JUSCO Education Mission (JEM) Foundation

College/Institution Service Rules

JUSCO Education Mission (JEM) Foundation, a registered Trust was established by Jamshedpur Utilities and Services Company, in fulfillment of the objective of increasing educational access for the local population by establishing and operating, educational and vocational institutes of excellence.
JEM Foundation has laid down the following sets of college service rules and all employees of the Foundation are bound by the same.
SCOPE
These rules shall be called "College Service Rules for Jusco Education Mission Foundation"

These rules shall apply to all members of JEM Foundation.
1. Definition: 

a. "College" means colleges under JEM Foundation
b. Employee' means an employee of the colleges on the rolls of JEM Foundation.
c. Managing committee means Managing Committee of the colleges.
d. 
Chairman' means Chairman of the Managing Committee.
e.
Principal /Head' means Principal or Head of the colleges.
2. Interpretation:
In any dispute arising out of interpretation of the Service Rules, the decision of the Board of Trustee of JE Foundation shall be final.
3. Changes / Amendments in the Service Rules
JEM Foundation Board of Trustee may alter / amend / delete an existing clause / clauses or introduce new clauses as may be deemed necessary from time to time.
4. Appointments
1.1 Appointments of Employees in the colleges under JEM Foundation shall be made on the recommendation of selection committee approved by one or more Trustees of JEM Foundation. The selection committee shall consist of minimum three members of which one shall function as Chairperson and one as Convener.
5. Recruitment and Employment
All potential candidates must fulfill the following conditions prior to appointment:
(i) The teaching and non-teaching staff of the JEM Foundation shall possess qualifications as prescribed by the UGC.
(ii) The minimum age limit for appointment to any post shall be 18 years and maximum limit shall be 56 years.
(iii) All new appointments will be subject to a medical examination of the candidate and no person seeking employment will be deemed to have been employed until a certificate of fitness has been obtained from an approved Hospital/Medical authority as appointed for the purpose by the Trust.
(iv) Every candidate for employment shall produce two certificates from educationists or any other respectable members of Society, not related to the candidate, certifying the character and conduct to the satisfaction of the Trust authorities.
(v) Every employee shall submit original certificate(s) of degree/ diploma, along with certificate(s) of service experience,' if any, along with attested photocopies of the same. Original certificates will be returned after verification.
6. Terms of Appointment and Termination applicable to all Administrative, teaching and non-teaching staff of JEM Foundation

(i) New recruits (Teachers) will be on probation from date of appointment for a period of twelve months. The services of the employee will be confirmed after satisfactory completion of _ the probationary period. Non-teaching staff and administrative staff will be on probation for a period of one year.
(ii) Probation period may be extended in exceptional cases. These will have to  be recommended by Principal of the college and approved ·by one or more Trustee of JEM Foundation
(iii) The services of an employee under probation can be terminated without notice if during the probationary period the· employee fails to meet the performance standards and/ or statutory requirements of the college.
(iv) The employment of permanent staff shall ·be terminated by either party giving  a written prior notice of three calendar months -to the other party, or by payment of pay in lieu of notice period.
v) The employment of temporary staff shall be terminated by either party giving a written prior notice of one calendar month to the other party, or by payment of pay in lieu of notice period.
(v) The services of an employee are subject to transfer to any other institution/branch/location of JEM Foundation, including change of job profile at the discretion of Management.
(vi) During the tenure of employment, engagement in private tuition, or any other educational enterprise which can be viewed as in conflict with the Foundation is not permitted. Any other trade or work that impinges on time or performance of the employee is also not permitted.
7. Classification of Employees
All employees are appointed by the Managing Committee and will be classified as under:

i) 
Permanent: Those employees whose services are confirmed by JEM Foundation.

ii)
Temporary: Those employees whose services are retained on temporary basis for a period not exceeding three years.

iii)
Contract: Those employees whose services have been contracted for a time bound period on renewable basis.
iv)
Part Time· : Those employees appointed on part-time basis for work which does not require full time services.
8. Part Time Teachers
It shall be lawful for the Foundation to appoint a teacher on part time basis, for such classes or programs of the College/Institution which do not require the services of a teacher for full time.

9. Retirement Age and Extensions

Every employee of JEM Foundation shall be eligible to hold office till the age of 58 years. The Foundation may grant extension to a mernber of the Administrative/teaching and non-teaching faculty with exceptional merit for a period not exceeding two years if in its opinion the staff is fit and has no mental or physical incapacity that may impede performance

10. Conditions of Service
(i) An employee will begin to draw the salary (pay and allowances) from the date when he/she assumes the duties of the post.
(ii) An   employee   is required to strictly follow   all rules and regulations of the college /institutions.
(iii) An employee will strictly follow orders I instructions issued by the Principal/ Institutional Head/ designated Presiding Head in absence of. the College/ institutional authority regarding all administrative, academic, disciplinary, safety and security matters of the college/institution.
(.iv) An employee will follow orders issued by the Managing Committee or representative of the Foundation in any matter pertaining to administrative and academic function of the college.
(v) Private  tuitions, conflicting  business, financial  lending and borrowing, consumption of alcohol, smoking, use of any type of intoxicating and or addictive substances, inappropriate language or behavior in violation of the colleges code of conduct, within the college premises is strictly prohibited and will attract extreme punitive action
11. Resignations
(i) The resignation submitted by an employee shall be accepted within one week from it date of receipt by the Principal / Administrator of the JEM Foundation College/ Institution. The said employee shall be relieved in accordance with the terms and conditions of the Appointment letter.
ii) 
On acceptance of resignation of the employee by JEM Foundation management, the concerned separating employee shall be informed in writing. The Principal I Head will give the 'Clearance Certificate' after verifying with the different sections of .the college system (accounts, library, laboratory, maintenance, etc.). The settlement will be done thereafter.
 iii) The separating employee shall be relieved after handing over the charge to another staff member as specified by the Principal. He/she sha.11 submit a handover report to the Principal.
iv) Experience Certificate: A suitable experience-certificate and relieving note to the separating ·employee will be issued when the Principal I Head of the JEM Foundation is satisfied that the above-mentioned conditions have been fulfilled.

12.  Code of Conduct for Employees

Every employee shall be governed by the College/ Institution Code of Conduct.
Without prejudice to the general meaning of the term "misconduct," it shall be deemed to mean and include the following: The following acts shall constitute breach of conduct and shall invite disciplinary action.
. ii) Habitual late coming and negligence of duty.
ii) Habitual absence, including extension of leave without permission or proper information or without reasonable grounds, 
iii) Leaving workplace during duty hours without permission.

iv) Riotous or disorderly behavior, threatening, intimidating, coercing, assaulting any individual I body connected with college activities.

v) Verbal or Physical abuse of any staff, students, guardian, and visitor of the college.
vi) Destruction or desecration of college institutional property.
vii) Safety compromise or negligence that could hurt or harm either property or persons connected with the college/ institution.
viii) Willful insubordination and defiance of any lawful order of superior, College /Institutional Head.
ix) Making false accusations or comments/ statements that amount to character assassination of any colleague or superior.
 x) Demanding, offering or accepting bribe or illegal gratification in connection with college affairs.
xi) Consumption  of  liquor,  narcotics,  addictive  substances (including paan  and gutka) and smoking on the college premises or attending  duty  under  the  influence  of  liquor or narcotics.

xii) Not maintaining attire suitable for service in college.
xiii) Embezzlement of funds or misappropriation of college property or indulging in or abetting any theft or fraud.

xiv) Mutilation I destruction I removal of college records and property.

xv) Unauthorized or forcible use or possession of college property.

xvi) Giving false, misleading information regarding qualification, date of birth and other personal particulars at the time of appointment and during tenure of service.

xvii) Conviction by a court of law for criminal offence.

(xviii)' Carrying of weapons, explosives, and other objectionable materials on
                    College premises or while on college duty outside the college premises.
xix) Indulging in or encouraging any form of malpractice connected with examination or other college activities.
xx) Engaging in any private trade, part time job or tuition of students.
xxi) Collecting contributions for · any purpose whatsoever without prior permission of the Managing Committee.
xxii) Divulging confidential matters relating to college.
xxiii) Obstructing other members of the staff from lawful duties and indulging in any sort of agitation to coerce or embarrass the college authorities.
xxiv) Engaging in personal monetary transactions with colleagues, students or parents.
xxv) Using, leveraging personal political affiliations/ associations to impede/obstruct/handicap college functioning.
xxvi) Propagating communal or sectarian outlook through teaching lessons or otherwise or inciting or allowing any student to indulge in communal or sectarian activity
xxvii) Organizing or attending any meeting not connected with college function, during college hours, except when required or permitted by the Principal/Head of the college/Institution
xxviii) Promoting or. selling books, educational material on personal or  publishers' behalf to students or teachers of the college/ Institution.
xxix) Inappropriate behavior as defined under the purview of Sexual Harassment (whether directly or indirectly or by implication), such as:
a) Physical contact and advances
b) Request or coercion for sexual favors
c) Sexually colored (implicit or implied) remarks
d) Possessing and using pornographic material
e) Any other unwelcome physical, verbal or non-verbal conduct of sexual nature
f) Gender insensitive remarks
xxviii) Any Breach of clause 8(ii), 8(iii), 8(iv), 8(v) related to conditions of service.
xxix) Breach of any code of conduct or regulation as may be framed by JEM Foundation and or Managing Committee of colleges/institutions, from time to time and amendment thereto.
13. PUNISHMENT FOR MISCONDUCT
An employee shall be liable to be dismissed if he/she has been guilty of misconduct. An employee dismissed for misconduct shall not be entitled to any notice or pay in lieu of notice and thereupon shall not be entitled to any benefits or privileges under these rules.
ii) The foundation may at its discretion give the employee the following punishment in lieu of. Dismissal:

a) Discharge

   b) Suspension without pay for a period not exceeding 15 days.

   c) Withholding   of   scale   increment   or   debarring   from promotion, deduction of
        pay or demotion.
   d) A censure or warning.
14. PROCEDURE FOR DEALING WITH CASES .OF MISCONDUCT
i) If misconduct is alleged against an Employee, the appropriate Disciplinary Authority will issue a letter of explanation/charge- sheet to the said employee. If satisfactory answer is not received within the stipulated time, management shall institute a formal enquiry. The employee charged with misconduct will be afforded a reasonable opportunity to explain and defend his / her actions.
ii) An Employee charged with misconduct may be suspended forthwith from duty. The order of suspension shall be in writing and shall take effect immediately on communication thereof.
iii) During the period of suspension, the concerned employee shall not enter the College premises except with prior permission.
iv) During the period of suspension the employee will be eligible for Subsistence Allowance equal to one half of the last drawn salary. If the departmental enquiry gets prolonged and the Employee concerned continues to be under suspension for a period exceeding 90 days, the subsistence allowance for the extended period would be equal to three fourth of such salary. If the delay in enquiry is caused by the employee and can be attributed directly to him/her, management shall have the right to reduce the allowance to one fourth of salary for the period exceeding 90 days.
v) If on the conclusion of the enquiry, the employee has been found guilty of the charges framed , the Disciplinary Authority shall pass an order of dismissal or discharge ,or an·y other appropriate punishment as decided by the Disciplinary Authority.
vi) Where an order of dismissal or discharge is passed under this clause, the employee shall not be entitled to any remuneration for the period of suspension pending enquiry. However, the subsistence allowance already paid to him/her shall not be recovered.
vii) If and where the period between the date on which the employee was suspended from duty pending the enquiry, and the date on which the order f suspension. without pay as a punishment under this clause was passed exceeds fifteen days, the employee shall be deemed to have been suspended only for fifteen days or for such shorter period as is specified in the said order of suspension. For the remaining period the employee shall be entitled to the same pay as he/she would have received, had he/she not been placed under suspension pending enquiry, after deducting the subsistence allowance paid to him for such period.
viii) In the instance, where an order of demotion, or warning in writing is passed, the employee shall be deemed to have been on duty during the period of suspension pending enquiry and shall be entitled to the same pay that the employee would have received had he/she not been placed under suspension pending enquiry. This amount shall be paid after deducting the subsistence allowance paid to the employee for such period.
ix) If on conclusion of the enquiry the employee has been found not. guilty of any of the charges framed, the employee shall be deemed to have been on duty during the period of suspension pending enquiry and shall be entitled to the same pay he/she was drawing before suspension. The employee shall be paid after deducting the subsistence allowance paid to him/her for such period.
x) The payment of subsistence allowance under this rule shall be subject to the employee not taking up any employment during the period of ·suspension pending enquiry and also complying with the instructions issued by the management from time to time in this regard.
xi) A copy of the order inflicting the punishment or otherwise shall ·be given to the employee concerned.
15. Subsistence Allowance

An employee under suspension shall, during the period of suspension, be entitled to subsistence allowance calculated at an amount  equal to one  half  of the  basic  pay last drawn  by the employee, plus the dearness allowance in accordance to the last salary drawn.
16. General Conditions Governing Leave Rules
i) Leave cannot be claimed as a matter of right.

ii) Leave will be sanctioned only by approved sanctioning authority as defined by JEM Foundation. Only Chairman/Managing Trustee of JEM Foundation and Principal/Head of college/ educational institution will have the authority to sanction leave.
iii) The leave sanctioning authority may refuse, curtail or revoke leave of any kind at their discretion.

iv) Leave of one kind taken earlier may be converted into a leave of a different kind at a later date at the request of employee and at the discretion of the sanctioning authority. ·
v) After the expiry of granted leave, unauthorized ·extension .shall be treated as willful absence and shall be liable for d1sc1phnary action.
vi) Except under very exceptional and unforeseen circumstances, no employee is permitted to proceed on leave without previous sanction of the competent authority.
vii) Employee may not .avail due leae either as suffix or prefix combined with college long vacations, except under exept1onal circumstances. Duly approved by the Managing Committee.
viii) An employee seeking· leave on medical grounds shall produce Medical certificate from the Medical officer / superintendent of a Govt. hospital or from a Registered Medical Practitioner registered in class A category or from a  Medical Officer associated with the JEM Foundation.
After recovery, such an employee shall be permitted o jo in duty on production of a Medical Certificate of Fitness.
16.1 Casual Leave (C.L)
(i) Casual leave is not earned leave and as such may not be accumulated.

ii) Maximum CL limit i,s 7 days in one calendar year as per existing rules of the  Foundation.
iii) Sundays and holidays falling within the period of C.L shall be counted towards C.L.
iv) Full pay as per salary terms of the concerned employee shall be payable for the duration of availed CL.
16.2 Vacation Leave
i) Vacation may not be combined with Casual Leave.

ii) Full vacation leave is applicable only for teaching staff.

iii) Administrative and non-teaching staff will be. entitled to part vacation leave during the period college/ Institution office is closed. This leave must be pre-approved by leave sanctioning authority.
iv) Principal / Vice Principal will be allowed vacation leave but they will have to be present in college/institution during 5 working days after the start of the vacation and 5 working days prior to the reopening of the college/institution.
v) If, in any year a teacher is allowed to avail more than 45 days of Leave other than vacation Leave, earned leave will not be admissible to him/her in respect of that year. 
16.3 Compensatory Leave
i) An employee may avail compensatory leave against Holiday leave earned commensurate to the number of days worked during holidays/vacation. However such leave may not be accumulated and must be availed within 30 working days, failing which it will automatically lapse. ​
ii) Compensatory leave may be availed only after approval from sanctioning    authority.   Sanctioning   authority    may   regret compensatory leave under extreme exigencies, where absence of employee may adversely impact the college function.
16.4 Maternity Leave
i) Subject to the provisions of the Maternity Benefit Act, 1961, a woman  employee  (temporary  or  permanent)  who  has  worked for   a  period  of   not  less  than  80  days   in  the   12  months immediately preceding the date of her expected delivery, will be entitled to 12 weeks' maternity leave with pay on production of a medical certificate from a competent authority, provided tl1at she shall  forfeit  her right  to  maternity  leave with  pay  if  she works in any establishment during the period of such leave.
ii) Additional ·maternity leave up to a maximum of one month may be granted for illness, certified by a registered medical practitioner, arising out of pregnancy, delivery, premature birth of child or miscarriage.
16.5 Quarantine Leave (QL)

Quarantine leave will be admissible to any permanent employee suffering from infectious disease which is advised for quarantine by govt./ local health authorities and is certified by the medical competent authority for up to 20 days and in exceptional cases up to 30 days and may be combined with regular leave.
16.6 Study Leave
i) Study leave may be granted with pay to the extent of earned leave due and without pay thereafter, for a period not exceeding one year, excluding the period of normal travel strictly on the recommendation of College Principal/ Institutional Head.
ii) Any   extension of the study leave will be considered on performance and approval of the Principal/ Foundation.

iii) For the period of study leave without pay employee will not be eligible for any facilities except that this period will be counted as service for the purpose of payment of gratuity if otherwise eligible.
16.7 Earned Leave

i) Teaching Employees of the Foundation are eligible for 10 days Earned leave with pay for every completed year of service. Earned leave can be accumulated up to a Maximum of 100 days. Non-Teaching Staff of JEM foundation who are not eligible for College Vacation holidays are entitled to 30 days earned leave with pay f0r every completed year of servic8 and such staff will be allowed to accumulate the same up to a Maximum of 300 days.
ii) Payment to employees while on Earned Leave will be made at their normal current rate of pay and Dearness allowance including other allowances.

iii) Earned Leave for all employees will accrue on the first day of January of each year relating to the previous years of service In the case of an employee joining after the 1st day of January of a particular year, proportionate leave shall be credited to his/her account at the beginning of the subsequent calendar year, but he/she shall be entitled to avail of it only on completion of one year of service.
iv) In case of superannuation, proportionate earned leave will be credited to the account of the employees.

v) Encashment   of   unavailed   Earned  leave,   subject   to   the  · maximum   permissible   limit standing  to  the  credit  of  an employee at the time of retirement will be paid along with his/ her settlement  dues. Encashment of earned leave as at the time of retirement is extended to death cases also.

16.8 Leave Salary

i) No leave salary is admissible to an employee who is on leave without pay.

ii) For each day of EL or ML or QL sanctioned, an employee is entitled to full day salary, inclusive of DA.
