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SUMMARY

SERVICE RULES

This file gives the information about the service rules for all the employs including non-teaching
_anfd-_ oonungent of SREE DATTHA INSTITUTE OF PHARMACY. Service rules include
’ ' 2SS, probatl on, semontéﬁmgﬁﬂ“ service conditions, leaves and faculty

T T M

m:pm er ent_.pmgram It also conta:m conduct rules for allihe employees
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SERVICE RULES
I. Preamble:

. The service rules shall be called as "THE SREE DATTHA INSTITUTE OF PHARMACY,
Service Rules". These rules shall supersede the existing service rules.

2. They shall be deemed to have come into effect and shall apply to all the employees of the
college as per their date of joining.

I1. Definitions:

1. "College" mean THE SREEDATTHA INSTITUTE OF PHARMACY,

2. "Management" means "The Management committee of the college constituted as per
A.LLC.T.E Norms.

3. "Governing Body" Means "The Governing Body of The College Constituted as Per
A.L.C.T.E. Norms.
Note: Constitution Of Governing Body-It Shall Have a Senior Faculty Member of The
Teaching Staff as A Representative.

4. "Chairman" Means "The Chairman of the Managing Committee/the Governing Body of the
College.

5. Secretary & Correspondent” Means "The Secretary & Correspondent Of the college".

6. “University" Means "J.N.T. University, Hyderabad".

7. "Principal” Means "The Principal of The College Or Any Other Person Authorized By The
Management To Discharge The Duties And Responsibilities Of The Principal Whatever
May Be His/her Designation, Otherwise".

8. "Employee Means a Person Who Is Employed by The College Incl

Sponsored by: Vyjayanthi Educational Society
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b. When the employee is absent from duty on authorized holidays. on permitted
vacation or when availing any leave sanctioned by the competent authority.

¢.  When the employee is attending conferences, seminars, summer schools, workshops.
Refresher Courses, Orientation Courses, Winter schools, quality improvement
programs, etc., duty permitted by competent authority, and

d. When the employee is attending to the work assigned by the competent authority in
the interest of College/Management.
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4. Selection:

C.

5. Probation:

The rules prescribed for selection of employees from time to time of AICTE
/University/Government of TG shall be followed.

Staff selection committee shall be constituted as per the G.O. Ms. No. 525 Edn.(n)
Dept. dated 29.11.83 and subsequent notifications for filling up teaching and non-

teaching posts.

ENCE
A post shall be filled up by dlrect recrultmeht‘\ through open advertisement or by
promotion from among qualified and eligible mtemal.candldates as directed by

governing body

The Management/Governing Management Governing body may in special
circumstances appoint persons by i‘%witation/deputationfcontmct basis year after year
up to a maximum up to maximum age of sixty-five years of Five years or up to

maximum age of sixty-five years

a) The initial appointments to posts in the college shall ordinarily be made on probation
for a period of two years. Persons appointed to a hlgherpost by promotion/ selection
[12:30 pm, 23/11/2024] Leena Angel: shall be on promotion for a period of one year
only in acontmuous penod of two y 00 5 -
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case of teaching staff and Fifty-Eight years in respect of non-teaching staff unless

otherwise found unsuitable to discharge his regular duties.

¢) Ifa person having been appointed temporarily to a post is subsequently appointed

regularly, he/she shall commence probation from the date of joining in the regular

post.

d) No application of the employee seeking employment elsewhere shall be forwarded
during the probation period.

e) The rules governing probauon shall not app]y to appointments made on
temporary!contmct!conungem basis. 4 Oy

f) The services of any candidate appointed on temporarf}gonu'act basis, can be
termmated at any time without any notice and without aés:gnmg any reason thereof.

% Ld’
{-* ™

4

IV. Seniority:

In the case of two or more persons selected for appoinlmentmax the same ﬁ%tﬁ a category of post, the
appointing authority shall fix the order of seniority among them as per the of merit order fixed by the
selection committee or as per the time and date of joining.

-‘_ﬁ, |
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V. Pay, Allowance, Increments:

Pay: AICTE/UGC scales of pay 2s applicable from time to time shall be adapted to the
posts classified as teaching staff. “’ X
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a. The University/College staff selection committee is the competent authority to
recommend advance increment to the candidates selected based on their qualification

/specialization/and experience.

b. Regular Increments: Increments shall be sanctioned by the principal only on
satisfactory performance of the employee as recommended by the Head of the
Department in the prescribed Performa. In the case of HOD. Principal is the
sanctioning authority. In the case of Principal, Chairman/Secretary & Correspondent
1s the sanctioning authority. In the case of employee in the office and other
supporting staff, Principal is the sanctioning authority as recommended by the

Manager/ Administrative Officer in the prescribed Performa.

¢. The management shall have the authority to withhold an.increment for a certain
period not exceeding one year as a disciplinary measure on sufficient and valid

reasons, and after the employee has been given a fair opportunity to defend oneself.

d. The Governing body Management shall be the competent authority to implement

career advancement scheme as per relevant UGC/ University/ Telangana. Govt.

norms.

V1. General Service Conditions:

1. All the employees of the college shall be subject to the general disciplinary and conduct

rules of the college.

2. All the employees of the college are required to be present in the college timings the

working hours of the college on all working days.

3. An employee of the college shall devote his/her whole time to the service of the college and
other

shall not engage directly or indirectly in any trade or business or prwat

work, which is likely to interfere with the proper discharge of hnsfhcr O on
shall not apply to academic work relating to university examination§ -‘ - pers\ a\
uﬁﬁ&, .
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setting, delivering Guest Lectures and any other work undertaken with the prior permission

of the Principal/Management.

4. An employee may be placed under suspension by the appointing authority pending enquiry

into framed charges by giving the employee affair chance to represent his/her case. Principal
is empowered to suspend any employee if it is in the interest of the college and report his

action to the Management, and the University as the case may be.

5. The services of an employee. probationer or permanent, are liable to be terminated on
ground of fraud, gross indiscipline, negligence of duties, prolonged illness, disability to
discharges his/her official duties satisfactorily eté., giving 3 months” notice or 3 months’
salary in lieu thereof forregular employee and one month notice or one month salary in lieu
thereof for probauoner The employee concerned however shall be given full and fair
opportunity to represent his/her case before effecting such termmatlon In all such cases the

Telangana. State Qow. rules in force shall be applicable. There i is no necessity to issue such

notice to the probationers.

6. No application of an employee seeking employment elsewhere shall be forwarded during
period of probation. On completion of probation not more than two applications per
academic (June to July) year shall be forwarded for outside jobs.

7. An employee shall have to give three months’ notice in case he/she desires to be relieved on
resignation or alternatively he/she shall pay three months’ salary in lieu thereof. The
resignation shall come into force from the date of accepting the resignation by the
‘Management/ Principal or date E S's'/ﬂe"}eﬁ‘émﬁéhever is earlier. For all the employees in
the Collegc an mdmdual personal ﬁla and Servnce Register shall be maintained with
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2. A Leave account shall be maintained for each employee in an appropriate form.
3. An employee shall not take up any service or accept any employment, while on leave.

4. For casual leaves, sanctioning authority is the Head of the Department for vacation staff,
Manager for all non-vacation staff except those working in the departments. For Heads of
Departments and Manager, Principal is the sanctioning authority. Principal shall be the
competent authority to grant all other kinds of leaves on the recommendation of
HOD/Manager as the case may be. In case of Principal, Chairman Secretary &
Correspondent shall be the authoﬁ;y. to sanction !fave.

5. Either prefixing or sufﬁxnﬁgnf any kind of leave with vacation is allowed on prior approval.
\

6. Any kind of leave ma'i'\:c granted in combination with or in contmuanon with any other
kind of leave cxcepI:?C L. with prior approval

5

7. Employees when deputed on official duty or on college work, the penod of their absence

shall be treated as 'On Duty.
»
A

B. Casual Leaves: e

1. All employees of the College shall be entitled to twelve days of casual leave and two

Opbonal hohdays to be -ﬁemded before the begmmng of cglendar year or gro L onalto the

- i
“ur ™
A __,U b B =oll | 1 |"|! §

" "" il' V'# - i -
&l h"" | a L il SqEeigiie LA e VLN i El ‘*1 i -r|'||,i t!ﬁ\i—‘“‘ :' I o
"' -"'J-"'"iﬁ#..- :IJ.; ™ =D e B Al ¥ A e Bt Rl e e | o T e .'_-_1 :'; PSS .i‘:""-"—‘-"il -J- i""'
”_. - 1= - . _ - - |__I'| '|'||.

' " = = I I

EE'! ! il | d '1','14 T
” L .-.J. _-‘ t P e B ___'-'- N o sl - g | I..i-.-".a_‘_‘ I :l-a- ”:.:.._,,._ o= M .:-..-'- i = u‘.ﬁr = h—T-

w T ,,.",' ':?.i -;:-‘I.,'l 12 ’. : . —1\"1 u‘r :-'.' . f - ‘-: :.- ;'."I YV ’ ; _:::l:':‘: ﬁ. ':"j? .'lr'-"v 1Y i'qu‘t r":] l"}—*ﬁ-% 1 I

= 8 = - -.-__ o ™ .1 > .Y ] itk o ; .. danie i .'..n..’. - . a - .-' -. J -.': o r I L :

I l,:r l 1ilial trlfv‘iili
*h I-..‘__I.J‘--.. ,:: i

...........
i 2 YA/

L



JNTUH COLLEGE CODE: U2 EAMCET CODE: SDIP

/"% SREE DATTHA INSTITUTE OF PHARMACY

( Approved by AICTE & PCI, New Delhi, Affiliated to JNTUH, Hyderabad, T.S)
Nagarjuna Sagar Road, Sheriguda (V), Ibrahimpatnam (M), R.R.Dist., Greater Hyderabad-501510. T.S
Ph.:+91-8801099936/35, 9393808032,

Email: principalsdip@sreedattha.ac.in, www.sreedattha.ac.in

2. Special Casual Leave may also be granted for attending to calamities subject to prior

approval after exhausting all casual leaves.

D. Earned Leave:

1. All the vacation staff of the college shall be eligible for a vacation of sixty days in a
calendar year and three days of Earned leave in a calendar year. They shall be present in
college either on the last working day before vacation or on first working day after the

vacation.

2. All the regular non-vacation sﬁjf&iﬁe college shall be eligible for accrual of Earned Leave
of 30 days in a calendar year )
S O
3. All regular employee&can accumulate earned leave up to a magﬂmum of 240 days.

4. All the vacations staﬁ' is eligible to ¢arn the additional E.L. at théﬁate of one day for every
two days of retention durmg vacation for attendmg to official duty

E. Half Pay Leaves: 7

1. The half pay leave may be granted to regular employee on medlcal grounds and on private

B -

ing ﬂ:_a]futhe amount of half pay leav,e due ma)' bﬂ: granted on
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G. Faculty Improvement Program:

The faculty members may be permitted to improve their academic qualifications by attending
courses/research work in higher institution of learning. The maximum number of faculty deputed is
restricted to one member per department per year. In such cases the faculty members are entitled to

receive half of his salary during his period of study. The other conditions are as follows:

The faculty deputed must have served in this college for a minimum period of three consecutive
years. The period of study leave should be for a period of one and half years for M.Tech /

M.E/M.Phil. program and three years for Ph.D..
o &

The Teacher concerned should execute a bond on the requirecll non-judicial stamp to the effect that
he/she shall serve the institution for double the period of study leave taken for the above program.

The penalty in case of violation of bond will be double the amount received from the Institute

during the study period. Any extension of such leave shall be on loss of pay only.

“4:'1'

F

Management is the sanctioning authority for such leave on the recommendations of the Principal
and the Head of the Department concerned.

H. Grand of Extraordinary Leave:

Extraordinary leave may be granted to all regular employees by principal/ Management to work
'e’lsewher’e:fbr a 'peﬁod nf'.one year,whm an employee has pu_t in 5 years or more continuous service
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Note: It is a fundamental principle that allowance is not to be a source of profit and no allowance is

granted to cover the expenses of family members accompanying them when traveling on duty.

Grades: All the staff, both teaching and non-teaching are classified into two Grades as follows:
e Grade-I: The entire regular teaching staff of Asst. professor cadre and above.
e Grade- II: All the non- teaching staff and all other employees.

* Employees of Grade-I are eligible to travel by 1" class/AC sleeper class. All the other employees
| are eligible to travel by Il class. <\ LENCE.

"' r —— _l"'l',-__- "J-
] ".J E |f 'U"}

—




e JNTUH COLLEGE CODE: U2 EAMCET CODE: SDIP

-~ % SREE DATTHA INSTITUTE OF PHARMACY
;,,;t ‘;_r 5; ( Approved by AICTE & PCI, New Delhi, Affiliated to JNTUH, Hyderabad, T.S)
G = . 20 Nagarjuna Sagar Road, Shenguda (V), Ibrahimpatnam (M), R.R.Dist., Greater Hyderabad-501510. T.S
pI———ve Ph.:+91-8801099936/35, 9393808082,
£STD 2005 Email: principalsdip@sreedattha.ac.in, www.sreedattha.ac.in
NOTE:

1. Regarding the interpretation of these rules and on any other point which is not covered
under these rules. The decision of the Management of the College shall be final and such

decisions shall as far as possible, be in the general interest of the employees.

2. The Management reserves the right to amend any of the above rules in the interest of the

College without unduly affecting the general interest of the employees.
Allowances for Presenting Papers in Seminar/Conferences etc.

The regular Teaching staff who are sponsored for presenting papers in seminars/ conferences are
eligible to travel by 1" class or equivalent by rail in addition to relmbmsement of registration fee.

No D.A. is admissible. This facility is limited to once in an academic year i.e. July-June.
Allowances for Attending Seminars, Q.L.P. Courses, Refresher Courses Etc.

The regular teaching staff who are permitted to attend the seminars as delegates, and to undergo
Q.1.P. Courses, Refresher Courses etc., are eligible to travel by II sleeper class. No D.A. is

admissible. This provision is not extended when the organizing agency is meeting the T.A.
CONDUCT RULES FOR ALL EMPLOYEES

1. Every employee shall be governed by these rules and is liable for all consequences in the
event of any breach of rules by him/her.

2. Every employee shall at all t1mes maintain mte of Character, be devoted to his/her duty
and be honest and impartial in h:s/her of cnal . An employee shall, at all times be
courteous and polite in his/her dealings wut-h'f--the management, principal, other members of
staff, students and with members of the pubhe. He/she shall exhibit utmost loyalty and shall,
always act in the best interest pfﬂw collggeﬁ
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an employee shall inform the principal in writing through the respective H.O.D. or the
principal directly if he/she happens to be a H.O.D the address at which he/she would be

available during the period of his/her absent from the headquarters.

4. No employee shall be a member of any political party or shall take part in politics or to be
associated with any party or organization, which takes part in political activity, nor shall aid

or assist in any manner any political movement or activity.

5. No employee shall make any statement, publish or write through any media which has the

effect of an adverse criticism of any policy or action of the college or detrimental to the

interests of the college.
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6. No employee can engage directly or indirectly in any trade or any private tuition or
undertake employment outside his official assignment, whethe%;f"gr any monetary gain or
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7. An employee against whom insolvency proceedings commenced in a Court of law shall

%

forthwith report full facts thereof to the college.

8. An employee against whom criminal proceedings are initiated in a court of law shall
immediately inform the competent authority of the college regarding the details thereof.

9. No employee shall except with prior permission of the competent authority, have recourse to

law or to the press for the vindication of any official act of the college, which has been the
subject matter of criticism or attach defamatory character.
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10. Whenever an employee wishes. io put forth any clann or seeks redress of any grievance

hdshcmust forward hxsthercme wn' ng through proper channel to the competent
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may appeal against such punishment or decision within 15 days of the receipt of the orders

of the decision to the management and the decision of the management thereon, is final and

binding on the employee.

12. No employee shall engage in strike or incitement thereto or similar activities such as
absence from work or neglect of duties or participate in hunger strike ete. Violation of this

rule will amount to misconduct and attract deterrent punishment.

DISCIPLINARY ACTION

1. All employees are liable for dgsclphnary ag:tlon for disobedience, misconduct and
dereliction/negligence of duty ‘However, such dlsclplmm?ﬁcuon shall be taken after
establishing the grounds on which the disciplinary action is initiated and after a reasonable

opportunity has beeﬁsrowded to the employee to defend lnmsaf herself.
t.t ..-'
2. As part of the dlsgphnary action, the foﬂgwng punishment for g@dand suﬁclent reasons

may be imposed upon the employees of the Institution, after establ _i hin the facts about
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committing an offence and dereliction/negligence of duueh\

. Withholdmg mcrementslpromotlon

F

-' llia!l".- ""l"'"
N AR - LW
;rzrn’mn ¢ nu‘lmh

oy
|

2 e w iy |
#"‘ '.)u_:"'h.” }u‘f I'( ?Mri -Il

lr‘iluu-rnf 4 |

% |-




JNTUH COLLEGE CODE: U2 EAMCET CODE: SDIP

&< = "’* SREE DATTHA INSTITUTE OF PHARMACY

Q = ; { Approved by AICTE & PCI, New Delhi, Affiliated to JNTUH, Hyderabad, T.S)
Nagarjuna Sagar Road, Sheriguda (V), lhnhhnpamﬂll,R.R.Dm. Greater Hyderabad-S01510. T.S
Ph.:+91-8801099936/35, 9393808082,

Email: principalsdip@sreedattha.ac.in, www.sreedattha.ac.in




JNTUH COLLEGE CODE: U2 EAMCET CODE: SDIP

o N,
“ <~ % SREE DATTHA INSTITUTE OF PHARMACY
-ﬁ . g A & ( Approved by AICTE & PCI, New Delhi, Affiliated to JNTUH, Hyderabad, T.S)
R 5 Nagarjuna Sagar Road, Sheriguda (V), Ibrahimpatnam (M), R.R.Dist., Greater Hyderabad-501510. T.S
ik\ - éb Ph.:+91-8801099936/35, 9393808082,
ESTD 2008 Email: principalsdip@sreedattha.ac.in, www.sreedattha.ac.in
Organizational Structure:

l__ CHAFMAJN__‘
l_ Dmecroa__l

: PRINCIPAL

S EVENCE

R AL

DEPARTMENT OF |  DEPARTMENTOF
PHARMACOGNOSY < PHARMACOLOGY

| HOD/INCHARGE HOD/INCHARGE

.
)
g
'_....‘:'a. §i5 . i .:J
y ;'-L.; -
e <

DEPARTMENT OF - | DEPARTMENT OF
PHARMACEUTICAL CHEMISTRY PHARMACY PRACTICE

HOD/INCHARGE HOD/INCHARGE

DEPARTMENT OF
PHARMACEUTICS
HOD/INCHARGE

I--._

o
b
.
-

A1




