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Objective: The institution encourages a continuous learning environment for students 
and faculty members. To encourage such learning initiatives, SCMS group has offered a 
cost reimbursement benefit to faculty members who have successfully completed their 
probation period, subject to certain conditions and guidelines as listed below:

Eligibility: Confirmed faculty members of SCMS Group

Effective from: 1st June 2026

1.	 Every faculty member has to attend a minimum of two 3-day FDP (online/offline) in 
an academic year. This mandate is subject to amendment in revised accreditation 
guidelines. 

2.	 For the working days when attending the FDP, the faculty member will be permitted 
‘On Duty’ leave from their regular work, subject to approval from HOD. However, the 
classes or other responsibilities at work, will have to be made up without further 
delays. 

3.	 In case of holidays or Sundays falling in between the FDP days, no compensatory 
off will be permitted.

4.	 Completion of a 3-day FDP is eligible for the reimbursement benefit, provided 
the topic is relevant to the course assigned to the faculty member. The HOD has 
discretionary powers to deny/approve the reimbursement benefit, at the time of 
application, if the topic is irrelevant/relevant to the course.

5.	 The Institution will bear the expenses for the registration fee up to a maximum limit of:
 Rs.   5,000/- for programmes within Kerala 
 Rs. 10,000/- for programmes within India
 USD 250 for international programmes  
However, travel reimbursement to locations will be guided by the travel policy terms 
of the Institution.

6.	 Attendance in FDPs at International locations must be additionally approved by the 
Head of the Institution, prior to registration process. FDPs hosted by the Institution 
will not be eligible for reimbursement scheme.

7.	 All costs borne by the Institution will be in the form of reimbursements only subject to 
submission of FDP completion certificate and proof of ‘Knowledge Sharing’ Session 
for dept. colleagues. Travel advances are not permitted in this case.
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1.	 The reimbursement structure will be as below:

Exp. With SCMS No. of FDP programs eligible

Within Kerala Outside Kerala International

1 to 5 yrs. 1 Nil nil

6 to 10 yrs. 1 1 1

10 yrs. and above 1 2 2

2.	 Approval to attend International FDPs will be subject to evaluation of recent indexed  
	 publications, frequency of earlier international FDPs attended, relevance of the FDP 
	 topic etc.

3.	 Travel reimbursements will not be applicable for programmes attended online.

4.	 At the time of submitting reimbursement claims, faculty members are required 
	 to ensure that all relevant documents are enclosed to facilitate timely processing.  
	 The required documents include: 

i)	 Approval from the HOD for participation in the FDP
ii)	 Registration Fee details
iii)	 Certificate of FDP Completion 
iv)	 TA Bills wherever applicable
v)	 Proof of Knowledge sharing session conducted.
vi)	 Entry of FDP details on LMS software
vii)	 A copy of the above mentioned files to be copied to the RACE and IQAC team 

for institutional records.

5.	 It is recommended to use the department funds for reimbursement of the above. 
	 In the event the HOD funds falls short, the Director must immediately notify the 
	 Corporate Finance and ensure that the reimbursements are made without delays.


