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It is aim to provide the finest environment for teaching, 'er‘hing
research, innovation and character building so as to mold youth of

today into world-class technocrats of tomorrow who would
cndeavor to increase the quality of life for mankind.
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Padmashri Dr. VithalraoVikhePatil College of Enginee: g
Ahmednagar is committed to impart excellent technical educa+ion
to the students to create techno excellent citizens who will keep
abreast with the changing technology and will be retaining rich
cultural identity to the full satisfaction of our stakeholders and
society at large with further commitment to serve the nation.

QUALITY POLICY g

. Padmashri Dr. VithalraoVikhePatil College of Engineering is
. committed to create quality professionals by imparting excellent
technical education & training leading to degree in engineering o
meet the emerging industrial and social needs through,

© Effective Teaching Learning

© Industry Institute Interaction
© Innovative Ideas

Applied Research

Dealing with societq| needs
Centre of Excellence in Engineering and Technological Fiele.
Internship and Exposure programmes
Quality policy is been formed to achieve the

vision and mission of the Institution
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Human Resource & Code of Conduct.

1) Appointments :
Academic/Teaching Post : Recruitment of teachers :
1. Appointmentof teachers by Selection Committee shall consist of :

a) Chairman Governing Body of the collage or/his Institution nominee from amongst members of
the Governing Body.

b) ANominee ofthe Vice chancellor(General)

¢) Ifthe postis reserved one the vice chancellor shall nominate one additional member, belonging
to scheduled Caste or scheduled Tribe or denotified or Nomedic Tribe who should be
preferably an expert on the subject.

d) Three experts in the case of appointment to the posts of professor and Associate Professor
(minimum two out of three present on the committee at the time of interview),and two experts in
the case of appointment to the post of Assistant Professor and Associate Professor (minimum

one must be present).

e) One Nominee of the Director of Technical Education not below the rank of Dy. Director of
Technical Education

f) principal/Director
g) Head ofthe concerned department of the collage/institution.
Procedure:

a) All posts of the teachers are widely advertised with particulars of minimum & other
qualifications, if any & emoluments. Reasonable time is allowed to applicants, to submit their
applications

b) The date of the meeting of the Selection Committee fixed so to allow the notice of fifteen das to
each member & to the candidates. The particulars of each candidate called for interview, are
collected in consultation with the head of department/principal of the college. The panel
members are intimated seven days before the date of meeting.

¢) The quorum to constitute a meeting of the Selection Committee shall be four members of whom,
one being V.C Nominee three experts nominated by the University.

d) The Selection Committee shall interview & adjudge the merits of each candidates in accordance
with the qualifications advertised, & report to the Competent Authority the names arranged in
order of merits giving reasons for the order of preference. if no person is selected a report to that
effect be made. The committee my recommend only one name if others are not found suitable.

e) The Competent Authority, with the approval of the vice-Chancellor, shall appoint from amongst
the persons selected/recommended.

2. Appointment of Teachers on Institution/Management level for filling in temporary vacancy :

where vacancy of a teacher is to be filled in temporarily but not exceeding one academic year/one term,
the appointing Authority on the recommendations of the principal/Director of the institution shall fill in
the temporary vacancy.
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a) Chairman of the Governing Body or his nominee.

b) Principal/Director of the collage.

¢) Head of the Department of the collage.

d) Oneexpertin the subject concerned nominated by the Chairman of the Governir,.

‘ody,
Procedure:

a) To filltemporary vacancy a advertisement be given in leading news paper.
b) Suitable/Qualified candidate called for interview before Local Selection Commitice.

c) After the recommendations of the Local Selection Committee, candidate may b £1ven appoi
on purely temporary / adhoc basis for one academic year/one term.

3. Non-teaching staff ;-

Appointment of Non teaching staff:-

Generally Foundation follows the rules & re

Affiliated collage's standard code/Universi
for non-teaching staff.

gulations of Maharashtra Non-agricultural Universities §
ty of pune/ Govt. of Maharashtra regarding the services rules

To fill vacancy a advertisement be given in leadin
adhoc basis for one year. those non teaching staff
scale & allowances as per the Foundation's rules,

4.Probation:

g news paper. vacancy of non teaching staff filledin
who complete 5/7 years of their service are givenpay

The period of probation of the staff shall in no case be

more than two years, on the expiry of which he wil
be deemed to be confirmed unles

. 1 1 1 m
' s after assessment of this work by the committee, his semcr:s -
terminated by giving him one month's notice or one month's salary in lieu of notice. the t€
conditions are mentioned in his ap

pointment order.
4.2) Service book :

‘ ized by
A service book shall be maintained bty the Register or any other officer Q“ly. al?tl:lo::d shall
hlm/prmcnpal/Director/Head of Recognized institution for the staff of the collage/instituto

. . : ) & e of pa)(’
contain such information regarding date of birth, date of appointment, qualifications, e
Increments, probation,

. ority
; particulars of leave & such other information as the Competent A i
prescribed,

4.3) Increments:

thheld-
R o withhe
The employee, having his pay on the pay scale, shall draw increment every year unlessit1 pefor®

The Head of Departmen( should send the CR( confidential Report) of each employee eVeY !
one mon

eal
ks Body-
ths at his increment date to the competent authority i.e Management/Governing
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4.4) General:

1.

Lea\'(; is a privilege and not a right : it may be refused or revoked by the authority empowered to
grantit. it would, however, generally be granted unless the exigencies of services so demand.

Leave application: The leave application shall be submitted on prescribed form well in advance and
shall be got sanctioned before availing of the leave. The faculty members shall make alternate
arrangements /internal adjustment among the faculty members of his/her any other department to

keep the students engaged.
No leave can commence unless it has been sanctined : Mere submission of leave application does

not authorized an employee to avail the leave applied for. Availing of leave without getting the same
sanctioned makes the employees liable to disciplinary action besides penal deductions.

Acceptance of alternate: Employment/engaging in trade/ businesss etc. causing him/her the
monetory /personal gain is an offence and the employees shall refrain from the same.

No leave will be sanctioned on telephone: except in case of extraordinary circumstances/sudden
illness etc. This shall however, be regularized immediately on joining the duty in writing.

Continued absence of more than fifteen days, or repeated an employee liable to disciplinary action
including termination of services besides penal deduction.

4.5) Kinds Of Leave :-

a) Casual Leave (CL)

b) Compensatory off

¢) Medicalleave (ML)

d) Eamedleave (EL)

e) Extraordinary leave/ leave without pay (LWP)
f) Dutyleave(DL)

g) Study leave

h) Vacation leave

i) Maternity Leave.
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q) Casual Leave (CL):
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St t which provic:
'« intended to meet special circumstances for wh Provision o . .
' cave 18
Casual Leave
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T Cale“derYear
| an be enjoyed at proportional rate commencing from the begi Nhing Fihe 5 -
1l leave Cé ender
member of staff avails casual leave more than the proportionate,. the leve may he coniy,
: :“;n{imry leave (i.¢ leave without pay) by the sanctioning authority, L
S exira oraine X

N ore than 3 days casual leave can be enjoyed at a time, to be exte,
of mg

A days iy L
exceptional circumstances.

Total period of casual leave and holidays enjoyed at a time sh

ays,ifitis due.
Absence ona half working day should be treated as fil] day's casual leave.

days, only

Casual leave cannot be affixed or prefixed with earned leave, Medical leave or Vacation

Casual leave should not be availed without

prior sanction & without making alternate arrangemes
of the work in consultation with HOD .

(a) Employees are expected to attend regularly as per the college timings, if an employee coms
more than 10 minutes late, he/she

must sign the muster roll making the time at which helss
reports for duty.

(b) If an employee comes more than 10 minutes late 3 or more times during a month his/her
leave accounts shall be deb;

ited at the rate of 1 day's casual leave for 3 days late attendance.

If there is tendancy to fritter aw

. ainst the persdt
ay casual leave, the following steps may be taken ag
concerned:-

a) Refusa]of Casual leave, ifitis belj

b) Treatment of absence a
alternative arrange

Compensatory off:

i
: the TeaChmg
No Compensatory off i be allowed for completion of academic work allotted to
members,

eved that it is asked for without adequate ground.

hout b
A t Wlthout m
s leave without pay when a person has remained absen
ments for his periods/work.

Employees if asked

mpet®
. idays by the ©©
to work (except academic work) on Sunday /Public holiday
authority ,witp prior

work @
: vide
order, shall be entitled to have compensatory holiday, pro 0
mmore than § oy on that day, ompensi® #
: . : No¢ to
C(_’mpensatory holidays shoy1q not be accumulated more than 3 days ata time o
will be Permissible if e h

(] J
: : ensatory * ool
_ as already 3 compensatory offs at his credit. C%fgﬁlpensatofy f)thEﬂI”e“
€njoyed on full day basis (No half day compensatory off is permissible).
ot be avajjeq Withoyt PIioT sanctiop
leaveﬂ\dedical leave

dwi
refixe
Compensatory off cannot be affixed or P

Or vacation,
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No compensatory off'is allowed to carry over to the next calendar year.

No compensatory off is permissible for attending the remunerative work on Sundays or Public
holidays.

While asking for extra work (other than academic one), the Compotent Authority should issue an
office order in writing.

¢) Medical Leave:

1. All Teaching & Non teaching staff members get Medical leave for 10 days on commutation basis or
20 days on halfof pay for each calendar year.

2. Medical leave may be granted in case of sickness of the employee and not his/her dependents. A
medical certificate from Doctor or registered medical practitioner would be required in case where
more than Three days the person was sick.

3. Medical leave cannot be sanctioned between two holidays.(i.e. one side holiday, Sunday) otherwise
it will be count in the medical leave.

4. Employee applying for a medical leave should produce treatment certificate with their application
and at the day of joining duty he/she should submit a fitness certificate.

S. If the employee avails Medical leave for more than one months. He has to produce Fitness
Certificate from civil Surgeon at the day of joining duty.

d) Earnedleave:
I) Teaching:

no earn leave for teaching faculty. However vacation can be converted to earned leave. The basic rate
for conversation is one day for three consecutive days.

IT) Non-teaching:

1. Eamed leave is admissible to all nonteaching staff(excluding departmental technical staff)
Employees should get Earned leave for 30 days in each calendar year.

Eamn leave can be accumulated up to 240 days.
Earned leave can be availed minimum 3 days at time.
Earned Leave cannot be affixed & prefixed with Holidays or Sunday or C.L from both sides.

Earned Leave should not be availed without prior sanction.

If a person is absent without prior sanction of leave or without making alternate arrangement, his
absentee for the day will be treated as extra ordinary leave i.e. Leave without Pay.

S v os W

7. If employee avails Earned Leave, no other type of leave will be sanctioned in continuation with
Earned Leave. In the situation when Earned Leave is prefixed with Holidays or Sundays, the
leave immediately after holidays and Sundays will be treated as Earned Leave.

D




S ok

p—.m ES

¢) ExtraOrdinary I

L

5.

padmashri Dr. Vithalrao Vikhe Patil e
COLLEGE OF ENGINEERING =

eave/Leave without Pay:

For reasons beyond ones control, if an employee; has to avail leaye
may be granted, "Extra Ordlnary Leave/.LeaV.e without
I‘ri{wipaI/I)il-cctor/Manageme‘nt subject to exigencies of seryi
months in a calendar year at a time.

" at (e g

€ digep,: oy

Ce. Such ]e' Cl'etlon ,he
ﬂotex b
Vavimum for 6 months including 3 months, as above on medica] |

v ; grou
ympleted 3 year of continuous service.

"4 Where the Y,
wm for 12 months, on medical grounds where the staff hag completc. | 5 s
9 Yearg °f°°ﬂtinu,
Maximum for 12 months, for undergoing treatment on TB Leprosy ci. Where &
completed one year complete service. € saff 1,

Maximum for 18 months ,for undergoing treatment on TB, Le

. PIOSY ctc. where the s,
completed one year completed service. k

6. Maximum for 24 months for prosecution of highes studies which are in the public interest
f) DutyLeave
1. Anactivity of an employee which can bring recognition to the institute may be considered for g
of this leave.
2. Duty leave may be granted for one or more of the following purposes:
a) Todeliveracademic lecture.
b) Towork onbehalfof the University/Collage.
¢) Toread/presenta research paper in a conference/ Symposium National / International kve:
to attend workshop/seminar.
. : conve
d) Toattend selection committee or other such like committee meetings provide they ar¢
bastatutory body or a University recognized by the Government. o
73 3 1 0 :
€) To inspect academic institutions attached to a statutory body or a University % |
Government. o oct 0
: ear s
3. The duty leave will be restricted to a maximum of 15 days during a calendar ¥
following conditions:-
- There exista written request from the competent authority. his effec e
e this
- The paper has been accepted for presentation and a communication to
writing, ;
ed
£) Study Leave ook servi®
: - the ten '
L Le""e_ for upto a maximum of TWO years may be granted ONCE in -
pursuing higher studies at the recognized institute. ofunble™ :leﬁ'ﬁi‘
ears & sted
2. Study Leave may be granted after an employee has rendered at leaSthZrVe the insti

to the institute. He/She will be required to furnish a bond for that Wi
period of 5 years after

return from the study leave.
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a) Oneday/week to faculty permission higher study (PG i.e M .E, ph.D) for teaching faculty.

b) One day/week to faculty permission higher study (PG i.e Library Science etc. for non teaching
faculty.

h) Vacation Leave:

1.

[

(98]

All teaching & non-teaching technical staff'is entitled for Summer & Winter vacation in one calendar
year as per the rules of University.

The vacation leave shall be got sanctioned in advance in writing as any other leaves.

The vacation period amongst the faculty members shall generally be staggered to ensure that the
institute functioning is not hampered.

I) Maternity Leave:

Maternity leave may be granted to a permanent female employee who have completed two years
continuous service ,having not more than two living children, shall be entitled to maternity leave on full
pa for amaximum period of 90 days, subject to production of Medical Certificate.

4.6) Retirement age:
Retirement age for Teaching & non teaching staffis as per the University/Govt. of Maharashtra rules.

4.7) Resignation/Termination of services:

1.

The appointing authority shall have a power to terminate the services of any staff without notice
or without any cause assigned during the period of probation.

The appointing authority shall have the power to terminate the services of a staff member by
giving one months notice or salary in lieu of, in case he/she is found to be physically or mentally
unfit for service or on the grounds of retrenchment. This provision shall apply to
regular/permanent employees of the institutes.

A member of the staff can leave his employment by giving one months notice or pay in lieu

thereof. If the permanent staff wanted to leave the service without any notice he has to pay one
month's basic pay from his salary. If the staff member is working in the consolidated pay he has to

deposit one month's total salary.

4.8) Student Welfare:

1
2
3.
4

. Earmn & Learn scheme of pune University.
. 20% concession in tuition fees those students have get 80% & above in P.C.M/P.C.B group

10% concession in tuition fees those students are ward of defense personnel.

. Students who are top ranked on 1st, 2nd, 3rd position in their exam will get cash award on the Birth

Anniversary of Padmashree Dr. Vithalarao Vikhe Patil.
Fees concession for students for Poor Boys Fund specially earmarked for poor & deserving students.

G
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