Created on 20/03/ 2021 Page 1 of 2

Objective: To ensure a suitable organisation ‘fit” a trial period called probation is assigned to a
new joinee with the intention of learning and performing duties as expected by the Institution.
This will be followed by an evaluation prior to confirming job permanency.

The employment status at SCMS Group would be any of the following for the duration as
stated in the employment letter given:

*  Trainee

*  Employee on Probation

*  Emplovee on extended Probation
¢ Confirmed Employee

*  Contract Employee (employees continuing in service post relirement)

* Probationary Period on new job roles

Type of Employ In case of Unsatistactory

ment Performance

Trainee Based on a performance In case of unsatisfactory
evaluation and successful performance, training peried will
completion of training period, be extended or his/her services

he/she will be put on probation | will be dispensed with.
| for a specific period

Contract Employee | Based on a performance In case of unsatisfactory
evaluation and successful performance, contract period will
completion of contract period, be extended or his/her contract

 his/her contract may be extended. | will be terminated.

Employee on Based on a performance In case of unsatisfactory

Probation evaluation and successful performance, probation period
completion of probation period,  will be extended giving clear
he/she will be confirmed as a indications on the areas that

permanent employee on the rolls, | require improvement.

Employee on Based on performance evaluation  In case of unsatisfactory

extended and successful completion of performance probation will

Probation the extended probation, his/her | be extended for the last time.
services will be confirmed. Not more than two probation

extensions are permitted. OR His/ |
Her services will be transferred to |
another department. OR His/Her

| services will be dispensed with. |

b



HE Manual

SCMS Scheol of Engineering & Technology

Version 1.0

£

—
! MOLICY ON PROBATION AND SERVICE CONFIRMATION w

Version 1.0

Confirmed
Employee

Probationary
Period on

new job roles

You Should Know:

He/She will go through the
| regular annual performance
appraisals and intermittent
performance reviews to
evaluate performance and
provide opportunities for career
progression.

1o facilitate and support a new

| role being assigned with wider
scope of accountability and

| responsibilities, he/she will be
considered 1o be on probation in
the new capacity. Decision on the
probation tenure is the discretion
of the Academic Board,

Created on 20003/ 2021

Page 2 of 2

In case of unsatisfactory
| performance during annual
appraisals and intermittent
reviews, areas of improvement will
be identified and communicated.
This will be followed by regular
evaluation.

[n case hefshe is not able to scale
up or perform duties as expected
[rom the new role or designation,
he/she will be assigned back to
the previous role and designation.
This is subject to Academic Board
decision.

¥ In case no review, performance appraisal or evaluation is conducted within the time
frames mentioned above, contact HR Department/Group Director.

¥ In the evenl of an unsatisfactory performance evaluation, he/she should know the
specific areas where improvement is required and you will take the necessary steps and
initiative to correct the same.

¥ In the event of unsatisfactory performance in the teaching methodology of a new
emploves, (on completion of 6 months) he/ she will be asked to attend classes of a senior
faculty for a period specified.

¥ 5CMS Group will place forward every effort lo not only retain a talent but also find
avenues for the individual's career progression and continue to be part of the SCMS

family.

e
I
|
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| ( POLICY ON ATTENDANCE AND DRESS CODE \]

Version 1.0 Created on 20/03/ 2021 Page 1 of 2

Objective: Timely attendance at work and a dress code policy ensures a professional and

confident demeanour. This policy is laid down with the intention that all employees of SCMS
should practice professionalism and punctuality at all limes.

Working Days : Monday to Saturday

Working Time : 845 am to 3.45 pm

Attendance Cycle : 25" of current month to 24" of the following month

Monthly Off : All Sundays and Second Saturdays of a month. All other Saturdays

will be working days unless the Institution declares it a holiday

Holidays

BE

As published in the university calendar

| Late Attendance : Grace period of maximum 30 minutes in an  attendance cvcle is
permitted as recorded by the Biometric system. Each late arrival beyond
grace time will be treated as hall day Loss of Pay

18
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:f- POLICY ON ATTENDANCE AND DRESS CODE w

Version 1.0 Created on 20/03/ 2021

DRESS CODE

A dress code policy is to ensure a professional and confident persona for all emplovees at the
workplace. The purpose is Lo ensure that employees can work comfortably,

*  In line with the Institution’s policy, all employees should dress in formal office wear on

| all working days, unless advised otherwise by the office.

*  Lady staff are advised to avoid heavy make-up and loud accessories,

*  Male teaching staff should wear formal shoes with appropriately coloured socks.

Cl‘-appai& or sandals as footwear are to be avoided.

“  Visible body tattoos or excessive body piercings are o be avoided. |

< ldeally, all male staff should be clean shaven and presentable. In case of those sporting a
moustache or beard, it has to trimmed and well maintained. Male staff are not allowed to
sport long hair at workplace.

‘Always Dress Well, but Keep it Simple”
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( POLICY ON LEAVE AND HOLIDAYS \\

Created on 01/08/ 2019 Page | of 9

Objective: The purpose of granting leave/holiday is for rest, leisure or recuperation. Leaves
are planned for the wellbeing of the employees. However, responsibility should be exercised
while taking a leave. Leave should be planned and taken at the mutual convenience of both
the employee and the Institution, taking into account work exigencies.

Leave cannot be claimed as a matter of right. Accordingly, leave rules and norms have been
categorized under various heads. The following leave rules and norms give details about the
different types of leave and how they can be availed.

Coverage of the Policy:

The leave rules shall be applicable to all employees, Teaching and non-Teaching, whether
confirmed ar on probation of SCMS School of Technology and Management unless otherwise
stated differently in their appointment letters/ contract, or are governed by any other terms
and conditions of service,

The Leave Cycle starts from 1st January until 31st December every year.

Leave Sanctioning Authorities

Leave Applicant Recommending Authority Approving Authority
Faculty Head of Department Head of Institution
Head of Department Nil | Head of Imtiluliu; o
Head of Institution Nil Group Director
i

Non - Teaching Employee | Reporting Superiar Head of Institution

Leaves are classified as below:
i)}  Casual Leave ( CL)
ii) Earned Leave (EL)
iii) Special Leave (5P)
iv) Maternity Leave (ML)
v)  Ph.D. Leave
vi) Post-Doctoral Leave
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f, POLICY ON LEAVE AND HOLIDAYS \

Version 1.0 Created on 01/08/ 2019 Page 2 of 9

Rules to follow:

a)  All planned leaves should be applied for, sanctioned and recorded prior to proceeding
on leave, Recommending or approving authority has powers to cancel the leave in
case of exigencies at work.

b)  An emplovee, who has submitted his/her resignation, is not entitled to anv leave
during their notice period.

¢)  Balance leaves cannot be adjusted against the shortfall of notice period at the time of
leaving the Institution, nor can it be encashed. |

d)  Intervening holidays are counled as leave in cases where same type of leave is applied
before and after the holiday. The same applies in Lhe case of ‘Compensatory off’.

5.1 Casual Leave (CL)

The Casual Leave Policy is applicable to all Employees who are either confirmed or on their
probation period, and to both the teaching and non-teaching staff of the Institution.

al  All Employees are entitled to 12 days of CL, in a calendar year. 1 CL will be credited
for every month worked.

b} The CL should be applied online, through the HRMS software, two davs in advance.
¢)  CLcannot be availed in advance i.e CL due in August cannot be availed in July.

d)  Unused Cls do not get carried over to the subsequent calendar year and will be
deemed as lapsed.

e)  Not more than 6 accomulated CLs can be availed in continuation during a calendar
year.

fi The Holidays or Weekend days that are sandwiched in the CL duration are counted
as ClLs.

2l In case of emergency, telephonic or e-mail intimation is acceptable to reporting
authority and not through the subordinate.
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8.2 Earned Leave (EL)

Only confirmed Employees, who have completed more than one year of service in the
institution, are eligible for availing EL.

a)  Employees are eligible for a credit of 1 EL for every month of past employment at the
Institution,

b)  Employees must apply for EL at least 5 days in advance with prior approval from the
respective department heads.,

¢)  EL should be applied for and can be availed only up to a maximum of 8 times during
I a calendar vear.

d)  ELcannot be clubbed with any other leaves except Maternity Leave nor can be avai led
as half dav

| €)  ELcanbecarried forward to the next calendar year and accumu lated up toa maximum
of 24 days.

8.3 Special Leave (5F)

The Special Leave (SP) is applicable only to the Principals and Deans of the Institution.

a)  The Principal/Dean is granted an additional 15 days SI” to compensate for off during
Vacation.

b)  The unused SP do nol get carried over to the subsequent calendar year.

¢)  Noencashment of unused 517 is permitted.

d)  The SP can be availed for a maximum of 3 occasions during a calendar year.

¢)  The SP cannot be clubbed with any other type of Leave.

fi  Whenapplying for SP, a minimum of three days is applicable during a calendar year.

g} AllSPshould be planned in advance and must necessarily be sanctioned by the Group
Director.
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54 Maternity Leave {ML)

Al permanent female employees who have completed minimum 80 working days with the
fmstitution in the past twelve months are eligible to avail Maternity Leave up to a maximum of
150 days as per the terms of the Maternity Benefit Act 1961,

Maternity leave may be granted to women Employees for 180 days and for a maximum of two
deliveries during their employment in the institution and cannot be clubbed with other leaves
evoept Earned Leave, Women employees who are covered under ESI, will be eligible only for
those benefits as prescribed by the FSI Act.

Londitions for employees availing ML of 180 Days:

al A woman employee is entitled to a ML leave for a maximum period of 180 days.

o) Leave has to be requested 45 davs in advance from the respective Head of Department
and on approval, HR deparimen! should be informed,

©) The Institution reserves the right to deny leave il advance intimation is not given,
unless it is a case of medical emergency. In case of such emergencies, the Institution
has to be notified by any family member.

&1 The ML availed [or 180 days has to be taken continuously without any breaks.
¢ The ML leave of 180 days is inclusive of intervening weekends, holidays or Vacations.

I Aconfirmed employee, who avails 180 days ML leave, is eligible for a Maternity pay
benefit of 15 days salary, for every cnmplrsifrd vear of service in the institution uplo a
limit of three full months’ pay

Eg. A Faculty who has completed 4 years of service will gel 4 months half pay based
on their last drawn salary.

Ihe Maternity pay benefit can be claimed only after re-joining services and submitting
hospital discharge summary and fitness certificate.

[

A1 Maternity pay benefit (in multiples of half pay) will be compensated from the month
succeeding the re-joining date on a pro rata basis within a maximum of six months.

)
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Foremployees whoavail ML of %0 days, the Institution will support motherhood responsibilities
by extending the following benefils:

)

b)

d)

The new mothers are granted benefit of half day work week, on full pay for the next
three months, from the date of re-joining. This is to facilitate scheduling classes in the
morning/ afternoon sessions and the new mothers get exclusive time for feeding their

child.

Maternity leave with full pay for three months is granted to the employee who
avails the 90 days leave option.

This Maternity pay benefit can be claimed once the employee has re-joined after
ML and submitted hospital discharge summary and fitness certificate.

Maternity pay benefil (in multiples of hall pay) will be paid on a pro rata basis
within a maximum duration of 6 months, from the month succeeding the re-joining
date,

General Conditions for Maternity Leave:

a)

b)

d)

The ML has to mandatorily be requested 45 davs prior to proceeding for leave,
and also the number of days (90/1B0 davs) availed has to be mentioned, with prior
approval from the HOD and an intimation to the HE Department.

Only on proven medical grounds can an employee swiltch the option of availing %0
days to 18 davs, However, such changes should be intimated 30 days in advance
and should have Group Director’s approval. In such cases, the maternity benefits
extended will also be limited to the option of 180 days

There should be a gap of more than thirty working days between an employee re-
joining after ML and start of vacations. In case of less than thirty working days being
available, then the employee need to join back only after vacation,

On re-joining duty, after Maternity leave, all relevant documents like copy of hospital
discharge summary and fitness certificate have to be attested by HOD and submitted
to the HR department in order to regulate attendance and claim benefits if any.

8.5 Ph.D. Leave

The Faculty member who is pursuing Th.I) is entitled to fifteen days of full paid
leave, for every year of the duration of the Ph.D)., including their course work, for a
maximum of four vears, from the date of enrolment.

L

=
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ihis leave can be carried forward to the next calendar year and can be accumulated
up to a maximum of 30 days.

The minimum number of days that can be availed as Ph.D Leave should be five
davs and maximum of fifteen days, When availing these leaves, there should be a
minimum of two weeks' notice to be given. However, in exceptional cases, one day’s
wave may be allowed for the purpose of paper presentation provided there is an
e-mail or certificate from the Ph.D guide.

The Ph.D. Leave cannot be clubbed with any other leave and unutilised Ph. D leaves
will lapse at the end of the fourth year.

Any intervening Saturday, Sunday or holidays will be counted as a leave during the
period.

Ceneral Conditions for Ph.DD. Leave:

h.ID. Leave has to be sanctioned by the Principal only after certifying that all pending/
assigned work is complete at least fifteen days prior to the date of proceeding on
leave.

In order to pursue their Ph.D., faculty members are granted a maximum of 6 months
unpaid leave for completion of their course work, as required by the University.,

Faculty members applying for Coursework leave or Ph.D. leave during their Probation
period will require special approval from the Group Director, as only confirmed
faculty are eligible for this leave.

The leave request for 15 days will not be applicable during the course work period.

From the date of submission of the Ph.D., a Faculty member is required to work as a
full time faculty of the Institution for a minimum period of twelve months.

Ihe Faculty members are not eligible for any remuneration from the institution, while
attending classes or research work associated to the completion of their course work.

institution will support the completion of Ph.D. by giving a maximum extension of 12
months from the expiry of 4th year. In the event of Ph.D. not being submitted even at
e end of the fifth year, the Institution reserves its rights to recover pay commensurate
0 the Ph.D. leaves availed by the faculty.

o Head of Department can permit more than two Ph.D. aspirants for coursework at
the same time from a department. This is to ensure there is even faculty distribution.
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8.6 TPost-Doctoral Leave

a)  Faculty members who have completed 3 vears of service in the Institution are eligible
for the Post- Doctoral leave.

b)  Anv request for Post-Doctoral leave requires approval from the Academic Board and
this approval will be purely on a case to case basis.

Over and above the regular set of leaves mentioned above, employees are also eligible for
the following benefits:

8.7 Annual Vacation
a)  Faculty members are eligible to avail Annual Vacation as scheduled by the Institution.

by  Attendance for the two days before and after Annual vacation is mandatory, failing
which necessary disciplinary action will be initiated. The onlv exemption is in the
case of Compensatory off for work during vacation peried.

¢)  Non-Faculty members that constitute the adminighaﬁueend support functions are
not eligible for Annual Vacation.

d)  All Faculty members both confirmed and on probation, are eligible for availing the
Annual Vacation, with prior approval from the respective Head of Departments. The
Principal and Deans however, are not eligible for the Annual Vacation,

fy  Faculty who are on probation and have completed six months of service, can avail the
Annual Vacation on a pro rata basis, based on the number of months worked.

88 On Duty (OD)

On Duty is granted to an employee when the University / Principal / Head of the Department
/ ar any other competent authority assigns a duty that has to be carried out on behalf of the
institute.

a)  Employees who are assigned duties to execute on behalf of the Educational Institution.

b)  Emplovees who are nominated by the Institution to attend ar participate in Events or
Programmes.
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¢} Employees who are nominated for Paper Presentations at other Educational
Institutions or Organisations.

d)  All Employees are required to take prior approval from the respective HOD, Principal
or the concerned reporting authority.

€)  No Emplovee is permitted to visit other Educational Institutions as a Guest Speaker
or as an Invitee unless otherwise a Special Sanction is sought from the Academic
Board.

8.9 Compensatory Off (CO)

Emplovees, who are called for work on Sundays, holidays or on the occasion of an
event organised by the institution on a non-working day, are entitled to CO for an equal

number of days that they have worked, with prior approval from the Group Director.
A.  Availing Compensatory Off

i} The CO cannot be clubbed with any other leave except Vacation Leave for working
during the vacation period.

ii)  The CO has to be availed within 30 days from the date of work, failing which it will
be considered as lapsed.

iii)  The CO cannol be accumulated for a period of more than 5 days, excepl in the case of
Finance and Admissions department. |

B. Additional Duty for Support Staff

Support staff , who may be required to work on a declared holiday, will be entitled to a
day’s compensatory pay or compensatory off for the duty day. In the event of additional
duty bevond regular work hours, support staff is entitled to an extra allowance provided
they complete thier duty within the time [rame.

C. Saturdays

All 2nd Saturdays are declared as holidays. All other Saturdavs, will be working days
unless the Institution declares it a holiday.

There will be no compensatory off entitiement for such Saturdays which is declared as a
working day by the Institution.

27
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8.10 Public Helidays

Holidays will be followed as published in the university calendar,

811 Loss of Pay (LOP)

a)  Anemplovee can be permitied to go on LOP only if all categories of existing leave
balance is exhausled and the emplovee is still in need of leave due to unforeseen
circumstances,

b}  LOP except on account of late arrivals, will be accounted for pavroll only if there is a
prior approval from the Group Director,

c)  All cases of LOPs in an attendance cycle should be ratified by the Group Director,
prior to processing of monthly salary,

C.
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Objective: SCMS is committed to providing a safe work environment for all employees. The
dignity of all, whether employees, guests or vendors is important and it is expected of all
emplovees to make sure that they maintain mutual respect and positive regard towards one
another.

This policy intends to provide protection against sexual harassmenl of women at workplace,
the prevention and redressal of complaints of sexual harassment and matters rolated Lo it

What is Sexual Harassment?

Any unwelcome act or behaviour by a co-worker, team member, superior with an intent to
cause discomfort, humiliate or outrage the modesty of a woman employee, will be considered
as sexual harassment.

Any complaint received on the below stated circumstances, not excluding other similar
circumstances will be deall within the purview of the guidelines stated in this policy:

a)  Unwelcome physical contact and advances
b)  Demand or request for sexual favours

¢} Sexually coloured remarks or remarks of a sexual nature about a person’s clothing or
body

d)  Showing pornography, making or posling sexual pranks, scxual teasing, sexual jokes,
sexually demeaning or offensive pictures, cartoons or other materials through, mobile
phone, email, SMS ete.

#)  Repeatedly asking to socialize during otf-duty hours or continued expressions of sexual
interest against a person's wishes

f)  Giving gifts or leaving objects that are sexually suggestive

g)  Eve teasing and taunts, physical confinement against one’s will or any such act likely to
intrude upon one's privacy

b} Persistent watching, following, contacting a person

ke
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What is an Internal Complaint Committee (ICC)

An appropriate complaint mechanism in the form of 'Internal Complaints Committee’ (ICC) in
the mstitution will ook into time-bound redressal of the complaint made by the complainant.
This committee will constitute of five members or more as long as the total committee members
is an odd number, The contact e-mail, phone numbers of the committee members will be
circulated to all employees and updated as and when required.

The 1CC is responsible for;
v Investigating every formal written complaint of sexual harassment

v Taking appropriate remedial measures Lo respond to any substantiated allegations of
sexual harassment

v Coordinating with the management of SCMS Group in implementing appropriate action

¥ Maintaining strict confidentiality throughout the process as per established guidelines

How and When to lodge a complaint?

v The complainant needs to submit a detailed complaint, along with any documentary
evidence available or names of wilnesses, to any of the nominated commitee members
of 1CC (Internal Complaints Committee),

| v For proper investigation of the complaint, itis necessary to mention the name and contact
details of the complainant.

v The complaint must be submitted to any ICC member within 3 months from the date of
incident/last incident, The Cammittee can extend the timeline by another 3 months for
reasons recorded in writing, if found satisfactorily convinced.

v In case, such a complaint cannot be made in writing, the Presiding Officer or any
Member of the Internal Complaint Committee shall render all réasonable assistance 1o
the complainant for making the complaint in writing,
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Confidentiality

The identity of the complainant, respondent, witnesses, statements and other evidence obtained
in the course of inquiry process, recommendations of the committees, action taken by the
Institution is confidential and will not be published or made known to public or media. Any
person contravening the confidentiality clauses is subject Lo disciplinary action as prescribed
in the Sexual Harassment of Women at Workplace (Prevention, Prohibition and Redressal)
Act, 2013 Act.

There shall be zero tolerance for any false accusation as a mode of retaliation/vengeance.
Retaliation will be treated as seriously as an alleged case of harassment and will apply even
if the original complaint is not proven. It will be treated as a misconduct on the part of the
complainant and the management of SCMS will take appropriate action to prevent/ reclify the
retaliation.

All employees of the Institution have a personal responsibility to ensure that their behaviouris
notcontrary to this policy and are encouraged to maintain a work environment free from sexual
harassment, While the policy covers all the key aspects of the Act, for any further clarification
reference shall always be made to the Act and the provisions of the Act shall prevail.

le
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Objective: This policy intends to safeguard and maintain Institutional assets so that end users
can optimise usage and minimise the risks involved due to loss, theft or destruction ol assels.

Institutional Assets include but not excluding:

Laptop, use of office vehicles, desktop, mouse, cables, chargers, mobile phone and other
similar equipment provided by the Institution.

All official documents, certificates, licenses elc. issued to the Institution by various badics
Printers, projectors, screens, audio visual equipment, cameras and accessories
Stationary including pens, pencils, board markers, paper, empty files, folders etc.

Bank ATM Cards, credil cards, fuel cards ete,

All Institutional vehicles, keys, accessories

All institutional furniture, fixtures, storage cabinets efc.

DOs and DONTSs of Usage:

aj

b)

d)

Assets issued to emplovees at any point during their tenure will remain property of
SCMS and it is the duty of the employee to take good care of the asset as long as he/she
is the custodian.

Any sort of permanent damage, loss or theft of the asset should be intimated to the
immediate superior and the issuing authorily. In case the emplovee is unable lo report in
person, the information should be given on an e-mail without any further delay.

Onceinformed of a damage, theft or loss of property, it is the duty of the Issuing authority
lo rectify or take corrective and preventive action on the same. A report on the loss /
damage of any kind, should be informed to the respective Head of Institution along with
a copy to HR department.

Employees who are custodians of such Institutional assets should not use, rent, loan or
advance it to any third party for use outside the Institution premises. The same can be
taken out of the campus only with approval from the authorised higher authority.

— —__--——I—I 'l
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e)  Inthe best interests of the Institution, it reserves its right to inspect assets to ascertain the
condition of the assets and carry out necessary repairs or maintenance.

fy At the time of employee exit through resignation, termination or retirement, the
employee is bound to surrender all Institutional assets including official documents
unless otherwise informed.

&) If the surrendered assets are not in good condition, the Institution reserves its right to
charge a penalty.

SCMS wishes all its employees to take good care of the Institutional assets, so that it is
maintained in optimal condition for a longer duration. Employees are encouraged to seek
preventive maintenance measures for the upkeep of the assets,

"Take care of your things; and they will take care of you!”

gll
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Objective: SCMS group values the health of its emplovees and hence desires to provide

an environment which is free from the influence of drugs and alcohol or any other similar
substances that can cause harm to not only the user but others as well,

To enable a drug and alcohol free workplace, every employee is required to:

a)  All employees should be physically and mentally fit for duty when reporting to work
and during duty hours

by Emplovees should not consume, keep in possession or distribute any kind of alcohol,
illegal drugs or related substances while on duty or in the work place

¢} Use or promotion of any tvpe of drug, alcohol including smoking within and around
SCMS premises is not permissible

d)  Use of alcohol, smoking or substances during social events/functions held by SCMS is
strictly not permilted

¢)  Considering the short term and long term harm that smoking can cause, b it dlirect or
passive, SCMS does not provide a separate smoking arca within or outside its campus
and office premises

f)  Incasean emplovee is convinced or has the knowledge of a co-worker being a victim of
alcohol or drug abuse, it is the duty of the employee to inform his/her higher authority
to initiate necessary action in the best interest of the individual and Institution

g)  In the unfortunate event of an employee’s behavior or job performance being affected
due to use of alcohal, illegal drugs or any violation of this policy in anyway, the
Management of SCMS is entitled to conduct and enquire into the nature of the problem
and take appropriate disciplinary action

“Take good care of your body; it's the only place you have to Live”

E
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Objective: Internet and use of Social media in todav’s digital age is inevitable; therefore it has
become extremely relevant to maintain ethical conduct on social media in order to ensure that
work ethics are upheld. Other individuals who are aware of an employee’s associalion with
SCMS, are likely to associate an employee’s conduct on social media with his /her association
with SCMS.

DOs AND DON"Ts OF USING SOCIAL MEDIA

a)  Avoid discussing on social media, any SCMS Group related information that is of
confidential nature or use of hurtful comments aboul superiors, colleagues ete.

b)  Refrain from using anonymity and pseudo-names to carry oul wrongful acts or pass
on information on social media. No employee can talk to media or publish statement

about Institutional matters without prier sanction and approval of the Academic Board
of SCMS Group

c)  Refrain from posting personal comments in matters that are politically sensitive topics.

d) Refrain from making baseless and unfounded comments or rumours that can offend
other members on social media.

¢)  Communication on only those messaging applications(currently whatsapp) will be
recognised by the Institution, wherein the Head of Institution is one of the admin
members. SCMS will not be responsible for commitments, confirmations, promises made
on any other messaging applications other than those approved.

f)  Head of Institution is responsible for using the ‘whatsapp group’ exclusively for official
communication and co-ordination.

¢} Refrain from sharing any personal information about other individuals.

h)  If an error is made while sharing any information on social media, be the first one to
voluntarily admit the error, correct it al the earliest

i) Refrain from downloading personal software or programmes on the Institubion’s
compuler.

1l Refrain from private and personal communications on nfhual e-mail ids provided by
the Institution.

= 139
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k) Institution’s computers may be accessed by the System Administralors for regular
preventive maintenance, upgrades and checks,

1y Prioritize work over social media activities and ensure that work commitments are not
affected.

m) ltis expected of all faculty to have a professional relationship with their students to instil
scholarly values during their stay at SCM5. An intimately close relationship between a
student and faculty, between colleagues which leads to conflict of interests will not be
tolerated by the Institution and shall call for necessary disciplinary action.

oCMS would want all its emiployees to be polite, respectful and sensible in their conduct on
social media, Atall times, itis expected of them to comply with the laws concerning intellectual
property rights, copvrights and information technology.

“Use your good judgement to handle situations with prudence; we trust you”

36



AR Manual SOMS Schoeol of Engineering & Technology Version 1.0

5 o g

( POLICY ON COMPENSATION AND BENEFITS \

Version 1.0 Created on 25/03/ 2021 Page 1 0l 3

131 Monthly 5Salary and Reimbursements

a.  Theattendance cycle followed for payroll is from the 25th of current month to 24th of the
following month.

b.  Salary is credited on the 1st working day of every month to the emploves’s bank account

M

Any travel reimbursement claims will have to be settled as per the provisio