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(1)

()

(k)

()

semester after submitting the attendance & work done report to the
college office, the honorarium depending on the designation of the
visiting staff,

Voluntary retirement : A employee of the institution may be permitted to
retire from service at any time, viz., after completion of qualifying
service of not less than 20 years onattaining the age of 5() years.

Principals of private running institutions as per the government
standards in 65 years only, however they can continue in the institution
as Director/ Dean only on consolidated salary basis.
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Approved by AICTE & Affliated 1o VTU
Accraditng by NaAT

HKBK/AESR/875/2019 2" February 2019

AMENDMENT TO THE EMPLOYEE SERVICE RULES

The following amendment comes into effect to the Service Rule under
Section 7 sub-section (f) under the head Termination/Resignation from the
service as follows, with immediate effect:

(i) Mo resignation will be entertained during the academic
period/semester break/practical/university examinations.
(ii) Any staff wishes to resign/desire to get relieved from his/her

service shall submit minimum one month’s notice in advance
before the last working day of the semester as per VTU's higher
semester calendar (2,3 & 4™ year)

(1ii) If the staff member intends to resign during the academic period
and wishes to get relieved immediately he/she has to pay 3
months gross salary & complete hand over of duties

(iv) Relieving of the staff member would happen only upon the
completion of all the academic work (1A evaluation, VTU
Marks, completion of the Syllabus.. etc, certification from the
departmental HOD) or on completing the formalities in clause
3 above,

The above terms and conditions are applicable to all the staff
members from the time of their joining the institution.
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' Director

Ce to: All the HODs — to be circulated amongst the departmental staff
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HKBK/AESR/939/2019 23" March 2019

The following amendment comes into effect 1o the Service Rule under Section
25 sub Section (h) under the head Leaves & leave rules — Maternity Leave
w.e.l : 01.04.2019

(1) Female Emplovee completed 2 vears of continuous service is entitled for
maximum of 180 days maternity leave, with 90 days of paid maternity and
extendable up to three months of leave without pay. Matemnity leave can be
availed before 6 weeks preceding the date of expected delivery

(2) Maternity leave can be availed only twice during the employee tenure with the
Institution

(3) The concerned female stafl must submit a medical certificate from a registered
medical practitioner, specifying the expected date of delivery ot least 30 days
betore availing of the maternity leave

(4)In  case of miscarriage/other related medical conditions  (except
termination/abortion of pregnancy), female employee eligible for Maternity
Ieave shall be entitled 1o leave for a period of 2 weeks immediately following the
day ol her miscarriage. The request for such leave must be supported by Medical
Certihcate and pregnancy report from a qualified medical practitioner

(5) Reinstate of employee post maternity leave is subjected to availability of
opportunities within the department. Any reinstated emplovee cannot resign
immediately upon return from ML and has to serve mmimum of 1 academic
calendar. [n circemstances wherein the employvee is unable o continue services
has to follow the resignation policy and the maternity benefits will be forfeited

{6} Employees are not eligible tor ML if they are on long leave (6 months and above)

due to ante naial 13sues
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Cie 1o : The Director — {or kind information :
All HODs Accounts'Office’'HR/Libmary - for information & nofice
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AMENDMENT TO THE EMPLOYEE SERVICE RULES

The following amendment comes into effect to the Service Rule under
Section 7 sub-section (f) under the head Termination/Resignation from the |
service as follows, with immediate effect:

§ (i) No resignation will be entertained during the academic
period/semester break/practical/university examinations,
(ii) Any staff wishes to resign/desire to get relieved from his/her

service shall submit minimum one month’s notice in advance
before the last working day of the semester as per VTU"s higher
semester calendar (2™ 3" & 4" year)

(1il) If the staff member intends to resign during the academic period
and wishes to get relieved immediately he/she has to pay 3
months gross salary & complete hand over of duties

(1v) Relieving of the staff member would happen only upon the
completion of all the academic work (IA evaluation, VTU
Marks, completion of the Syllabus.. ete, certification from the

'S departmental HOD) or on completing the formalities in clause
3 above,

The above terms and conditions are applicable to all the staff
members from the time of their joining the institution.
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Ce to: All the HODs — to be circulated amongst the'depa rimental staff
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Diress Code Policy

HEBK College of Engineering requires all academic, non-academic & support staff to present themselves in a professional
mienner, with regard to attire, personal hygiene and appearance. These standards are commensurate with our organizational
practices of appropriate business conduct, professionalism and dress code.
Diress Code:
1. Emplovees must always present a clean, professional appearance. Evervone is expected to be well-groomed and
wear clean clothing, free of holes, tears, or other signs of wear.
Teaching Male staff — Pressed, collared shirt, Blazer or tie and formal shoes during regular college hours
Blazer or Blazer and tie during funclions or programs
Shirts should always be tucked in.
Sport shoes / Kitos / Chappals/Sandals are not allowed
Noo-Tesching™Monscademic/Admin Male staff- Pressed, collared shirt with formal shoes.
Adtenders, drivers, pardeners (Male and female): To he in aniform in the college premives
Female Staff- Formal dress, Saree/Salwar Suits are allowed with formal footwear and Blazer
Clothing with offensive or inappropriate designs or stamps is not allowed,
Clothing should be modest, not be too revealing,
Mon-academic staffs who are required o work in uniform must wear neat, clean and ironed uniform while on duty,
All male saff shall wear festher shoes with the uniform. (Sport shoes/sandals/chappals are not allowed with the
uniform §
3. Mot wearing uniform while on duty, will aftract penaliy of Rs. 1MV- pér day deductible from safary,
b, Mot pdhering to the dress code, will attract penalty of Rs. 1= per day deductible from salary.
Identily Card:
1. All faculty, staff, and students of HKBK group of Institutions are provided with a photo identification card.
2. All staffs- Teaching & Non-Teaching have to display 10 cards while in campus premises, HODY Faculty must
ensure all the students are displaying their 1D cards in campus and classroom.
3. Foiling to disploy 1D cards while in campus will attract a penalty of Rs 100- for students and faculty,
4, Lost cards must be immediately reported to office and reploced immediately.

£ L b

Diress Code Violations
1. Managers or supervisorHOD will be responsible in ensuring employees/students follow the dress code. In
case of violation of dress code they should ensure comrective measures are taken imimediately. This may
include having to leave work to change clothes.
Respective Head of the departments to inform about the defsulters in writing to accounts for further action
ideduction of penalty). A copy to be recorded in the respective staff personal file (office).
3. Repeated violations that have major repercussions may result in disciplinary action

being taken up 1o and including termination.
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HuﬂﬂhLi 2| b 219
Dr. Muzzamil Ahamed S
Principal

Mote:  1.5wifs following religious attires are expected to follow that atire on all days and not specifically on certain days.
2. Above dress code to be effective from 5% Aug 2019
Ce to Hon'ble Director — for kind information
All the HODs — to instruct all the staff members (teaching/non-teaching) to strictly follow the dress code.
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