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RKGIT SERVICE RULES
1. GENERAL:
) f VK i Tt Tarhnolooy Thazial ad
(.1 The Governing Council of Raj lumar Goel Institute of Technoiogy, Ghaziub
-d". has framed these
(RKGW)", herein atter referved to as the "Management Board", has framed thes
rules and regulations to define and regulate the service conditions of the empioyees

of RKGIT.

' ¥ 1 "\“n"' Y6 the l‘. - .” 1. ‘.r
1.2, Service rules shall come into torce with, effect from the dale of thet
publication/issue.

13, Service rules shall apply to all the employees who are either already in service

of the [nstitute on the date these rules come into force and or have joined after the

date of issue of these arders,

1.4, Bxcept where it is otherwise expressed or implicd, these Service Rules with

such amendments and or additions and or alterations as may be ellec

ted by the
Management Board from time to time, shall be applied to all the employees
recruited by the Management Board for service. These rules shall not, however,
apply to ‘persons employed on part-time or honorary of ex-officio or cusual
“workers on temporary basis.

1.5, The Managmﬁmu Board may delegate any of its powers under these Service
Rules to the Chairman, Y ice-Chairman or any other nominee to be the Cbmpclent
Authority., No persons, other then those delegated with such powers, are the
Competent Authority as prescribed under these rules to exercise such powers.

1.6. The M:m‘ugemem Board shall have the right from time to time, to amend or to
alter classification of the various cadres of non-teaching stalf, their scales of pay,
their academic qualifications, their age limit, their experience, mode of recruitment
orany other matter governing their recruitment, promotion ete. 1 any question

arising as to the interpretation of the service rules, the decision of the Management
Board she

LRES

! be final and binding on all such employees
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1.7. The cadres of teachers along with number in ¢

ach cadre, their scales of pay,
their academic qualitications, their age

limit, their experience, mode of recruitment
or any other matter governing their recruitment ;promotion ete shall be as per
regulations laid down by All India Council For Technical Education (A1.C.TE.),
New Delhi from time o time.,
1.8, Notwithstanding anything contained in thesa Service Rules, the Management
Board may relax these Service Rules, either generally for any cadre of employee,
oratany specific instance without violating regulations of A.LLC.T.E.
LY The foll

owing general conditions shall apply to all appointments for service in
the Institute,

1.9.1. No person shall be cligible for initial appointment unless he/she has
completed the age of 18 years,

1.9.2. An employee shal)

not, except for reasons approved by the Management
Board, be permitted 1o alter the d

ate of birth as declared at the time of employee's
appointment at the Institute,
1.9.3. No-person shyll be initially appointed unless his character and antecedents
-are such as 1o qualify him for such app‘oinmwlnt.

1.9.4. No person shall be cligible for appointment who has previously been
dismissed, removed or compulsorily retired from the Se

rvice of the Institute.
. 2.DEFINITIONS: '

2.1 In these rules, unless the context otherwise requires,

_ “INSTITUTE™ means “Raj Kumar Goel Institute of Technology, Ghaziabad™
« affiliated 1o the University

SUNIVERSITY™ means Dr, A.P.J. Abdu) Kalam Technical University, Lucknow.
“STATE GOVERNMENT means the State Government of U.p.

“MANAGEMENT BOARD” means Governing Council of the Institute,
"
. .
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“CHAIRMANNVICE-CHAIRMAN"  means  Chairman/  Vice-Chairman  of the
Management Board.

“DIRECTOR™ means the Direcior of the [nstitute

“HEAD OF DEPARTMENT™ means Head of Academic Department of the Instituse
“SECTION IN-CHARGE" means an Otficer In-charge of the section duly nominated
by the Chairman/ Director.

“EMPLOYEE™ means a person serving in the [nstitute whether regular or eMPOrEry
and drawing salary in a month

“FACULTY MEMBER TFACHY U menns an cinployee who is appointed for teaching

students of the [nsthute

“TEACHING SUPPORTING STAFF” an cmployee serving in a laboratory and assists
faculty members for functioning of laboratory

3. CADRES

Principal/Director

Teaching Cadre:

Professor

Associate Professor

Assistant Professor

Other Cadres:

Library: [ibrarian, Deputy Librarian, Assistant Librarian, Cataloguer, Library
Assistant (Grade- 1 Graade-2) Library Auendant
Administration: Registrar, Deputy  Registrar,  Assistant Registrar, Pe 1
Assistant, Office Assistant 4_§ir;1i£{'-2:U:.ulc-l). Attendant* o
Accounts: Accounts Officer, Accountant (Grade. Grade-2), Internal Auditor

Laboratory: [ abhorator Ao icrans ((oni.
y: Laboratory Assistant (Grade.- foGrade-2), | aboratory Auendamt

Cn
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Workshop: Workshop Superintendent,  Assistant Workshop Superintendent,

Instructor (machine shop, fiting shop, welding shop, carpentry shop. Forging
shop)

Maintenance: Cstate Ofticer, Muintenance Engineer, C arpenter,
Plumber,

Electrician, Mason

Stores: Purchase Ofticer, Stores Ofticer, Stores Assistant

(Grade-1,
Grade-2)

Dispensary: Medical Otticer, Compounder

Hostels: Chief Warden, Warden, Assistant Warden, Care Taker, Office Assistant,
Lady Auendant

*Attendants will be placed in different sections as per need

4. QUALIFICATIONS & PAY SCALES:

Director: As prescribed by ALCT.E.

Teaching Cadre: As prescribed by ALCTE.

Librarian, Depuaty Librarian, Assistant Librarian: As prescribed by ALC.T I-

Other Cadres: As decided by the Manusement Board of the Institute
5. ALLOWANCES:

5.1. The following allowances may be granted Lo an employee :
(&) Dedrness Allowance (DA)

(b) House Rent Allowance (HRA)

(¢) City Compensatory Allowance (CCA)

5.2, Dearness Allowance, House, Rent Allowance

and  city compensatory
allowance shall be at suchrates as the Management Board decides from time to
tme.

]
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5.3. In addition to the above allowances the Management Board may sanction
payment of any other allowunces or pay to any employee and or cadre of
employees as may be prescribed from time to time.

6. INCREMENT:

6.1. All employees will normally be considered for a single increment in the
appropriate incremental on completion of satisfactory service of one year on each
stage of that scale, except where such increment has been withheld as a result of a
penalty imposed under the Conduct and disciplinary Rules / Actions. The amount
of increment will be regulated by Sell Appraisal Report of the employee as per the
Institutes measurement norms.

6.2. The increment in the incremental scale will however be so advanced as o fall

due at the commencement of the month corresponding 1o the employment date or

any other date which the Management Bourd deenmis to fit.

6.3. The Manacement Board shall have the right to sanction from time to time

advance increment or increments, to any employee or cadres of employees for

showing meritorious performance or for acquiring special qualifications. which

t=

-may be useful in discharging their tunctions. The policy for sanction of such

advance increment or increments shall be us prescribed by the Management Board
from time to time.

6.4. N¢ increment shall be withheld except as u disciplinary measure and each
order withholding the increment shall state the period for which it is withheld and
whether the withholding shall have the effeet of postpaning tature increments
6.5. On promiotion [rom one cadre,of post to another cadre of post, the basic pay
of an employee in the higher cadre shall be fixed at the stage next above the pay
notionally arrived at by increasing his pay in respect of the lower cadre by one

nerement at the stage at which such pav has acerqed.
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7. RECRUITMENT:
7.1.1. Seleetion Committee for Director:

The Selection Committee for Director will be as follows:

(1) Chairman of the Manzgement Boar Chairman
(i) One ALC.T.E. nominee not below the rank of Member

Professor/ Principal

(i) Three experts from outside Member
(iv) One University nominee not below the rank of Member

Professor/ Director

(v} One nominee of the Management Board Member

7.1.2. At least four members including two outside experts shall constitute the
quorum,

7.1.3. In addition 1o other parameters, the Selection Committee should also take
into account for assessment of aptitude for teaching and rescarch, ability to
communicate clearly und effectively and analyse and discuss.

7.2.1 Selection/Promotion Committee for teaching cadre:

The Selection Committee for direct recruitnient/promotion ar al] levels of teachers

namely Assistant Professor, Associate Professor and Professor will be gs follows;

(i) - Chairman of the Management Board or his nominee Chairman

(i) Director of the Institute Member

(1ii) The Head of the Departmen if the selection - Member
is not o' the equivalen post

(iv)One ALCTE. nominee . ' Member

(v) Two experts ol the subject out of the pzm:f Member

approved by the Viee-Chancellor

(vi) One University nominee Member

- s Sol fage 7 of 16
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7220 At least four members including two outside experts shall constitute the
quorum.

7.2.3. In addition to other parameters, the Selection Committee should also take
into account for assessment of aptitude  for teaching and research, ability 1o
communicate clearly and effoc tively and ability to anulyse und discuss.

7.3.1 Selection/Promotion Committee for other than teaching cadre

The Selection Commiuee for direct recruitiment/promotion of employees other than

teaching cadre shall be a5 follows:

(i) Chairman of the Management Board or his nominee Chairman
(i1) Director of the Institute Member
(itiYHead of the Department/Section -Incharge - Member

(iv) One expert of the ares Member

7.4. The Management Board shall be the appointing authority for all employees of
the Institute. The Director shali place the matter of approval in the meeting of the
Management Board. ITmecting of the Management Board is not scheduled in negr
future, e Chairman  shall provide approval and place the matter in the
forthcoming mecting of the Management Board for formal approval,

7.5. Notw ithstanding anything contained in rule above, appointments may also be
made on any post/category of pasts in the [nstitute- on special contracts t.br"spcciﬁc
periods subject 1o such terms and conditions as the Management B'ourd may lﬂ_y?
down from time 10 time.
8. JOB RESPONSIBILITIES OF AN EMPLOYEE:
8.1. Teaching Cadre:

The job responsibilities o' arteacher shall in general comprise
810 Acaderic (-:l;x.\_~,.r*()c):11."lubummr}- instructions, design and development of
LW programmes,  curriculum development, development of learning  source
[ ol

SIRIECHTIa Heiasoratorsio

== SHdents assessmdng and evaluation, exanmination work

y
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-utilization of stipulated working hours per we

of the Institte and the University, purticipation in co-curricular and extra-
udents guidance. placement and

development and continuing activities )

curricular activities, st

counseling and their

o]

.2, Research, development and consultancy ( students research guidance,
project proposals and follow up for funding, executing and monitoring sponsored
research, technology develapment and industrial consultancy )

§.1.3. Administration (academic and administrative managenient ol the Institute
spelicy planning | promotional activities at departmental, Institute and University
levels, headship, deanship, wardenship and committee work, participation at
regional and national levels, erc. )

8.1.4. Extension services ( organizing courses, participating as faculty in courses in
continuing  education programmes  for teachers and persons from indux('ry,
organization and participation in community services, promoting entreprencurship,
providing technical Supportio social development, ete, ).

8.1.5. Work Plan:
The work plan of a weacher shall enswre, in modest productive manner. the
ekowith regard 10 roles, Jobs, and
targets assigned to hinvher by the Department/ Institute /University.
8.1.6. anlact Hours:

The comact hours per \\.ccl; of'a teacher shall be as preseribed by ALCTE. frem
time to time. Under emerpent situations the contact hours may exceed this
the mterest of the sludcmf.f!c:\ching. For the purpose ofcouming contact hours, Lwo
twtorial-hours’ two laboratory hours will be counted as cquiv

limit in

alent 10 one teaching
hour.

8.2, Other Employees:
The

iob responsibilitics for other emplovees shall be g
.\

decided by the
Management Board,
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9. APPOINTMENT LETTER:

9.1. The appointment letters 1o Directer shall be issued by the Chairman. The
appointment letter 1o teachers and officer grade employees shall be issued by the
Chairman or his nomince. For other employees, the appointment letter shall be
issued by the Chaimman’s nominee or Director. The appointment letter shall
include nature of appointment i.e. permanent or temporary or on contract,
designation, pay scale, stating salary along with allowances and terms &
conditions. A copy of service rules of the Institute shall be made available o all
employee as and when they want to refer. The employee concerned shall deliver an
acceptance letter duly signed to (he Competent Authority within the period
specified in the a.;apoin:n::n: letter,

10. PROBATION:

10.1. Every Fucultv and Non-teaching st:fT on first appointment in the lastitute

shall be on probation for 2 period as men: oned below excluding the period spent

on leave, except casual leave anc authorize ! vacation, from the date of joining the

service inthe College.

“(a) Professor, Associate Professor One veur
(b) Assistant Professor and Other cadre employees Iwo years

10.2. A lenier of confirmation/non confir nation shall be issued to the employee
at least one month hci;ox‘u the expiry of his‘her probation. In case a letter of
confirmation is not issued betfore the expiry of probation, the cemployee shall be
deemed to have been confirmed in his/her scrvice.,

103, The Competent Authority may, 1or re sons o be recorded inow riting, extend

the period of such probation by such period as the Competent Authority may

specify in cach case.




LL SENIORITY OF EMPLOYEL;

FLT. Seniority of staft in the Institute shall be determined by the date of joining
the institute in the particular cadre.

L2 1 two or more persous have equal length of service in particular cadre, the
relative seniority among such persons shall be determined by age, if both are new
entrants,

L3 Seniority as determined above will be applicable only for the period a
person holds the appointment in a particular cadre and will start afresh in case of
reappointment afier a break.

1.4, Seniority of teachers availing study leave will not be affected b\ their period

ofabsence from the Institute.

12, RESIGNATION BY EMPLOYEE:

12.1. An employee may resign from the service of the Institute as per the terms
and conditions stipulated in (he appointment letter. No teacher will be reljeve
fron the Institute once semester teaching :tarts.

12.2 An'cmployw’slmll tender resignation from his/her post through proper
‘chunnc] to the Director. The resignation will be effective from the date of its
aceeptance by ‘the Comperent Authority o decided by the Management Board. The
resignation shall not be aceepted if not properly tendered and forwarded to the
Director duly endorsed by the head of the Deptt. or Séclion-in-C.hzu‘é,e.

12.3 The resignation of an cmployee shall not be eflective unless the Competént
Authority Ll«:x,'.upls it The Competent Authority shall have the right o rel‘usc: ﬂ1c
rcsign;ﬁiqn olan employee in following ¢ircumstances:

(a) If disciplinary procecdings have been initiated against the employee.

(b) It the employee is under un obligation to serve the Institute for a specified

period that s not expired.
l}

3
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(€) The employee owes the Institute any sumg of money.
(d) Or Tor anv other sutlicient grounds (o be recorded in writing,

13, CONTRACT APPOINTMENT:

3.1 A person can be appointed on

a parteular post on contract basis for o specilic
period, the conditions of such contr

act appointment shall not be inconsistent with
the conditions as laid down in the Service

Rules and shall be clearly mentioned in
the appointment letter, On the expiry of the contract, the person may enter inio a
further conwract i\)‘ mutual agree

14 PROMOTION:

14.1

ment.

o
-

All des.crvi.ng cmployees will be considered for promotion under career
advancement scheme as and when they bacome eligible for promotion as per the
Instivnte rules, Internal sereening Commitee shall review the performance of the
employee. If necessary, the employee can be called for interview to present his‘her
case before the Selection/Promaotion Commitiee,
Selection/ Promotion Committee will be ofe

etive on approval by the Management
Board/ Chairnan,

The recommendations of the

IS.RETIREMENT:

P51 ALl employees exeept teachers will cetive with eltect from the afternoon of
the last day of the montli in which hes ¢ completes the age of (0 years.
retirement age for the teachers will be 63 yoars,

15.2

The

Teachers who have compictcd’ 03 yours ol age may be permitted on the sole
discretion of the Manageiment 1 continy

and serve up to the age ol 70 years
provided they are efficient and medically 11110 do so.
A N
A //
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{ \7.,()\'_\-:" b
«# \"I v v :
! DO (s ‘ Pape 120116
Gy s a
R \\ Aot
o ot '



An employee leaving the service of the Institute as a result of termination,
resignation. dismissal, retirement of otherwise shall account fo/r and hand over 1o
the  Competent Authority - all the property of the Institute and  or
documenis'books/char - correspondence ete., which were entrusted to him or

which were in histher possussion. 1o the event of his/her failure to do so. the

Institute shall have the right, without prejudice to its other rights in respect of such
failure, to withhold any sums of morey that may be due to the employee from the
Institute.

16. TRANSFER:

16.1 The Competent Authority sh

employee from one depurtment to anotler department or from one post 1o another

have the right to transfer a non-technical

equally ranking post or frons one office to another office of the Institute without
giving any notice or assioning any reason whatsoever.,

17.APPLICATION FOR HIGHER STUDIES:

7.1 An employee wio wishes (o apply for higher studies shall forward his
application through proper channel 1o the Competent Authority who has got the
discretion either to forv ard the same or 1o v uh~ old it because of genuine reasons.
I18. CONDUCT AND 1»1\(,1"1 INE RUL lu\:

8.1 Every employee of the Institute hall conform to and abide by thé Service
Rules and comply with and obey all orders and directions which may from time (o
tme be given to hin by and pesson or persons under whose jurisdiclion,
superintendence or control he'she is placed,

18.2 I'very emplovee shall maintain i strictest secrecy regarding the Institute

of 'its constituents. Every emplovee shall also sign a

deciaration of fidelity and secreey in sue

1 form as the Munagement Board decides.

et ‘hn\wY Page 13 of 16
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i ubhiont cndeavors
courtesy und attention

L84 No coployes ol

8.5

document, | aper o inl o

LE.6 Mo crmployee shiidl miuse o

| V6.7 11w “!Ii;’}j‘l.w,"' bmer, b
for leave or overstays |olher sanc
histher control, for - ich Le/d;
explanation, shall not e cottled
4 absence or cverstay an this Shall

-a3 the Competent Authority nay ta)
if not follov.ed by tern nwtion of

otherwise rogularized .
19. DISCIPLINARY - CTION:

19.1  An cinployee <o i

otherwise, ‘ar o period exceedi;
£ 1
( ; suspended voth the ofb o dron b

Authority oo d shal rer o der

A irls Tty [ Fesocirgsrsses ‘ {
.‘\i:!}l’)ll?:/ RIS LS A [SRRET I e
cqualto Lall of e yreo o ealiry g
.
%
.
¢

pstnate the
oot and all
.',)1/,,!:, iy
detnonstiation o staned fop et
ot Parlisiment without o oproy sl of )
Mo erployes shadl conteibute
publheation: except ts el or e

¢ g1}
o

the Compereny Autho: 'ty o withe

H gl from duty

it Jewye ey gt

| P . ¢
eany e o v

r'u!_z:;, ’

Vo3 Lver, employee hall serve 1o fustitneg honestly and faithiully and shall 1o

diterent of b Justitute midd shall show due

dactive part g politics or i any  political
cudacal body or | epistative Body of the Stale

N i
Nuragpetnert Meoard

v the press, Madio, LY Journaly or sty other

ry l,,qf)f;;,,;qw,;;:;: ithiout tne ViVl :1;‘1[):’;*.‘31 4l

approval snake public o piblish any

goare spainst the spirit of the Institule,

carelessly use wnenities of the lnstitute,

without prior persnssion

=,;_/{v'r

circutnstances beyond

I],' et et teeri(ferr )

satis{aclary

o drave any pay wnd allowance during sueh

sithout prejudice 1o such disciplinary actions

i , . i
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swervice rules or

See or disiissal ander these

Bobe ks eligible be treated gy break i service
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o \ . Ty Moot ks St
192 An order ol suspension made or deemed 10 have been made under this rule

may at any time be revoled by the Competent Authority or by uny higher

authority,
P93 Withow prejudice 1o the procisions of the other rules, un vmployee who
commits hreach ot thes s Rules, or v ho iy (L) neglivent or (2) inefticient or indolent
or (3) knowingly docs anything d wimental 1o the interest of the Institute in
contlict with its instructions or (4) commits a breach obdscipline or (5)is guilty of
any other act of misconduet, shall be liable (o fuce disciplinary action.
194 When it appears preima facic 1al the aet of an cinplovee fulls under Section
19.3 an enquiry shall be conducied An enquiry comiittee consisting ol three
persons will be constitied by the Competent Authority. A Charge- sheet shall be
issued o the employee by the cnquir committee and o minimum 3 days time will
be given to submit his/l 1 response. [ needed. the cmployee may also be called
appear i person befors the engui s committee Lo defend his/her case, 1 the
enquiry commitiee lindk s that the emypovee is puilty, the cnquiry veport shall clearly
mention the type of misconduct «one by the employee and also pive ¢lear
recommendations about the punishim: it o be awarded. | he enquiry report shall be
submitted in closed envelope to the € rapetent Authority who will take appropriate
detision basced on the reconmmendatio, The employee nay be awarded any one of
the following punishment buscd on 1) davity of the misconduct:
(@) Delay or stoppase o increnient ithout cumulative (et or promotion
(by  Reduction toa Jow ¢ stagein bl ineremental sealce
(¢)  Degradtion 1o lowver Jost

(d) Terimination from ~orvic.

?
s
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20, 'I‘ICRMINA'I'I();\‘ FROM SER YV ICE:

2000 11 i )
il ]C SErvices OfF v o ) . ol <
tees ol an employes © 1 be terminated as per the terms & conditions

mentioned | s e . :
entioned in the appointment e+ issued to himher and duly accepted by

him/her before joining the [naitwe 1 he notice period during the probation period

will be of one month aid afier the | mpletion of probation, the notice period will

be of' 3 moniths,

- n T o s Yy Ny v
20.2 The university vl be infors | about the reason(s) and the notice before a
teacher is removed from the Institi

20.3 Under the condition of Tow a - iission a written communication will be made

to the teacher lalest by April of the current session to search out-cmployment-at-
other place.

204 An employee who is convier | by a competent court for criminal offence

which, in the opinion ol the Comper it Aathority, involves moral turpitudes or has

bearing on wiy of the atiairs on the bootite, or in the discharge of duties in the

[nstitute the Competent Auathority 1o dismiss such employee without any notice
and or assioning any reqon.
21. DECLARATION:

VIC:

At the time of joining corvies, ever cmployee shall sign a declaration in-the form

prescribed by the Manczement Bo

1o of I3 j
uie of Teckaology
Meerut Roud,

el
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