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Objective:

The primary objective ofthis policy is to provide a framewolk for the deveiopmeni of a research culture

and supportfaculty members to puBue mandatory quality research, consultancy assignments and

present papers on nationaland international forums. This policywillhelp add value to the faculty's

profile and suppodthe lnstitution's goal of contributing to socially committed research and developrnent

by incentivising such faculty efiorts.

Elisibility:

Allconfirmed faculty ofSCMS Group of lnstitulions

Policy Erfective Date: witr retrosoectivq 681?r"C#tr{O,fr4 ro,tn.

^s" ^ ,'4*

f,@s oetow:
ffh institution

Research Review Comr"t"", 8 ,* l. ?
1) All research material will$ re@@ by an interl$($eartr Review Ccmmitiee comprising of

members from various stf4bdble!&aas of
2) The constitution of lhe

i) Professor /Associate Prol&so@Wm ffh institution of SCMS Group: if noi,

Head of lnstitution

ii) Group Director in

iii) Registrar of SCI\4S Group

iv) HR l\4anager

Research Review Committee should meet once every quartei, Minutes ofthe meeting to be

circulated to the Academic Board.

The members of this committee are responsible for m0nitori g the quality and quantity of

research conducted.

A memberwill hotd the position in the committeelor a minimum pericd of two )€ars.
A faculty memberv/hose paper/article is under review cannot be part ofthe Research Revlew

Committee. An alternate faculty willform paiofthe Review Commiiiee in such cases.

Members ofthe Research Review Committee will also ensure that the general code of

research ethics has been followed during research.

Recommendatons of the Research Review Committee willbe finaliy reviewed by theAcademic

Board before fnalising on the disbursal of the incentive.
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Applicability of Research Publication lncentive:

Research Publication lncentjve is applicable only for publications in reputed Research Joumals. This

exdudes publications as pad of Ph.D course.

a) To maintain a standard of quality in publications, SCMS Group will recognise only paper publications

falling under the below two indexes for the pumose ofincentive pay out -
i) SCOPUS lndexed Journals
ii) Web ofScience lndexed Joumals

Case Writing

Book Publishing/Article writing,Paper Presentation at Conferences

lnceniive for Case Study Writlng is as below:

lntemational Joumals 3C,000/-

Nalional Joumals 20.0001

Rating criteria is based on Joumal Citations, lmpact Factor, H'lndex, Publicaton ratirigs and anyother

factor that the research review committee deems fii.

Incentivg for Book PublishinglBook Chapters/Paper Presentations at confelences

ln lhe best interests of faculty, lhe Academic Board of SC[.'!S would like to offer monetary suppori in

publishing a book orarticle in academic areas. The monetary support offered will be decided on a case

to case basls dependlng upon ajoint discussion with the Research Review Committee as wellas the

lnstitution's Aaademic Board.

b)

c)

Scopus lndexed Journals or We6f
lndexed Journals with E

UGC- CARE Listed Jo
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Conditions to receive Research Publication lncentive

1) An SCMS faculty is eligible to receive lhe incentive only il he/she is the first authorfor the

published material.

lf a paper is listed in more than one database, only one index which is top rated willbe

considered, Scopus first, ifnot, Web ofScience

Acceptance ofthe paperwillnot qualilyfor lncentive tillthe time it is actually published and

proof of publishing is submitted to the lnstitution.

The faculty has to be on the rolls ofthe lnstitution atthe time ot pubtication ofthe Journalto

be eligible for incentives.

2l

3)

4)

5) ln case the firstauthor i. 

^pAB,Y.C#J/,RtrfE1l.rtion 

at the time of publishing cf the

Journal, he/she cannolqitt daim on the rncentiva 
Uouni.

It is mandatory to g8 th
publications in ordoto I

ution's nan&nd &dcial e-mail i.d in the
le for lhe dThis will be verified by the

Research Commi

7) ln the evenl ofan
lnstitute, he/she is not r, due weightage points wilibe
given during the annual

8) Repetition of the published article in different jou rnals is against ethicai reseaich praclices

and thus will not qualifyfor repeated incentives. lt can also lead to penalaction from ihe

lnstitution to curb such unethical practices.

Publishing in paidjournals ls not encouraged and laculty members are advised not to

publish their papers in Such journals.

'10) The lnstitution reseNes its rightto disqualifythe resezIch article published from the

incentive scheme illt does not meet the minimum standald/benchrnark ofquality.

11) The Researci Review Committee will study and recommend the incentive to the Academic

Board for approval.

'12) The decision taken by the Academic Board based on the Iecommendations ofthe

Research Review Committee willbe finaland binding.
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Procedure to Receive Research Publication lncentive

1) Faculty who intends lo presenvpublish a paper/article in a reputed Joumal will have to in orm

ofhis/her intenl to the HR Department priorto the actualprinupublishing ofthe paper/article.

2) The research publication incentive amount as per the policy will be disbursed to the eligible

faculty after he/she submits prool of publishing.

3) A laculty has to apply for lhe incenlive wit n one month of publication. Delayed intimations to

the HR Department will stand to be disqualifed from the lncentive scheme.

4) lt is mandatory for the faculty to make a presenhtion to the HR and Research Review

Committee, post publication. The faculty has to come fully prepared lor such presenl.ations.

5) The entited incentive amounp{l8eopauidct*IlQVi4g t 
" 

n"ro",nic Board s approval afier

deductins arr a,Pricabre 

foa.#
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objective: The puryose ofgranling leave,tloliday is for rest, leisure or recuperalon. Leaves are planned iorlhe
wellbeing ol lhe employees. However, responsibility should be exe.cised while taking a leave. Leave should

be planned and taken atthe mutual convenience of both the emplcyee and the lnstitutjon, taking inio account

wokexigencies.

Leave cannot be claimed as a matterofright. Accordingly, leave rules and norms have been categorized

undervarious heads. The following leave rules and nonTrs give detaiis aboutlhe difierenttypes ofleave and

how they can be availed.

Cove.age of the Policy:

The leave.ules shallbe applicable to allemployees, Teaching and non-Teaching, whelher conimed oron
probalion ofSCMS Schoolof Engineering and Technology untess otherwise stated differently ln their

appointment letters/ contract, ora.e govemed byanyoher lerms and conditions of seNice.

.,61)O( i 1,- ,
The Leave Cycle st€rts from lst Januap ifitilll st Decembir'everv yea'.

o'
LeavesanctioningAuthoritiesJq

Leaves are

0

iD

iiD

iv)

v)

vi)

classified as below:

Casual Leave ( CL)

Earned Leave (EL) r\,-
SpecialLeave (SP)

Matemiry Leave (l\,11)

Ph.D. Leave

Post-Doctoral Leave

Rules to follow:

a) All planned leaves should be applied for, sancticned and recc.ded prior to proceeding on leaye .

Recommending orapproving authority has pov/ers to canrel'u\e leave in case ofexigenaies atwork.

b) An employee, who has submilted his,her resignalion, is nclefiii'ieC io any leave during tireir notice

period.

c) Balance leaves cannot be adjusted against he shodfall of notici period at the lime of leaving lhe

lnstitution, nor can it be encashed.

a
a
E
Er
ItsF*

SSET teave and Holidays Poli.y Page 1of 7



ht
lE
lE
lE
lEtr,
lJ=tt5
U=tF
lEt
i]=roEr
Ii=rE
lEEls
rLl5
#,rlI
FA
t
t
t
t
t
a
t
I
I

d) Inleryening holidays are counted as leave in cases where same type ofleave is applied before and

afler lhe holiday. The same applies in the case o|Compensatory otf.

CasualLeave {CL)

The Casual Leave Policy is applicable to all Employees who are either coniirmed or on d-teir probation period,

and lo both lhe teaching and non{eaching staff ol lhe lnstitution,

All Employees are editled to 12 days ofCL, in a calendar year. 1 CL will be credited for every monlh

worked.

fte CL should be applied online, lhrough lhe HRMS t$o days in advance.

CL cannotbe availed in advance i.e;CL dle in Augustcannotbe availed in July.

unused CLs do not get canied over to the subsequent calendar year and wi,lbe deemed as lapsed.

1)

2\

3)

4)

5) Not more than 6 accumulated CLs can beavailedirgQntinuat on duiing a caleniar year. Ihe Hol;days or

weekend days lhat are sano*;.n"g"6JCrY,)itli'.iJrlqnt"o.t 6r-r.weekend days lhat are sanow;cnegnf e\CtYt tioir'.i6riqnt"o .t crr.
ln.rse of cmeroencv telenhonicorEmail inlimeiion is ac.lDlabh to leolr6) ln case of emergency, telephoni@ e-mail inlimatjon is accepab(to repertjng au'lhoiit, and nct through

the subordinate.

Eamed Leave (EL) otr
J

Only conf rmed non-teaciing

are eligible for availing EL.

o6ear of service in lhe institulion,

1)

2)

3)

1)

5)

iii)

gmtoyment at the lnstitulion.

a-ppioval from the respective

Employees are eligible for

Employees must apply for

department heads.

EL should be applied for and I times dudng a calendar year.

ELcannotbe clubbed wilh any other leaves except Maiemiiy Leave no. can be availed as halfday

EL can be canied icmard to the next calendar year and accumuhted up lo a maximum oi 24 days.

Special Leave (SP)

.s

The Special Leave (SP) iE applinble only to tre Pdnclpals and Deans ol the lostitution.

1) The PdnopallDean is granted an additionall5 days SP to compensaie for AnnualVacatcn.

2) The unused SP do not get carfied over to the subsequent calendar y€r.
3) No encashment of unused SP is permitted.

4) The SP can be ayail€d for a maximum of 3 tirnes during a calendar yEar.

5) The SP cannot be clubbed wih any other type ofLeave.

6) When applying forSP, a minimum of thr€e days is applicable during a calendaryear.

7) All SP should be planned in advance and must necessarily be sanctoned by the Group Direckr.

SSET Leave end Holldays Pollcy

, SSET- EMPI-OYEE LEAVE AND HOIJDAYS POLICY.

Llstmodified on 2'L07.2019
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LEA'1'E.{ND H(}IIDAYS-FOIII

iv) Maternity Leave (ML)

All pemanent female ernployees who have completed minimum 80 wo*ing days with the lnslihrton in the past

twelve months arc eligible to avail l.4aternity Leave up io a maximum of 180 days as per the terms of the
Matemity Benefl Act 1961.

Maternity leave may be granted to women Employees for 180 days and for a maximum of two deliveries

dufing their employment in the institulion and cannot be clubbed with olher leaves excepl Eamed Leave.

Women employees, who are covered under ESl. willbe eligible onlyfor $ose benefts as prescibed by he
ESlAct

Conditions loremployees availing ML of 180 Days:

1)

2l

3)

A woman employee is entided lo a ML leave for! maximum period of 180 days.

Leave has to beiequested a5 days ing$hAGS Bdg;ppctive Heao ol6epadmerl. who willin lur
remmmend ihe have lo Princioal@rinlirDalwill r d lorward1t{6.have reouesl to Grouo DireclorforrecommeM lhe leave to Pdncipi(rinYrpal will put fonrvai {d5.ie,ave request to Group Dkeclor forrecommend he leave to PrincipAqrinb-rpalwill pul folward lfle.have requer

approval. Approved leave sh?yl$Ue in'orned lo HR departnert: .

menber. 0f
4) The ML aYailed for 180 dqF h

5) The ML leave of 180 day\hi
6) A conlirmed employee,

salary, for every mmpleted {Br
Eg. A Faculty who has compl-d6t 4

salary.

7) The Matemity pay benefit can

n continuou

Nening

,yd"kr.
ysrr Vacations.

half pay based on their last drawn

I Stemity pay beneft of t5 days

lidtof three tullmonths' pay

and submitl,ng hospilal discharge

-_:-)
summary and ftness

8) Matemity pay beneft (in multples of half pay) vJill be compensai€d from the monfli succeeding &e re-

joining date on a pro rata basis within a maximum ofsix months.

Foremployees who availML oI90 days, the lnstitution willsupport motherhood responsibilities by exiending

he following benefits:

'1) The new molheE are granted benelit ofhalfday work week, on fullpay for the next hree months,

from he date of re-joining. This is to facilitate scheduling classes in he moming/aftemoon sessions

and he new mohers get exclusive ime for feeding their chilC.

2) Matemity leave with lull pay lor three months is granted to he employoe who avails the 90 days

leave option.

3) this Matemity pay beneft can bs claimed once the emdoyee has re-joined afrer ML and submited

hospihl discharge summary and fihess certifcale,

I
i
I
a
I
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4) Matemity pay beneft (in multiples ol half pay) will be paid on a pro rata basis wilhin a maximum

duration of6 monhs. ftom the month succeeding the rejoining date.

General Conditions lor lraternity Leave:

Tle ML has 10 mandatorily be requested 45 days prior to p.oceeding for leave, and also the number

of days (90/180 days)availed has to be mentjoned, wilh pior approvaift'orn the HoD and intimation lo

the HR Departmenl

Only on prov€n medicalgrounds can an employee switch the option of avalling 90 days to 180 days.

However, such changes should be intimated 30 days in advance and should have Group Directot's

approval. ln such cases, the maternity benefts extended will also be limited to the option of'180 days.

There should be a gap of more lhan hifty working days between an employee re-joining after ML and

start of vacations. ln case of less lhan lhirty woddng days being avallable, then the employee oeed to

join back only afrer vacalion.

1)

4) On re-joining duty, after Maternity leEetFl geRgtf@rmens l,(e copy of hospital drscharge

summary and filness cenjfrcate<ra\gtrbdatested b, HqD_ and subnided lo the HR deparlrnenl in

order to regulate attendarrc@! claim benellrs il any.

v) Ph.D. Leave Jq

ofenrolment. q
dlys of fullpaid leave,lor every

inqm ol four yeac, from the date

b' ccumulated up to a maximum of

Ph.D. is €

lheir cou

4.

JU oays. -o
3. The minimum number of days lhat shqould be five days and maximum ol

fieen days. When availing hS mini)lm of two weeks; notice to be given.

However, in exceptlonal cases lhe purpose ofpaper presentation

7.

a)

provided therc is an eflail or cedificate from lhe Ph.D guide.

The Ph.D. Leave cannol be clubbed with any olher leave and unJtjlised Ph.D leales willlapse at the end

of he fourth year.

tuy intervening Saturday, Sunday or holidays will be couflled as a leave du ng lhe period.

Not more than two hculty wihin a departrnent, atany given lime iai availPh.D leave oi ploceed on

coulsework.

ln he event a faculty who has availed Ph.D leave resigns or leaves the lnstitution befor3 completion ol

Ph.D, he lnslitutjon reserves its right to deducl pay for the number of Ph.D leaves availed.

General Conditions ,or Ph, D Leave:

Ph.o Leave has to be sanctjoned bythe Prlncipalonly after cedirying that all pending/assigned wod( is

complete at least fifteen days pdor to the date of proceeding on leave.

2, This leave c€n be cari€d
30 days.

a-
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b) ln orderlo pursue their Ph.D, faculty members are lranted a maximum of 6 monlhs !npaid leave for

completion oitheir course woft, as required by the Univercity.

c) Facufiy members applying for Coursework leave orPh.D leave during thei' ProDation period v/illrequire

special approval f.om the Group Director, as onlyconfirmed faculty a.e eligible lorlhis leave.

d) The leave request for 15 days willbe applicable only after cofiipletion oi cou$ework.

e) Frcm lhe dat6 of submission of the Ph,D a Faculty member is requireJ to work as a fulllime faculty of the

Institulion for a minimum pedod of two years.

0 The Faculty members are nol eligible for any remuneEtron frcm',ne irrsllulion, whlle attendlng ciasses oI

research work associated to the completion oftheir course wor|.
g) lnstitution willsupport ihe completion of Ph.D by giving a maximum e,(tension of 12 monlhs irom the

expiry ol4s year. ln tie evenl of Ph.D not being submilted even al lhe end of lhe fifth ye.r,lhe l.sliiulion

reserves its rights to recover pay comfiEnsu.ate to ihe Ph.D leaves availed by the faculty.

vi) Post.Dortoral Leave

1) Faculty members who r,.r" -rpr"6.Q**H?/eJ&se*ice in ti," rnsftuticn are eligible fcr the' 
"^-, t^^,^.^,,^-..^ ,^Y -

UCAI'I
Pos! Doctoral leave. O'

2) Any requestfor Post-Doct{3 leave requires approvalfrom the AcaIgixic Board and ihis approvalv/iil

be purelyon a case lo ca$-asis.o
over and above the reguhr ffol
following benefits: U

1. AnnualVacation

'W::-""isibrerorthe
o
2j:

(D

(ii)

2)

3)

Faculty Membe6 are eligible to

Attendance lor lhe two days and dler
disciplinary actjon will be

vacalion pedod.

(iii) Non-Faculty [.lembeB that constjtute lhe administative and s,rpporl functions are noteligible forAnnual

Vacaticn.

Availlng Vacatlon

Ail Faculty members bolh confmed and on probation, are eligible ioi a.railing the AnnualVacation, with

prior approvalfom he respeclive Head of Departnents. Tlre PriirciF3lend Deans hclvever, are nol

eligible for he Annual Vacal,on.

The Facuiry Membe$, who are confimed, are eligible lor 24 days of AnnualVacation.

Faculty who are on probaijon and have completed six monhs of seilice, can avail the Annual Vacation

on a pro rata basis, based on the numberofmon$s worked,

1)

tr
rh
rt
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2. On Duty (OD)

On Duly is granted to an employee v{hen lhe University/ P ncipal/HeaC oithe Department/orany
other competent aulhorlty asslgns a duty that has to be carried out on behaii of the institut€.

Employees eligible for OD:

1) Employees who are assigned duties 1o execute on behalfoi ihe Educauonallnstitution.

2) Employees who are nominated bythe lnstitution to attend or padicipate in Events o. Prcgramiies.

3) Employees who are nominated for Paper Presentalions atother Educalionallnsltulions or

Organisations.

4) AII Employees are req uired to take prior apprcval from lhe r€ specti! e H OD, Pfincipal or the ccncerned

Ieporting authority.

SSET - EMPLOYEE

;;;dlJt.d ." r1r?2m,

5) No Emoroyee is oermifled to v sit other.Educationa]lnsttutrons a: a GLesl SD"aler o' as an l1'.:e€

unless olheMise a SDecial Sanclidrr-iAio"uohl from le A&riemic Boa'd

L,,
3. Clmpensatory Off (CO) 3 .;

Employees, who are called foil-ork o2purdays, hol.days or g lhe c;ason ri'a r evenl o'ganisel oy

insltu on on a ro1-wor(inoUav, arc &ided to CO fo'an eorE[n..r-":ber o[days lnalt.rey have \&o'i'ed,

withpriorapprovalrromtl-6"rrg& Ei 
:-

Employees, who are called fo|liork onrFundays, holidays or q! the c-lsion ol an evento]'ganlsed by tire

Avairinscompensatoryott a &L\$1. 3 &1, ;.:ZLILLTIJS C.:

1) The co cannol be ctuoo" -Qgn"@@ffit$,king durins the vacation period

5
€

€

€a

2) The C0 has to be availed within 30 la,*d&Mffik}leilina which it will be considered as

lapsed.

3) One day's CO cannot be split

Compensation for Hostel Wardens, Electricians and Plumbers

Employees in lhe above criteda, \ryho are reqirircd to work on a declaied holiday, sillbe en',ltled ic a d3y's

compensatory pay ior the duty day.

4. Public Holidays

Allthe holidays willbe as per University dectared holidays,

5. Saturdays

All2d saturdays are declared as a holiday. As perthe KTU guidefin3s, SSET y/illwori( on I Saiurdays during

an academic year, which will be flnalised in advance.

€aa
IAa
ETa
a
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