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DEFINITIONS: 

Unless there be something repugnant to the context, the terms used in these rules 
shall have the meaning as defined here under:

(i) ‘Age of Superannuation’ means the age on which an employee shall retire 
from the regular service of the University.

(ii) ‘Appointing Authority’ in relation to a post means an authority to which the 
power to make appointment to the said post has been delegated by the 
Executive Council of the University.

(iii) ‘Competent Authority’ in relation to the exercise of a power means an 
authority to which said power has been delegated.

(iv) ‘CTC’ means the annual emoluments paid by the university and may 
include the basic pay, dearness allowance, house rent allowance, gratuity, 
PF, ESI and any other allowance applicable from time to time;
provided that in respect of employees who have been appointed 
temporarily for a specified period, the CTC shall be equal to the monthly 
emoluments calculated on the basis of terms and conditions specified in 
the contract.

(v) ‘Dean’ means the head of the constituent School.

(vi) ‘Executive Council’ means the Executive Council of Sharda University duly 
constituted in accordance with the University Act and Statutes framed there 
under.

(vii) ‘Employee’ shall include teaching and non-teaching staff of the University 
holding a regular post substantively, or on officiating basis or on probation.

(viii) ‘Probationer’ means an employee employed on probation against a regular 
post.

(ix) ‘Regular Post’ means a post on regular establishment sanctioned by the 
University and carrying a definite scale of pay.

(x) ‘Substantive appointment’ means an appointment made against a regular 
post by following the due process, as laid down in the University Statute, 
Ordinances and Manuals.

(xi) ‘Temporary Position’ means a post held on temporary or on officiating 
basis without going through the regular selection process.

(xii) ‘Traveling Allowance’ means an allowance granted to the employee to 
defray the expenses on out station official journey.

(xiii) ‘University’ means Sharda University Greater Noida, Uttar Pradesh.
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1. VISION, MISSION AND CORE VALUES

1.1 VISION OF SHARDA UNIVERSITY:

To serve the society by being a global University of higher learning in pursuit of 
academic excellence, innovation and nurturing entrepreneurship.

1.2 MISSION OF SHARDA UNIVERSITY:

1.2.1 Transformative educational experience

(i) Developing deep disciplinary knowledge, problem solving ability, 
leadership, communication and interpersonal skills.

(ii) Strengthening the flexible credit-based system for interdisciplinary learning 
to enrich academic experience.

(iii) Ensuring student participation in career enhancement activities through 
exchange programs, student enterprise, volunteering and work-based 
learning.

(iv)Focusing on strong mentor-mentee relationships which enhance overall 
personality of the students and equip them to face future challenges.

(v) Encouraging students to become lifelong learners and imbibe essential 
skills to serve the society at the highest level.

1.2.2 Enrichment by educational initiatives that encourage global outlook

(i) To create an environment where students and employees of diverse 
backgrounds live, study, learn, and socialize together.

(ii) To encourage pursuit of knowledge and support the development of 
curricula from global perspective.

(iii) To invest in faculty development to up skill them in designing and 
developing curricula, pursuing research, and offering experiential learning.

(iv) To strengthen the student-welfare activities, academic counselling and 
administrative support services that contribute to holistic development of 
today’s students as future responsible citizens.

1.2.3 Develop research, support disruptive innovations and accelerate
entrepreneurship

(i) Create high-quality and flexible collaborative research space and culture 
that enable and promote knowledge creation.

(ii) Encourage involvement of students in research.
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(iii) Seek funds and grants from research, consultancy and other sources for 
balanced and sustainable growth of the University.

(iv)Strengthen entrepreneurial and innovation culture among students and 
employees.

(v) Create mechanisms to stimulate meaningful bottom-up and top-down 
collaborations among academic, staff and students with diverse disciplinary 
backgrounds.

(vi)Explore opportunities to apply knowledge to promote private and public 
partnership.

(vii) Enable students to explore and acquire leadership qualities.

1.2.4 Seeking beyond boundaries

(i) Promoting our global communities as active ambassadors of higher 
education.

(ii) Leveraging the alumni network to assist development of innovative 
curricula and research initiatives that will better prepare our students to 
become global citizens.

(iii) Establishing and maintaining close cooperation among academia and 
private and public sector industries by contributing through academic 
findings and developments.

(iv)To empower each student to discover their individual potential by providing 
opportunities for collaborative-learning beyond the classroom, in the 
broader community - across the diverse spectrum of disciplines.

1.3 CORE VALUES OF SHARDA UNIVERSITY

(i) Integrity: Ability to realize the greater good in our actions and look at our
work and ourselves holistically.

(ii) Leadership: We believe in cultivating a culture of genuine sincerity, trust 
and collaboration at all levels through value based leadership.

(iii) Diversity: We respect and encourage diversity among students, teaching 
members and staff to promote cross-cultural environment.

(iv)Community: We serve our society while respecting rights of everybody.
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2. HUMAN RESOURCE ADMINISTRATION

2.1 HUMAN RESOURCE PHILOSOPHY:

(i) We believe that Human Resources at Sharda is an asset which needs 
constant grooming, encouragement for lifelong learning and must cater to a 
lifelong commitment in teaching, research and administration.

(ii) We believe that equitable and fair treatment of people at work leads to 
harmonious work culture and the policy ought to be based on performance 
oriented assessment of competence, commitment and flexibility, which are 
pre-requisite to organizational effectiveness.

(iii) We value and respect each person as an individual and encourage diversity of
culture, thought and behavior, circumscribed only by code of ethics and overall 
performance.

2.2 HUMAN RESOURCE POLICY:

(i) We view the teaching staff as core to our being, repository of our vision, 
mission, competence and value system.

(ii) We look forward to young, talented and vibrant individuals who are suffused 
with values and commitment. 

(iii) We seek those who are passionate about teaching and overall development of 
students into good human-beings. 

(iv)We value and encourage dedicated and enthusiastic staff members for their 
untiring efforts towards overall growth of the University. 

(v) We expect commitment to lifelong learning and application of knowledge to 
improve the quality of human existence. 

2.3 RECRUITMENT POLICY:

Our recruitment policy aims at ensuring;

(i) that we select the best among the available candidates through a fair selection 
process as laid down in the Statutes.

(ii) that in addition to academic credentials, we assign appropriate weightage to 
experience in industry and research while making selections to teaching
positions.

(iii) that our recruitment process is solely based on merit, qualification, trait and 
competency required for the given job profile; and will not be biased to an 
applicant’s or employee’s gender, caste, religion, age (adhering to statutory
norms), marital status, nationality, ancestry, ethnicity, geographical origin, 
sexual orientation, disability, proximity to another employee, etc.

Sharda University has a commitment to provide equal opportunities to all 
applicants and it seeks to foster diversity and capability in terms of qualification, 
experience and skill among the workforce.
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2.3.1
(i) The requirement of teaching staff in each School or Department, and all 

internal promotions due shall be placed before the Vice Chancellor for his 
approval, whereas similar matters relating to non-teaching staff shall be placed 
before the Registrar, for his consideration and decision.

All regular/contractual appointments of teaching and non-teaching staff shall 
be made on the recommendation of the duly constituted Selection Committee 
as defined under the Statutes.

Appointment / Promotion beyond the sanctioned strength may be made, in 
exceptional cases, with the approval of the Chairman, Executive Council.

(ii) Recommendations of Selection Committees will be placed before the 
Executive Council for its approval; provided that in case the Executive Council 
disagrees with the recommendations of the selection committee the matter 
shall be referred to the Chancellor for decision; 

provided further that the Executive Council may authorize the Vice-Chancellor 
to approve the minutes of the Selection Committees and place them before the 
Executive Council in its next meeting.

(iii) The University shall advertise the vacancies on the University website as per 
the norms prescribed by the UGC or any other regulatory body.

(iv)The University shall be authorized to appoint a selected person on such terms 
and conditions as may be determined by the University.

3. CLASSIFICATION & CADRE OF UNIVERSITY OFFICER AND STAFF

3.1 OFFICERS OF THE UNIVERSITY:
(i) Chancellor
(ii) Pro-Chancellor
(iii) Vice-Chancellor
(iv) Pro-Vice-Chancellor
(v) Registrar
(vi) Dean of School
(vii) Dean Students’ Welfare
(viii) Director
(ix) Controller of Examinations
(x) Chief Proctor
(xi) Finance Officer
(xii) Head of the Department
(xiii) Dean, Academic Affairs
(xiv) Dean, Research and Development
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3.2 CADRE OF TEACHING STAFF:
(i) Professor Emeritus
(ii) Distinguished Professor
(iii) Adjunct Professor
(iv) Professor
(v) Associate Professor
(vi) Assistant Professor

3.3 CADRE OF NON TEACHING STAFF:
(i) Deputy Registrar & equivalent
(ii) Assistant Registrar & equivalent 
(iii) Administrative Officer & equivalent
(iv) Sr. Executive Assistant & equivalent
(v) Executive Assistant & equivalent
(vi) Office Assistant & equivalent

3.4 CADRE OF OTHER TEACHING / NON-TEACHING STAFF:
(i) Medical Superintendent
(ii) Dy. Medical Superintendent
(iii) Director
(iv) Dy. Director
(v) Senior / Junior Research Fellow
(vi) Lecturer
(vii) Tutor
(viii) Demonstrator

3.5 CADRE OF SPORTS AND PHYSICAL EDUCATION STAFF:
(i) Director
(ii) Dy. Director
(iii) Assistant Director
(iv) Sports Officer 

3.6 CADRE OF LIBRARY STAFF:
(i) Librarian
(ii) Dy. Librarian
(iii) Assistant Librarian
(iv) Professional Assistant Library
(v) Semi Professional Assistant Library
(vi) Library Assistant
(vii) Jr. Library Assistant
(viii) Library Attendant

3.7 CADRE OF LABORATORY STAFF:
(i) Technical Officer
(ii) Sr. Technical Assistant
(iii) Technical Assistant
(iv) Laboratory Assistant
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4. TERMS & CONDITIONS OF SERVICE OF THE OFFICERS/ TEACHING / NON 
TEACHING STAFF OF THE UNIVERSITY

4.1 GENERAL:

Sharda University considers it expedient to define, with sufficient accuracy and 

comprehensiveness, the conditions of employment under it and to make the said 

conditions known to its existing and prospective employees. The TERMS 

&CONDITIONS OF SERVICE as laid down herein under shall be applicable with 

effect from the date of notification of the Manual of Human Resource 

Administration Policies and Regulations.

4.2 RECRUITMENT AND QUALIFICATIONS FOR APPOINTMENT:

4.2.1 Officers of the University:

Appointment of officers to the functional positions in the University shall be in 
accordance with the provisions laid down in the Act and / or Statutes.

4.2.2 Teaching:

(i) The direct recruitment to the posts of Assistant Professor, Associate 
Professor, Professor and Senior Professor in the University shall be on the 
basis of merit through an all-India advertisement, followed by selection by a 
duly-constituted Selection Committee as per the University Statutes, 
Ordinances and Regulations.

(ii) The minimum qualifications required for the posts of Assistant Professor,
Associate Professor, Professor and Senior Professor will be those as 
specified by the University Grants Commission or any other relevant 
statutory authority.

(iii) The National Eligibility Test (NET) or an accredited test (State Level Eligibility 
Test SLET/SET) shall remain the minimum eligibility for appointment of 
Assistant Professor and equivalent positions;

provided, the candidates who have been awarded a Ph.D. Degree in 
accordance with the University Grants Commission (Minimum Standards and 
Procedure for Award of M.Phil./ Ph.D. Degree) Regulation, 2009, as 
amended from time to time, or the University Grants Commission (Minimum 
Standards and Procedure for Award of M.Phil./Ph.D. Degree) 
Regulation,2016, as the case may be, shall be exempted from the 
requirement of the minimum eligibility condition of NET/SLET/SET for 
recruitment and appointment as Assistant Professor or any equivalent 
position in the University;
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provided further that the award of degree to candidates registered for Ph.D. 
Program prior to July 11, 2009, shall be governed by the provisions of the 
then existing Ordinances / Bye-laws / Regulations of the Institution awarding 
the degree. All such Ph.D. candidates shall be exempted from the 
requirement of NET/SLET/SET for recruitment and appointment of Assistant 
Professor or equivalent positions in the University, subject to the fulfillment of 
the following conditions:

a) The Ph.D. degree of the candidate has been awarded in regular mode 
only;

b) The Ph.D. thesis has been evaluated by at least two external 
examiners;

c) An open Ph.D. viva voce of the candidate has been conducted;
d) The candidate has published two research papers from his/her Ph.D. 

work, out of which at least one is in a refereed journal;
e) The candidate has presented at least two papers, based on his/her 

Ph.D. work in conferences/seminars sponsored/funded/supported by 
the UGC/ ICSSR/CSIR/ICAR or any similar agency. 

The fulfillment of these conditions is to be certified by the Competent 
Authority of the University.

(iv) The clearing of NET/SLET/SET shall not be required for candidates in such 
disciplines for which NET/SLET/SET has not been conducted.

(v) A minimum of 55% marks (or an equivalent grade in a point scale) at 
Master’s level shall be the essential qualification for direct recruitment of 
teachers and other equivalent cadres at any level.

A relaxation of 5% may be provided at the graduate and master’s level for 
the Scheduled Caste/Scheduled Tribe/Differently-abled (Physically and 
visually differently- abled) categories for the purpose of eligibility and for 
assessing good academic record for recruitment to teaching positions. The 
eligibility marks of 55% marks (or an equivalent grade in a point scale 
wherever grading system is followed) and the relaxation of 5% to the 
categories mentioned above are permissible, based on only the qualifying 
marks without including any grace mark procedure.

(vi) A relaxation of 5% may be provided (from 55% to 50% of the marks) to the 
Ph.D. degree holders, who have passed their Master’s degree prior to 19th 
September, 1991.

(vii) A relevant grade which is regarded as equivalent of 55%, wherever the 
grading system is followed by a recognized university, at the Master’s level 
shall also be considered valid.

(viii) The Ph.D. Degree shall be a mandatory qualification for the appointment 
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and promotion to the post of Professor.

(ix) The Ph.D. Degree shall be a mandatory qualification for all candidates to
be appointed as Associate Professor.

(x) The Ph.D. Degree shall be a mandatory qualification for promotion to the 
post of Assistant Professor (Stage 3) in the University.

(xi) The Ph.D. Degree shall be a mandatory qualification for direct recruitment to 
the post of Assistant Professor in University.

(xii) The time taken by candidates to acquire Ph.D. Degree shall not be 
considered as teaching/ research experience for appointment to the teaching 
positions. 

(xiii) Further, the period of active service spent on pursuing research degree 
simultaneously with teaching assignment without taking any kind of leave, 
shall be counted as teaching experience for the purpose of direct 
recruitment/ promotion. 

(xiv) Regular teaching staff up-to twenty per cent of the total teaching strength 
(excluding teaching on medical / maternity leave) shall be allowed to take 
study leave for pursuing Ph.D. degree.

(xv) In exceptional cases, where a deserving candidate brings extra-ordinary 
Academic/Corporate credentials (e.g. international academic experience), 
any or all of the above mentioned criteria may be waived off by the selection 
committee on merit of each case.

The norms for direct recruitment in the teaching disciplines mentioned below shall 
be referred from the Annexure-1:

a) ARTS, COMMERCE, HUMANITIES, EDUCATION, LAW, SOCIAL 
SCIENCES, SCIENCES, BIOTECHNOLOGY& SCIENCES, LANGUAGES, 
AGRICULTURE, VISUAL ART & OTHER TRADITIONAL ART FORMS

b) JOURNALISM & MASS COMMUNICATION AND DRAMA

c) ENGINEERING & TECHNOLOGY AND MANAGEMEMENT

d) ARCHITECTURE & PLANNING

e) DESIGN

f) PHARMACY

g) MEDICAL SCIENCES

h) DENTAL SCIENCES

i) NURSING

j) ALLIED HEALTH SCIENCES

NOTE - Manual of Human Resource Administration for medical wing–School of 
Medical Sciences& Research, School of Dental Sciences, School of Nursing
Science & Research and School of Allied Health Sciences, is being notified 
separately.
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4.2.3 Non-Teaching:

Appointment to all non-teaching positions (including statutory positions) shall be in 
conformity to the regulations prescribed by the UGC or the Statues of the 
University, following a staffing pattern as decided by the Competent Authority, 
from time to time.

Promotions in the non-teaching cadre shall be in accordance with the laid down 
Career Framework, as at Annexure-2, subject to vacancy against an open 
position, as prescribed in the staffing pattern.

4.3 PROMOTION UNDER CAREER ADVANCEMENT SCHEME:

4.3.1 Teaching

Entry level Assistant Professors (Stage 1) would be eligible for promotion under 
the Career Advancement Scheme (CAS) through two successive stages (stage 2 
and stage 3), provided they are assessed and fulfill the eligibility and performance 
criteria as laid down.

The following scheme has been approved for stage up-gradation/ promotion in the 
grades of Assistant Professor/Associate Professor/Professor in Sharda University. 

1. Assistant Professor (Scale Rs. 15600-39100):
A. Stage I - AGP of Rs. 6000 to Stage II - AGP of Rs. 7000 

Assistant Professors holding Ph.D. degree with a minimum of 4 years of service 
or a M.Phil. or PG degree holder (respective professional program) with a 
minimum of 5 years at Stage 1 would be eligible consideration for up-gradation to 
stage II. Further, the fifty percent of the service rendered in the same or 
equivalent level in any other institution may be counted for the purpose. 

The other qualifying conditions would be as under: 
(i) Consistent scores of not below the level SATISFACTORY in PARS-F during 

the last three years of continuous service in the stage.

(ii) At least one Faculty Development Program (FDP) of minimum 5 days’ 
duration, or at least one 'Massive Open Online Course’ (MOOC) of 20 
hours’ duration, duly approved by the Dean Academics on recommendation 
of the Dean of the School concerned.

(iii) Publication of at least one paper / case study in SCOPUS-indexed journals 
with the affiliation of Sharda University. In practice-based disciplines, the 
publications may be replaced by published project reports / published 
creative work, etc.;
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Provided that any one or more of the following activities may replace ONE 
of the items, (ii) or (iii) above: 

a) Industrial consultancy of at least Rs. 50,000; 
b) obtaining research grants of at least Rs. 2,00,000; 
c) organizing and delivering continuing education courses for working 

professionals of at least 8 hours’ duration; or 
d) Oral presentation of a paper at Conference organized by any 

National/International-level academic body. 

Promotions to level II will be made on the recommendations of a duly-appointed 
Selection Committee after personal interaction with the candidates. 

Assistant Professor (Scale Rs. 15600-39100):
B. Stage II - AGP of Rs. 7000 to Stage III - AGP of Rs. 8000.

Assistant Professor with at least three years’ experience at Stage II would be 
eligible for up gradation to stage III. 

The other qualifying conditions would be as under: 

(i) Consistent scores of not below the level SATISFACTORY, and at least ONE 
score of level 1 or above in PARS-F in the last three years in the stage.

(ii) At least one FDP of minimum 5 days’ duration or at least one MOOC of 20 
hours’ duration, duly approved by the Dean Academics on recommendation 
of the Dean of the School concerned.

(iii) Publication of at least two papers / case studies in SCOPUS-indexed 
journals with the affiliation of Sharda University (with at least one of them in 
the last three years). In practice based disciplines, the publications may be 
replaced by published project reports / published creative work, etc.;

Provided that any one or more of the following activities may replace either 
item (ii) above OR requirement of ONE paper in item(iii) above: 

a) Industrial consultancy of Rs. 1,00,000; 
b) obtaining research grants of Rs. 5,00,000 or above; 
c) organizing and delivering continuing education courses for working 

professionals of at least 8 hours duration in the last three years; or 
d) Oral presentation of a paper at Conference organized by any 

National/International-level academic body. 

Promotions to level III will be made on the recommendations of a duly-appointed 
Selection Committee after personal interaction with the candidates. 



Manual of HR Administration (Policies & Regulations), Amended vide 21st EC, 29.12.2021 Page 12

2. Associate Professor (Scale Rs. 37400-67000): 
Stage III - AGP of Rs. 8000 to Stage IV - AGP of Rs. 9000 

The teaching staff with at least three years’ experience at Stage 3 would be 
eligible for up-gradation to stage IV. The other qualifying conditions would be as 
under: 

(i) Must possess Ph.D. degree. An exception may be made in practice-based 
disciplines or in medical science or dental science or nursing science or 
allied health sciences; where the council driven rules will apply.

(ii) Consistent scores of level TWO or above, with no more than ONE Score of 
level 1 in PARS-F during the last three years of service in the stage.

(iii) At least one FDP of minimum 5-days’ duration or at least one MOOC of at 
least 20 hours’ duration (during the last three years), duly approved by the 
Dean Academics on recommendation of the Dean of the School.

(iv) Publication of at least THREE papers / case study in SCOPUS-indexed 
journals with the affiliation of Sharda University (with at least two of these 
papers published during the last three years). In practice-based disciplines, 
the publication of papers may be replaced by published projects reports / 
published creative work, etc.;

Provided that any one or more of the following activities may replace either item 
(iii) above, OR requirement of ONE paper in item (IV) above: 

a) Industrial consultancy of Rs. 2,00,000; 
b) obtaining research grants of Rs. 10,00,000 or above; 
c) Organizing and delivering continuing education courses for working 

professionals of at least 8 hours’ duration in the last three years or 
presenting;

d) at least one published patent; or 
e) At least one invited-talk delivered in a conference sponsored by a 

national/international-level academic society in the last three years. 

Promotions to level IV will be made on the recommendations of a duly-appointed 
Selection Committee after personal interaction with the candidates. 

3. Professor (Scale Rs. 37400-67000):
Stage IV - AGP of Rs. 9000 to Stage V - AGP of Rs. 10000 

The teaching staffwith at least three years’ experience at Stage IV would be 
eligible for up-gradation to stage V. 

The other qualifying conditions would be as under: 

(i) Must possess Ph. D degree. An exception may be made in practice-based 
disciplines.
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(ii) Consistent scores of not below the level TWO with ONE Score of level ONE 
in PARS-F during the last three years of continued service in the stage.

(iii) At least one FDP of minimum 5-days’ duration or at least one MOOC of at 
least 20 hours’ duration (during the last three years), duly approved by the 
Dean Academics on recommendation of the Dean of the School.

(iv) Publication of at least THREE papers / case study in SCOPUS-indexed 
journals with the affiliation of Sharda University during in the last three 
years. In practice-based disciplines, the publications may be replaced by 
published projects reports / published creative work, etc.

(v) Must have guided at least two students for Ph.D. work with at least one 
thesis completed and submitted;

Provided that any one of the following activities may substitute the requirement of 
ONE published paper in item (iv) above: 

a) Industrial consultancy of at least Rs. 5,00,000;
b) obtaining research grants of at least Rs. 20,00,000; 
c) organizing and delivering continuing education courses for working 

professionals of at least 15 hours’ duration; 
d) at least one published patent or design registration, etc., (e) at least 

two invited talks delivered in a conference sponsored by a 
national/international level academic society; 

e) A published book which has been reviewed by at least one SCOPUS-
indexed journal. 

The requirement at (v) may be relaxed for those departments in which no student 
has been admitted to the Ph.D. program in last three years. 

Promotions to level V will be on the recommendations of a duly-appointed 
Selection Committee after a personal interaction with the candidates. 

Professor (Scale Rs. 67000-79000):
Stage V - AGP of Rs. 10000 to Stage VI - AGP of Rs 12000 (HAG Scale)

A minimum of 10 years’ service as a Professor or at stage V:
(i) Consistent PARS-F score of level THREE or above in the last three years.
(ii) Must have guided at least eight Ph.D. scholars; with at least three degrees 

awarded.
(iii) An h-index of at least 10. However, this may be relaxed in practice-based

Disciplines.
(iv) Must have had consultancy of at least Rs. 3,00,000 in last three years, OR 

sponsored research projects of at least Rs. 30,00,000 in the last three 
years.

(v) Must have PRODUCED (as presenter) at least one MOOC on any 
recognized platform, OR conducted (as the primary resource person) 
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continuing education program for working professional of at least 80 
(cumulative) hours in last three years, with at least 20 participants.

(vi) Must have at least one of the following activities:
a) Received an elected fellowship of any national or international 

professional or academic society.
b) Received an award from a national or international professional or

academic society.
c) Published atleast two patents, design registrations, etc., (or has been 

granted at least one). 

Promotions to level Vl will be on the recommendations of a duly appointed 
Selection Committee, after a personal interaction with the candidate. 

Fast Track Promotion under Direct Recruitment norms of UGC:

Teaching staff having a total teaching experience of at least 8 years may apply 
for consideration for promotion to Stage 4 if he/she does not meet the conditions 
of minimum time-duration in Stage III, but satisfies ALL OTHER 
REQUIREMENTS. 

The representations received in this regard shall be put to the Vice- Chancellor 
for consideration and recommendation, if merited, recommended to the 
Selection Committee for its due consideration in terms of the extant policy on 
the subject. The recommendation of the Selection Committee shall be put up to 
the Vice-Chancellor for consideration / approval.

Even the teaching member in lower stages who have at least 8 years of 
teaching experience and have achieved significantly better levels of 
performance than required, may also be accordingly considered for accelerated 
promotion to Stage IV. 

In case of fast track promotion, the cadre-ratio shall be strictly followed. 
However, those who qualify the selection process for such a promotion, may be 
offered the designation, but the scale shall be extended only in case there is a 
vacancy in the cadre.

NOTE: lf any commitment is made to a candidate ,at the time of recruitment, by 
the Selection Committee for placement in the next stage, after completion of the 
minimum residency period in the post, the commitment shall be honored, 
irrespective of above stipulation.

Annual Review

Review of all the promotion/stage up-gradation cases will be taken up only once 
in a year i.e.; in October and monetary benefit would be effective 1" January of 
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the following year. Any deviation in this regard will carry express approval of the 
Vice-Chancellor.

4.3.2 Non-Teaching:

A framework has been devised for career advancement of the non-teaching
staff employed with the University.

The following Promotion Scheme across all cadre or post shall be followed:

Movement within the Band –

(i) Movement within a Band to next Grade Pay (GP) shall be subject to 
satisfactory performance with no adverse remarks. 

(ii) Employees’ must qualify the minimum required period of service in the 
Grade Pay before being considered for up gradation.

Movement to the next Band -

(i) Movement from current Band to next Band shall be made against 
vacancies falling under the prescribed staffing pattern of the concerned 
department.

(ii) This shall be subject to good performance during the continuous service 
rendered in the Band.

(iii) No adverse remarks.
(iv) An employee, for being considered for movement to the next Band, should 

possess the minimum qualification criteria, including experience for the 
higher band, as prescribed in case of direct recruitments.

Promotion Scheme for Non-Teaching Staff shall be in conformity with the laid 
down Career Framework.

4.4 COMPOSITION OF SELECTION COMMITTEES:

4.4.1 General:

(i) A Selection Committee shall be constituted for selection against any open 
post from amongst all the eligible candidates for the position.

(ii) The eligible candidates shall be recommended by the screening 
committee, if any, constituted for the purpose. Selection Committee may 
consider an eminent person for appointment to the post of Professor, 
whose name might have been brought to the notice of the Selection 
Committee, even without going through the Screening Committee.

(iii) The Selection Committee shall recommend candidates identified as 
suitable for appointment in the order of their relative merit; provided that 
not more than three candidates will be recommended for each vacancy.
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(iv) No act or proceeding of the Selection Committee shall be called in 
question merely because of the absence of any of its members;
provided that at least three – fourth of its members are present at the time 
of the meeting.

(v) Notwithstanding anything contained in these rule, the scales of pay and/or 
the job specifications for any post may be revised from time to time.

4.4.2 Teaching and other Equivalent Positions:

(i) The Vice-Chancellor— Chairman;
(ii) One nominee of the Chancellor;
(iii) One outside subject expert nominated by the Vice-Chancellor, out of a 

panel of names approved by the Chancellor;
(iv) Dean of the School;
(v) Two subject matter experts from within the University to be nominated by 

the Vice-Chancellor;
(vi) Provide if no subject expert is available within the University; the Vice-

Chancellor may nominate experts from outside;
(vii) Head of the Department;

provided that a Head not holding the rank of a Professor shall not be a 
member of the selection committee for selection of a Professor; and

(viii) The Registrar – ex-officio secretary.

In case of appointment to teaching positions in Council driven schools, rules 
may be as prescribed in the guidelines of the relevant Council.

4.4.3 Senior Technical Assistant / Technical Assistant / Laboratory Assistant:

(i) Dean                                       : Chairman
(ii) Head of the concerned department : Member
(iii) Expert in the area nominated by V.C. : Member
(iv) Dy. Registrar of the School : Secretary

4.4.4 All Non-Teaching Positions:

The selection process of non-teaching positions, not included in the University 
Statutes, shall be governed by the recruitment rules/regulations for the non-
teaching employees framed by the University. The composition of Selection 
Committee for these positions shall be as under:

(i) Registrar or his nominee : Chairman
(ii) A Nominee of Vice-Chancellor    : Member
(iii) An expert nominated by Vice-Chancellor: Member
(iv) Dy. Registrar (HR)& equivalent : Secretary
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4.4.5 Quorum: 
With the presence of 75% of members in a Selection Committee, it shall be 
considered that the Selection Committee was duly constituted.

4.5 COMPENSATION, ALLOWANCES AND INCREMENTS:

4.5.1 Pay Fixation

The University, shall adopt a suitable pay fixation formula (including the 
allowances) keeping in view its financial commitments and the recommendations 
of the Pay Commission, from time to time. 

However, in order to promote global standards of education and talent diversity, 
the pay package to the candidates with exceptional merit (for example: Ivy 
League qualification / teaching experience, international academic / research 
credentials), may be benchmarked with international compensation packages.

4.5.2 Pay Scale and Allowances

(i) An employee holding a regular post substantively shall be placed in the 
appropriate scale of pay as prescribed by the university, from time to time.

(ii) On substantive appointment, the initial basic pay in the scale shall be fixed 
at the minimum of the scale;

provided that the appointing authority may, on the recommendation of the
Selection Committee, grant higher initial pay in the scale, as a special 
case.

(iii) On appointment to a post involving higher duties and responsibilities, the 
basic pay of the higher scale may be fixed at a stage next above the 
notional pay arrived at, after adding one increment to the basic pay in the 
lower scale.

(iv) In addition to the basic pay, an employee may be allowed to draw the 
following allowances:

a) ‘Dearness Allowance’ at the rates and subject to such conditions as 
the university may prescribe from time to time.

b) ‘House Rent Allowance’ at the rates as may be prescribed by the
University from time to time.

c) ‘Conveyance Allowance’ wherever especially provided for in the
appointment order.

d) ‘Officiating Allowance’ to the teaching staff for additional and 
substantial administrative responsibility discharged in accordance 
with the notification issued from time to time. A copy of the existing 
notification is at Annexure-3.
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4.5.3 Additional Pay for Special Performance:

An employee may also be allowed a separate component of pay/allowances
based on his special performances, to the extent and subject to such conditions 
as the university may decide.

4.5.4 Provident Fund:

Provident Fund is an optional, government-managed retirement savings scheme 
as per Provident Fund Act, 1952 for all regular salaried employees working in an 
organization, who contribute a part of their savings towards their pension fund, 
every month. These monthly savings get accumulated every month, and can be 
accessed as a lump sum amount at the time of retirement, or end of employment. 

4.5.5 Gratuity:
Applicability:
(i) Gratuity rules mandated under the Payment of Gratuity Act, 1972. 

Entitlement:
(i) Gratuity is payable to an employee after rendered continuous service 

for not less than five years on following conditions: -
a) On superannuation,
b) On his retirement or resignation, 
c) On his death / disablement due to accident or disease 

(ii) If an employee dies in service, his nominee will be entitled to gratuity 
payment as per Gratuity Act

(iii) An employee who is removed or dismissed from service for acts of 
misconduct will not be eligible to the payment of gratuity.

Calculation of Gratuity:
(i) An employee who leaves the service of the University on completion of 

at least five years of continuous service shall be eligible to the payment 
of gratuity at the rate of half a month (15 days) of pay last drawn for 
every completed year of service subject to a maximum of fifteen 
month’s pay

(ii) The monthly wages / salary include means Basic Pay + Dearness 
Allowance + Non Practicing Allowance (BP+DA+NPA)

Gratuity amount = (monthly salary) x 15 x number of completed years
26

4.5.6 Employee State Insurance Corporation Scheme

The University follows Employees' State Insurance (ESI), which is a social 
security and health insurance scheme, provided to the mandated employees in 
accordance to rules and regulations as stipulated in the ESI Act 1948.
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4.5.7 Increments

(i) Annual increment in the scale of pay shall ordinarily be drawn as a matter 
of course, unless it is withheld by the Appointing Authority for good and 
sufficient reasons to be recorded in writing.

(ii) The award of annual increments is directly linked with the approved annual 
budget for increment, keeping in view the overall financial reserves of the 
University.

(iii) Annual increment is linked with the performance & achievement of 
employees through a ‘paired comparison method’ and mostly focuses on 
their contribution and behavioral skills along with the competency. Based 
on the performance review of the teaching staff in PARS-F &other essential 
criteria(s), the increment is awarded. The annual increment is applied for 
Non-Teaching Staff, based on the KRA-KPI rating.

(iv) Award of Annual Increment*for a year shall be applicable as:
a) Equivalent to 3% of sum of the total pay in the relevant Pay Band and 

the AGP as applicable for respective stage. OR
b) Differential increment.

(v) In special case, as determined by the competent authority, each advance 
increment shall be non-compoundable, at the rate of 3% of the pay in the 
relevant Pay Band, and the AGP as applicable.

(vi) The number of additional increment(s) on placement at each higher stage 
of AGP shall be as per the existing schemes / regulation of increment on 
promotion from lower Pay Scale to higher Pay Scale;

provided in cases of considerable raise in effective pay between the two 
Pay Bands, there shall be no additional increment on movement from the 
Pay Band of Rs.15,600 – Rs. 39,100 to the Pay Band of Rs. 37,400 – Rs. 
67,000;

provided further, the annual increment to a teachingstaff shall also depend 
on the minimum publication in the relevant assessment year by the 
teaching staff.

4.5.8 Incentives for Ph.D. and other Higher Qualification:

(i) Five non-compounded advance increments shall be admissible at the entry 
level of recruitment as Assistant Professor to persons possessing the 
degree of Ph.D. awarded in the relevant discipline by the University 
following the due process of admission, registration, course work and 
external evaluation as prescribed by the UGC.



Manual of HR Administration (Policies & Regulations), Amended vide 21st EC, 29.12.2021 Page 20

(ii) Those possessing Post-graduate degree in the professional course such 
as LL.M./M.Tech./M.Arch./M.E./M.V.Sc./M.D., etc. recognized by the 
relevant statutory body / council, shall be entitled to non-compounded 
advance increments at the entry level.

(iii) Teachers who complete their Ph.D. Degree while in service shall be 
entitled to 3 non-compounded increments if such Ph.D. is in a relevant 
discipline of employment and has been awarded by a University complying 
with the due process, as prescribed by the UGC Regulations.

(iv) Teachers in service who have not yet enrolled for Ph.D. shall therefore 
derive the benefit of 3 non-compounded increments on award of Ph.D., 
while in service only if such enrolment is with a university which complies 
with the entire process, including that of enrolment as prescribed by the 
UGC.

4.6 OTHER CONDITIONS OF SERVICE:

Without prejudice to any special condition that may be incorporated in the order of 
appointment, all employees of the university shall be governed by the following 
terms and conditions:

4.6.1 Probation:

(i) All appointments, except where specifically mentioned in the appointment 
letter, shall be placed on probation for a period of one year.

(ii) The appointing authority shall have the discretion of extending the period of 
probation for such period as may be considered necessary, provided that 
the period of probation may not extend beyond twelve months. 

(iii) During the period of probation, if a member is found unsuitable for holding 
that post, or has not completed his period of probation satisfactorily, the 
appointing authority may terminate his/ her services without any prior 
notice.

(iv) Probation confirmation or otherwise is decided by a duly constituted 
committee chaired by the Vice –Chancellor / nominee of the VC for 
teaching positions and the Registrar / nominee of the Registrar for the non-
teaching positions, on the basis of an appraisal carried out on the 
parameters laid down in Annexure-4 and Annexure-5, respectively.

(v) Provided further that, if no order of confirmation or otherwise is issued even 
after completion of the extended period, the probation would be deemed to 
have been completed satisfactorily and the service would deemed to have 
been confirmed, effective from the date of expiry of the period of probation.
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4.6.2 Age of Superannuation

(i) The age of superannuation for the regular teaching staff shall be sixty – five 
years and for non-teaching staff, other than the Vice-Chancellor and Pro-
Vice-Chancellor in the University shall be sixty years; the statutory officers 
such as Registrar and Finance Officer shall, however, retire at an age 
prescribed in the University Statutes.

(ii) The Vice-Chancellor & Pro-Vice-Chancellor shall superannuate at the age 
of Seventy years.

(iii) Subject to availability of a vacancy and fitness, an employee after 
superannuation may be re-employed on contract for a period of two years 
which may be extended, subject to fitness of the employee, for a further 
period on year to year basis, if the exigencies of the work so demand.

4.6.3 Removal from Service:

(i) The appointing authority shall have powers to terminate the services of an 
employee without assigning any reason or without giving any notice during 
the original or extended period of probation.

(ii) The appointing authority shall have powers to terminate the services of a 
confirmed employee by giving him one month’s notice or by paying him one
months’ pay in lieu thereof.

(iii) The University shall have powers to retrench an employee on grounds of 
economy by giving the said employee a month’s notice or one month pay in 
lieu thereof.

(iv) The appointing authority shall have powers to terminate the services of an 
employee by giving him three months’ notice or paying three months’ pay in 
lieu thereof if the said employee has been declared by the medical authority 
appointed by the University to be medically unfit to continue in service.

(v) Except in cases where an employee may have signed a bond to serve the 
University for a specified period, the employee shall have a right to resign 
from his services by giving one months’ notice or by paying one months’ 
pay in lieu of notice. But for teaching positions, no request regarding 
resignation shall be entertained during currency of the Academic Year, 
relevant to the respective School.

(vi) Teaching staff absconding during the currency of the Academic Year shall 
be treated under the ‘Extraordinary Leave’, besides being liable for 
disciplinary action as deemed necessary.

Provided that the appointing authority may, for good and sufficient reasons to 
be recorded in writing, waive off or reduce the notice period as provided herein 
above.
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4.6.4 Teaching Days:

The University must have at least 180 teaching days, i.e. there should be a 
minimum of 30 weeks of actual teaching in a 6-day week. Of the remaining period, 
12 weeks may be devoted to admission and examination activities, and non-
instructional days for co-curricular (research and outreach activities), sports, 
annual day, etc. and 2 weeks may be attributed to various public holidays. 

Since the University has adopted a 5 days week for teaching, the number of 
weeks is correspondingly increased to ensure equivalence to 30 weeks of actual 
teaching with a 6 day week.

4.6.5 Medical Fitness:

All appointments are subject to the condition that the appointee has submitted an 
undertaking that he/she is medically fit to serve the university;

provided, the medical fitness test is conducted for an employee, subject to 
specifications made by the Selection Committee at the time of appointment, 
wherein the Committee wants the employee to undergo a medical fitness test 
before appointment.

4.7 UNIVERSITY WORKING HOURS:

4.7.1 Working Hours:

The functional hours of the University employees shall be 7.5 hours in a day. 
The bifurcation of the working hours shall be as under:

Full day reporting time:

Punch In-Time Up to 8:45 AM
Punch Out-Time After 4:15 PM
Minimum Duration spend: - 7.5 hours

Half day reporting time:

Punch In-Time Up to 8:45 AM
Punch Out-Time After 12:15 PM up till 4:15 PM (Min. 4 hours)
Minimum Duration spend: -4 hours

In case an employee is on duty for less than four hours in a working day, he/she 
shall be treated as absent for the day.

4.7.2 Work Load

The workload of the teachers in full employment shall not be less than 40 Hours a 
week for 30 Working weeks (180 teaching days) in an academic year. It shall be 
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necessary for the teacher to be available for at least 8 Hours daily in the 
University. 

The minimum teaching-learning process hours per week shall be as follows:

Assistant Professor - 16 Hours 
Associate Professor - 14 Hours      
Professor -        14 Hours

A relaxation of two hours in the workload may, however, be given to Professors 
who are actively involved in administration and extension activities.  

Teaching staff with additional administrative responsibility may have reduced 
teaching load, as approved by the Competent Authority.

4.8 VACATION, LEAVE AND HOLIDAYS:

4.8.1 Vacation

The teaching staff (Professors, Associate Professors and Assistant professors) 
who may have completed one-year service in the University and who have been 
involved in class room teaching shall be eligible for summer vacation for a period 
of maximum one month (thirty days). The dates of vacation in each individual case 
shall be decided by the Dean of the School depending upon the teaching
requirement in the ongoing activities;

provided that in lieu of two days of work performed by a teacher during the period of 
vacation, one day earned leave shall be credited to the leave account of the said 
teaching staff;

provided further, the period of Summer Vacation and eligibility for the teaching staff
shall be as notified from time to time.

4.8.2 Festival Holidays:

The employees shall be entitled to avail the festival holidays as per the list of 
holidays notified by the University from time to time.

4.8.3 Right to avail Leave:

Leave even when due and admissible, cannot be claimed as a matter of right and
may be refused or curtailed by the competent authority, if the exigencies of work 
so require.

4.9 KINDS OF LEAVE:

(i) The following kinds of leave would be admissible to permanent teachers:
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a) Leave treated as duty, viz. Casual leave.
b) Leave earned by duty, viz. Earned leave and Commuted Leave.
c) Leave not earned by duty, viz. Extraordinary leave; and Leave not due.
d) Leave not debited to leave account i.e. Leave for academic pursuits,viz. 

Study leave and Special Academic leave.
e) Leave on grounds of health, viz. Maternity leave.

(ii) The Executive Council may grant, in exceptional cases, for the reasons to 
be recorded, any other kinds of leave, subject to such terms and conditions
as it may deem fit.

4.9.1 Casual Leave:

(i) Total casual leave granted to an employee shall not exceed 10 days in a 
calendar year.

(ii) Casual leave cannot be combined with any other kind of leave. However, it 
may be combined with holidays including Sundays. The holidays or 
Sundays falling within the period of casual leave shall not be counted 
towards casual leave.

(iii) Half day casual leave is admissible to all employees of the University, 
subject to the availability of leave admissible in his/her casual leave 
account.

4.9.2 Earned Leave:

(i) Earned leave admissible to a teacher shall be:

a) 15 days in a calendar year; plus
b)  ½ of the period, during which he/she is required to perform duty during 

vacation.

(ii) In case of others employees, two and half day earned leave shall be 
granted for every completed month of service in the University.

(iii) Earned leave at the credit of an employee shall not accumulate beyond240 
days. The maximum earned leave that may be ordinarily sanctioned at a 
time shall not exceed60 days. Earned leave exceeding 60 days may, 
however, be sanctioned in the case of higher study, or training, or leave 
with medical certificate, or when the entire leave, or a portion thereof, is 
spent outside India.

(iv) It may be noted that if a teacher combines vacation with earned leave, the 
period of vacation shall be reckoned as leave in calculating the maximum 
amount of leave on average pay which may be included in the particular 
period of leave.
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4.9.3 Commuted Leave:

Commuted leave, not exceeding half the amount of half pay leave due, may be 
granted on the basis of medical certificate from a registered medical practitioner to 
an employee subject to the following conditions:

(i) Commuted leave during the entire service shall be limited to a maximum of 
240days.

(ii) When commuted leave is granted, twice the amount of such leave shall be 
debited against the half-pay leave due; and

(iii) The total duration of earned leave and commuted leave taken in 
conjunction shall not exceed 120 days at a time. Provided that no 
commuted leave shall be granted under these rules unless the authority 
competent to sanction leave has reason to believe that the employee will 
return to duty on its expiry.

(iv) Commuted leave shall be permissible to an employee subject to 
completion of minimum 6 months of service with the University.

4.9.4 Extra-Ordinary Leave:

(i) An employee may be granted extraordinary leave when:
a) No other leave is admissible; or
b) Other leave is admissible and the employee applies in writing for the 

grant of Extra Ordinary Leave.

(ii) Extraordinary Leave shall always be without pay and allowances. Extra 
Ordinary Leave shall not count for increment except in the following cases:

a) Leave taken on the basis of medical certificates.
b) Leave taken for pursuing higher studies;
c) Leave granted to accept an invitation to a teaching post or fellowship 

or research-cum-teaching post or on assignment for technical or 
academic work of importance; and

d) Cases where the Vice Chancellor is satisfied that the leave was 
taken due to reasons beyond the control of the employee, such as 
inability to join duty due to civil commotion or a natural calamity, 
provided the employee has no other kind of leave to his credit.

(iii) Extraordinary leave may be combined with any other leave except casual 
leave and special casual leave, provided that the total period of continuous 
absence from duty on leave (including periods of vacation when such 
vacation is taken in conjunction with leave) shall not exceed two years 
except in cases where leave is taken on medical certificate. The total 
period of absence from duty shall in no case exceed three years in the full 
working life of the individual.
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(iv) The authority empowered to grant leave may commute retrospectively 
periods of absence without leave into extraordinary leave.

4.9.5 Leave Not Due:

(i) Leave not due may at the discretion of the Vice Chancellor, be granted to a 
permanent employee for a period not exceeding 240 days during the entire 
period of service, out of which not more than 60 days at a time and 120 
days inall may be otherwise than on medical certificate. Such leave shall 
be debited against the half-pay leave earned by him/her subsequently.

(ii) ‘Leave not due’ shall not be granted, unless the Vice Chancellor is satisfied
that as far as can reasonably be foreseen, the employee will return to duty 
on the expiry of the leave and earn the leave granted.

(iii) An employee to whom ‘leave not due’ is granted shall not be permitted to 
tender his/her resignation from service so long as the debit balance in 
his/her leave account is not wiped off by active service, or he/she refunds 
the amount paid to him/her as pay and allowances for the period not so 
earned. In a case where retirement is unavoidable on account of reason of 
ill health, incapacitating the employee for further service, refund of leave 
salary for the period of leave still to be earned may be waived by the 
Executive Council.

Provided that the Executive Council may waive off, in exceptional situations, 
for reasons to be recorded in writing, the refund of leave salary for the period 
of leave still to be earned.

4.9.6 Compensatory Off Leave:

(i) Non-Teaching Staff up till the rank of Administrative Officer & equivalent 
deployed in the University are entitled for a Compensatory Off against 
working on their Off Days / Sunday and Gazetted holidays as declared in 
the University.

(ii) The Compensatory off shall have the validity of 30 days only.
(iii) Compensatory Off can be combined with Earned Leave.

4.9.7 Maternity Leave:

(i) Maternity leave on full pay shall be granted to a woman employee for a 
period not exceeding 26 weeks or 6 months. Also this leave is applicable in 
case of miscarriage including abortion, subject to the condition that the total 
leave granted in respect of this to a woman employee in her career shall 
not be more than 45 days, and the application for leave is supported by a 
medical certificate.

(ii) Maternity benefit to women employees having two or more than two 
surviving children shall be 12 weeks or 3 months, of which not more than 6 
weeks shall precede the date of her expected delivery.
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(iii) Maternity benefit to a woman employee who legally adopts a child below 
the age of three months shall be 12 weeks from the date the child is 
handed over to the adopting mother.

(iv) Maternity leave may be combined with earned leave or extraordinary leave 
but any leave applied for in continuation of maternity leave may be granted 
if the request is supported by a medical certificate. The total leave 
admissible should not exceed one year.

(v) A woman employee who has worked in the organization for a period of 6 
months is entitled for payment in maternity leave.

4.9.8 Study Leave:

(i) Study leave may be granted as a special case for the entry level 
appointees as Assistant Professor after a minimum of three years of 
continuous service, to pursue a special line of study or research directly 
related to his/her work in the university or to make a special study of the 
various aspects of university organization and methods of education.

(ii) The paid period of study leave may be for a period of two years (on Half 
Pay), extendable by one more year (without pay), if there is adequate 
progress as reported by the Research Guide. Care shall be taken that the 
number of teachers given study leave, does not exceed the stipulated 
percentage of teachers in any department. Provided that the Executive 
Council may, in the special circumstances of a case, waive the condition of 
three years’ service being continuous.

Explanation: In computing the length of service, the time during which a 
person was on probation or engaged as a research assistant may be 
reckoned provided:

a) the person is a teacher on the date of the application.
b) there is no break in service; and
c) the leave is requested for undertaking the Ph.D. research work.

(iii) Study leave shall be granted by the Executive Council on the 
recommendation of the concerned Dean of the School. The leave shall not 
be granted for more than two years in one spell, save in very exceptional 
cases in which the Executive Council is satisfied that such extension is 
unavoidable on academic grounds and necessary in the interest of the 
university.

(iv) Study leave shall not be granted to a teacher who is due to retire within five 
years of the date on which he/she is expected to return to duty after the 
expiry of study leave.

(v) Study leave may be granted not more than twice during one’s career. 
Provided that, under no circumstances, the maximum of study leave 
admissible during the entire service should not exceed three years.
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(vi) No teacher, who has been granted study leave, shall be permitted to alter 
substantially the course of study or the program of research without the 
prior permission of the Executive Council. In the event, the course of study 
falls short of study leave sanctioned, the teacher shall resume duty 
immediately on the conclusion of such course of study, unless a prior 
approval of the Executive Council to treat the period of shortfall as ordinary 
leave has been obtained.

(vii) The amount of scholarship, fellowship or other financial assistance that a 
teacher, granted study leave, has been awarded will not preclude his/her 
being granted study leave with pay and allowances but the scholarship, 
etc., so received shall be taken into account in determining the pay and 
allowance on which the study leave may be granted. The Foreign 
scholarship/fellowship would be set off against pay only if the fellowship is 
above a specified amount, to be decided, based on the cost of living for a 
family in the country in which the study is to be undertaken. In the case of 
an Indian fellowship, which exceeds the salary of the teacher, the salary 
would be forfeited.

(viii) Subject to the maximum period of absence from duty on leave not 
exceeding three years, study leave may be combined with earned leave, 
half-pay leave, extraordinary leave or vacation, provided that the earned 
leave to the credit of the teacher shall be availed of at the discretion of the 
teacher. A teacher, who is selected to a higher post during study leave, will 
be placed in that position and get the higher scale only after joining the 
post.

(ix) A teacher granted study leave shall on his/her return and re-joining the 
service of the university may be eligible to the benefit of the annual 
increment(s) which he/she would have earned in the course of time if 
he/she had not proceeded on study leave. No teacher shall however, be 
eligible to receive arrears of increments.

(x) Study leave shall count as service for pension/contributory provident fund, 
provided the teacher joins the university on the expiry of his/her study 
leave.

(xi) Study leave granted to a teacher shall be deemed to be cancelled in case it 
is not availed of within 12 months of its sanction.

(xii) Provided that where study leave granted has been so cancelled, the 
teacher may apply again for such leave.

(xiii) A teacher availing himself/herself of study leave shall undertake that 
he/she shall serve the university for a continuous period of double the 
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leave period to be calculated from the date of his/her resuming duty on 
expiry of the study leave.

(xiv) After the leave has been sanctioned, the teacher shall, before availing 
himself/herself of the leave, execute a bond in favour of the university, 
binding himself/herself for the due fulfillment of the conditions laid down in 
sub-clause above and give security of immovable property to the 
satisfaction of the Registrar or a fidelity bond of an insurance company or a 
guarantee by a scheduled bank or furnish security of two permanent 
teachers for the amount which might become refundable to the university in 
accordance with sub-clause (xii) above.

(xv) The teacher shall submit to the Registrar, six monthly reports of progress in 
his/her studies from his/her supervisor or the Head of the Institution. This 
report shall reach the Registrar within one month of the expiry of every six 
months of the study leave. If the report does not reach the Registrar within 
the specified time, the payment of leave salary may be deferred till the 
receipt of such report.

NOTE: If the above mentioned criteria is not applicable for a teaching staff, then 
in such cases Loss is Pay may be invoked.

4.9.9 Special Academic Leave:

4.9.9.1 Special Academic Leave not exceeding 16 working days in a year shall be
granted to regular and contractual (more than 11 months) teaching staff for:

(i) attending a Conference/Seminar/Symposiums/any other academic activity 
on behalf of the University or where invitation has been accepted with prior 
approval of the competent authority.

(ii) delivering lectures in Institutions/ Universities when deputed by the 
University or with the prior approval of the competent authority.

(iii) working as a member of a delegation or a committee appointed by the 
University/UGC/Govt. of U.P. /Govt. of India or any other Academic or 
Public Body.

(iv) undertaking field work related to the area of specialization with prior 
approval of the competent authority.

(v) teaching staff being invited for taking Viva Voce.

NOTE: 
(i) The teaching staff shall be entitled to transit time, both to and fro, one day 

each, within the overall ceiling of total Special Academic Leave.
(ii) Special Academic Leave may be combined with Earned leave, Extra-



Manual of HR Administration (Policies & Regulations), Amended vide 21st EC, 29.12.2021 Page 30

Ordinary Leave or the Vacation period.

4.9.9.2 Authority to Sanction SAL

The Special Academic Leave may be granted by the Vice-Chancellor or Pro 
Vice-Chancellor. As a special case the Vice-Chancellor may delegate, the 
sanctioning authority to respective Dean of the School provided.

4.9.9.3Financial Assistance (Travel grant + Registration):

(i) National Visit: Up to 10,000/- or actual whichever is lower
(ii) International Visit: Up to 50% of the actual or 30,000/- maximum whichever 

is lower.
(iii) Permissible maximum number of visit for financial assistance: Once in a 

semester or twice in a year; provided maximum international visit for 
financial assistance will be once in a year.

(iv)The Vice Chancellor on the merit of each case may decline the 
request of financial Assistance (travel / registration).

   4.9.9.4 Eligibility for financial assistance (Travel grant + Registration):

The regular and contractual (more than 11 months) teaching staff are eligible for 
availing the financial assistance. However, those who have not completed 
his/her probation period shall avail the benefit of financial assistance, subject to 
the submission of an undertaking that he/she shall serve the University for a 
period of at least one year.

(i) For claiming additional funds up to Rs. 20,000 /- (once in a year)
The qualifying conditions shall be as under:

a) The regular teaching staff has successfully completed his/her 
probation period and submits an undertaking that he/she shall 
serve the University for a period of at least one year.

b) Consistent scores of not below the level Satisfactory in PARS-F.
c) Teaching staff must have published at least 2 papers in Scopus 

indexed journals in the last one year.

(ii) For claiming additional funds up to 70,000/- (once in a year)
The qualifying conditions shall be as under:

a) subject to fulfilling the above-mentioned condition;
b) should submit an undertaking that he/she should serve the 

University for a period of 3 years after availing the additional fund.
c) the applicant is not above the age of 62 years.
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4.9.9.5 Travel Grant:

The travel grant shall be restricted to the travel by train in entitled class, as laid 
down, from the nearest railway station or by air, Economy class in cheapest 
Airlines.

The reimbursement of claim shall be restricted to the entitled class, even if the 
journey is undertaken in a higher class or by air.

4.10 POWER TO SANCTION LEAVE:

(i) All leave availed by an employee has to be recommended and approved 
by the Head of Department/Dean or Reporting Manager/Reviewing 
Manager before proceedings on leave.
The approval frame-work to sanction leave shall be as at Annexure-6

(ii) Casual Leave at a maximum of 3 days may be sanctioned at a time.

(iii) Earned Leave less than 3 days may be sanctioned only when no Casual 
leave is available in the leave account of the employee.

(iv) The grant of Study Leave, Special Academic Leave, Extra Ordinary 
Leave, Maternity Leave, and Leave not due will be submitted with 
appropriate recommendations to the HR Department for further 
processing.

The sanction of any type of leave will be subject to the procedure as may 
be decided from time to time.

(v) Leave rules applicable to non-teaching staff under essential service 
category such as Security, Maintenance and Estate, IT Services and IHA 
shall be, as notified separately, as at Annexure-7 and Annexure-8.

(vi) If an employee remains absent for ten days without sanction of leave or 
beyond the period of leave originally sanctioned or subsequently 
extended, he will be deemed to have resigned the service of his own 
accord and his name will be struck from the rolls of the university without 
any further reference to him.

4.11 REINSTATEMENT IN SERVICE:

(i) When an employee is reinstated in service, on consideration of his appeal 
or revocation of his suspension order, the authority competent to do so will 
pass specific order regarding the pay and allowances to be paid to him for 
the period of absence from duty.
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(ii) Where the authority passing the order under sub clause (i) is satisfied that 
the employee is innocent or that the suspension was not justified, the said 
authority may order that the period of his absence from duty be treated as 
on duty, with full pay and allowances;

provided that the payment of allowances would be subject to the 
satisfaction of other eligibility conditions.

(iii) In all other cases where the employee is found guilty of alleged 
misconduct, the authority passing order under sub clause (i) may order 
forfeiture of the difference between the full pay and allowances and the 
subsistence allowance paid, to the University.

5. PERFORMANCE MANAGEMENT AND OTHER DEVELOPMENTINITIATIVES &
WELFARESCHEMES

5.1 PERFORMANCE MANAGEMENT:

5.1.1 General:

Performance Management is the process of creating an appropriate work 
environment in which employees are empowered to perform to the best of their 
abilities.

In order to create a conducive work environment, the University has 
institutionalized a performance assessment system namely Performance 
Appraisal & Recognition Scheme for Teaching Staff (PARS-F), and Individual
Goal and Key Responsibility Area (KRA) for Non-Teaching Staff to evaluate their 
performance and productivity in terms of pre-determined parameters/goals. The 
appraisal is also linked with the performance score attained by the concerned 
Department or the School.

Career Progression for an employee is linked with the performance assessment.

5.1.2 Objective:

To assess performance on pre-determined essential goals, to capture areas of 
improvement and to suggest roadmap for improvement.

5.1.3 Applicability:
All regular or contractual employees as notified from time to time.

5.1.4 Assessment Cycle:

The assessment cycle for performance appraisal is an Academic Year from July 
to June.
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5.1.5 Parameters:

5.1.5.1 TEACHING

Evaluated broadly on 4 pre-determined goals as mentioned below:
(i) Innovation in Teaching

Includes teaching load, additional courses and projects assigned 
(Under-Graduate or Post-Graduate or Doctorate), Innovations in 
Teaching & Learning process and Student Feedback.

(ii) Publication, Research & Consultancy Assignment
Includes research publications, project funded or consultancy 
assignments, book or illustrations, patent.

(iii) Self-Development Initiatives
Includes MOOC courses undertaken, collaborations with Industry
(international or national) or external teaching staff, product developed 
& own Ph.D. work.

(iv) Administrative Activities
Includes additional responsibility at University or School or 
Department level.

5.1.5.2 NON-TEACHING

Non-Teaching staffs are evaluated on individual pre-determined Goals and 
Key Responsibility Area (KRA). The result of assessment is then collated, first 
Individual wise and department wise. 

5.1.6 Platform:

Performance Assessment Exercise is implemented annually through ‘PeopleSoft’, 
an ERP system. 

5.1.7 Timeline:

Performance Assessment of employees for a particular year is initiated by June in 
the succeeding year.

5.2 DEVELOPMENT INITIATIVES FOR TEACHING STAFF:

Pursuant to our belief that learning is a continuous and life long process, we 
undertake training and development of teaching staff as a formally mandated 
requirement. The following provisions have accordingly been laid down:

(i) Every teaching staff will be sponsored to one national and one international 
conference per year to present a paper on the subject of his/her interest.
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(ii) Every teaching staff shall be encouraged to publish at least two papers in a 
peer-reviewed refereed journal (indexed by reputed and well accepted 
bodies). 

(iii) Study leave may be granted to those teaching staff who wish to pursue higher 
education / Entrepreneurial or start up activities in the area of their interest. 

(iv) The regular and contractual (more than 11 months) teaching staff are 
expected to enroll, complete and earn certificates in advanced level Massive
Open Online Courses, at least one in a calendar year, in consultation with 
senior faculty, HOD, Dean and on prior approval of the Dean Academic 
Affairs. 

Certification fee, if applicable, will be reimbursed on actual subject to a 
maximum of 4 courses in a particular calendar year.

The teaching staff will be entitled for an incentive, subject to maximum 3 
courses in a particular calendar year, details provided hereunder;
Reward of Rs. 8,000/- for total efforts worth more than 24 weeks or 72 hours.
Reward of Rs. 6,000/- for total efforts worth 16 to 24 weeks or 41 to 72 hours.
Reward of Rs. 3,000/- for total efforts worth 8 to 16 weeks or 21to 41 hours.
No Reward for efforts less than 8 week or 20 hours.

Relevant courses of advance nature shall only be considered for the above 
benefit including the reward and reimbursement.

(v) Teaching staff are expected to undertake sponsored Research and 
Consultancy assignments as a part of their own development and for 
strengthening interface with the industry.

(vi) Teaching staff are expected to guide scholars& students in their research and 
project work.

(vii) Teaching staff are expected to keep a close watch on contemporary societal 
problems and work towards their resolution as a part of their social 
responsibility under community connects initiative.

The University has a provision to motivate the teaching staff in their research 
and development activities such as seed money for minor research projects, 
rewards for research publications, minor equipment grant, financial support to 
file patent, revenue sharing for consultancy assignments and other 
appropriate avenues. 

(viii) Teaching staff of a department organize training programs comprising one 
or two courses of relevance during the summer vacation period where a 5 or 
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10-day window is earmarked. The training program is mostly carried out by 
internal senior teacher along with external experts from IITs/NITs/IIMs etc.

(ix) The University provides incentives to the teaching staff for their special and 
high order academic accomplishments, meritorious contributions, and 
awards/recognitions at the level of state, national, and international received 
from the Government/ Government recognized bodies.

To motivate the teaching staff and to enhance their R&D activities, the 
University notifies, from time to time, specific budget for providing seed money 
for minor research projects, minor equipment grants to strengthen 
laboratories, additional grant for enhancing e-resources, etc. On publication of 
research papers in reputed journals, monetary reward is given. The teaching 
staff is also financially supported for travel/registration for attending national 
and international conferences and the University bears the entire expenditure 
involved in the fee for filling and processing of the patent applications. The 
teaching staff is financially rewarded for their published and granted patents.

5.3 WELFARE SCHEMES:

Sharda University recognizes the contribution of employees towards its 
development and progress. The University offers/provides rewarding welfare 
schemes to all employees that help creating an environment that increases 
productivity and efficiency.

5.3.1 Accident Insurance: Group Personal Accidental Insurance offers complete 
coverage in the event of death or disablement of the policyholder due to 
accidents, which is linked with the income.

5.3.2 Fee Concession to Wards: The Provision is made to financially support the 
employees of the University in the form of fees concession to their wards studying 
/ enrolling in the University subject as notified from time to time and approval from 
the Competent Authority.

5.3.3 Ph.D. Fee Wavier

An opportunity for higher studies has been provided to regular Teaching & Non-
Teaching staff of the University, to enroll in the Ph.D. program offered by the 
University. It has been decided that no tuition fees will be charged from the 
teaching / non – teaching staff. 

They will, however, have to pay for the application, registration and thesis 
submission fees applicable on the day of admission. Furthermore, they will be 
required to work in the University for a minimum period of three (3) years after 
award of the Ph.D. degree. 

The Tution Fee waiver for teaching staff may be extended only to regular teaching
members and permanent staff members of the University.
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The teaching staff pursuing Ph.D. are required to furnish an undertaking in this 
regard as at Annexure-10.

5.3.4 Employees Provident Fund: Employee Provident Fund is a savings scheme 
introduced under Employees' Provident Fund and Miscellaneous Act, 1952, 
provided to the employees of the University in accordance to the rules and 
regulations stipulated in the Act.

5.3.5 ESI: Employees' State Insurance is a social security and health insurance 
scheme, provided to the employees of the University in accordance to rules and 
regulations stipulated in the ESI Act 1948.

5.3.6 Accommodation within campus; Certain employees are required to stay in the 
University campus to discharge their duties (e.g. security, maintenance, 
examination, etc). In such cases the University provides accommodation to the 
employees and their families within in the campus.

5.3.7 Day-Care Facility: Employees can get their infants and children admitted in the 
Day-Care Centre, within the campus that has trained staff and nurses to look after 
the children from 8:30 am to 5:30 pm.

5.3.8 Transport: For employees residing in NCR, air-conditioned bus facility is 
extended at nominal charges, to ease their daily commute.

5.3.9 In Campus Facilities: Food Court/Kiosks and restaurants/canteens are available 
for meals and refreshment at subsidized rates. There is a bank on the campus, in 
addition to three ATMs working 24*7. Pharmacy & Grocery Shops are also there.
University provides 24 x 7 Wi-Fi as well. Disposal bins have been provided in 
large number to keep the campus clean and hygienic. Well-lit campus dotted with 
LED lights and solar panels. There is parking facility for staff and a spacious guest 
house.

5.3.10 Engagement Activities: Major festivals and Annual day the University are 
celebrated with includes cultural programs and refreshments meals for staff. 
Activities like cricket match, employee badminton tournament, kid's day out etc. 
are regularly conducted.

5.3.11 Concession for Employees at Sharda Hospital: Discount of 50% on Sharda 
Hospital Billing (IPD &OPD) is given to Sharda University employees and their 
dependent family members.

6. DISCIPLINE AND RELATED MATTERS:

6.1 SUSPENSION: 

The appointing authority may place an employee under suspension:
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(i) Where disciplinary proceedings are either contemplated or are in 
progress;

(ii) where a criminal case against is either under investigation or is in 
progress in the trial court;
provided a subsistence allowance of not less than one half and not more 
than three fourth of his pay is allowed to him during the period of 
suspension.

6.2   PENALTIES:

An authority not below the rank of appointing authority may, for good and 
sufficient reasons to be recorded in writing, impose on an employee any of the 
following penalties;

(i) Censure.
(ii) Withholding annual increment with cumulative effect.
(iii) Withholding promotion.
(iv) Reduction to a lower rank or to a lower stage in the time scale of Pay.
(v) Withholding promotion.
(vi) Reduction to a lower rank or to a lower stage in the time scale of Pay.
(vii) Compulsory retirement.
(viii) Removal from service without disqualification for future employment.
(ix) Dismissal from service with disqualification for future employment in the

University.

Provided that no order imposing penalties shall be passed unless:  

a) an independent inquiry conforming to the principles of natural justice 
has been conducted and the employee has been found guilty;

b) a show cause notice has been issued asking the employee to explain 
as to why the proposed penalty should not be imposed upon him.

Provided further that the procedure given above will not be necessary under the 
following circumstances:-

a) Where the dismissal, removal or reduction in rank follows the 

conviction of an employee in a criminal charge except where the 

conviction is for a minor offense like violation of traffic rules.

b) Where the authority competent to impose the aforesaid penalty is 

satisfied that, for reasons to be recorded in writing, it is not reasonably 

possible to hold an inquiry against the employee.

c) Where the Vice-Chancellor is satisfied that it would not be expedient in 

the interest of the University to hold such an inquiry.
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6.3 DISCIPLINARY ACTION:

6.3.1 Teachers of the University:

(i) A teacher of the University shall at all times maintain absolute integrity and 
devotion to duty and shall observe the Code of Professional Ethics, which 
shall form part of the agreement to be signed by the teacher at the time of 
appointment.

(ii) The breach of any of the provisions of the Code of Professional Ethics 
prescribed by the University and/ or University Grants Commission or a 
regulatory authority/ body shall be deemed to be misconduct.

(iii) A teacher of the University may be removed or his services terminated on 
one or more of the following grounds: -

a. willful neglect of duty; 
b. misconduct; 
c. breach of any of the terms of contract of service; 
d. dishonestly connected with University Examination; 
e. scandalous conduct or conviction for an offence involving moral 

turpitude;
f. physical or mental unfitness; 
g. incompetence; 
h. abolition of the post;

(iv) No order of Dismissal, Removal or Termination of the services of a 
teacher, except on the ground of a conviction for an offence involving 
moral turpitude or on abolition of the post held by such teacher, shall be 
made until a charge sheet has been served upon him, clearly stating the 
grounds on which the action is proposed to be taken and after giving him 
an opportunity to;

a. submit a written statement in his defence;
b. present his case in person; and 
c. producing a witness or witnesses in his defence as he may wish; 

provided that the Executive Council or an Officer authorized by it to 
conduct the inquiry, may, for sufficient reasons to be recorded in 
writing, refuse to call a witness(s);
provided further that the inquiry process shall be completed within a 
period of three weeks.

(v) The Vice-Chancellor in his capacity as the Chairman of the Executive 
Council may, at any time from the date of receipt of the Inquiry report, 
pass an order dismissing or removing the teacher concerned from service 
or terminate his services mentioning the ground of such dismissal, 
removal or termination.

(vi) The decision shall forthwith be communicated to the teacher concerned.
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(vii) The Vice-Chancellor may, instead of Dismissing, Removing or 
Terminating the services of a teacher, pass an order inflicting a lesser
punishment such as reduction in rank and pay scale, reduction of pay for a 
specified period not exceeding three years and/ or stoppage of increments 
with cumulative or non-cumulative effect for a specified period or depriving 
the teacher of his pay during the period of his suspension.

(viii) The disciplinary action taken by the Vice-Chancellor, in his capacity as the 
Chairman of the Executive Council, shall be reported to the Executive 
Council in its next meeting for ratification.

(ix) A teacher of the University shall be deemed to have been placed under 
suspension with effect from the date of his conviction;

a. when sentenced for a term exceeding forty-eight hours of 
imprisonment and if he has not yet been removed/dismissed from 
service;

b. if detained in custody, whether the detention is for any criminal 
charge or otherwise.

6.3.2 Non-Teaching Employees of the University:

(i) In case of an allegation of misconduct against an employee of the 
University below the rank of Deputy Registrar, if deemed necessary, the 
registrar may place the employee under suspension by an order in writing 
and institute an Inquiry to inquire into the alleged charge(s).

(ii) Based on the report of inquiry committee and severity of the misconduct, 
the Registrar may take disciplinary action, including removal/termination of 
services of the employee concerned.

(iii) No disciplinary action shall be taken and penalties imposed, until the 
employee has been given a reasonable opportunity to show cause against 
the action proposed to be taken against him. 

(iv) The removal or termination of an employee shall take effect from the date 
on which the order of removal or termination is made.

(v) An appeal against the order of the Registrar shall lie with the Vice-
Chancellor

(vi) Before initiating disciplinary action against the employees at the rank of 
Deputy Registrar and above, such as Directors, OSDs and OSD level 
Officers, the approval of the Vice-Chancellor will be necessary before 
taking an action;

provided that an appeal against the order of the Vice-Chancellor shall lie 
with the Executive Council.
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(vii) Notwithstanding anything contained in the terms of his contract of 
appointment, a non-teaching employee of the University below the rank of 
Deputy Registrar may be removed from his services by the Registrar if the 
employee; 

a. is of unsound mind and is an undercharged insolvent;
b. has been convicted by a court of law of any criminal offence or an 

offence involving moral turpitude and; 
c. is otherwise guilty of misconduct;

Provided that for action against the employees at the level of Deputy 
Registrar and above, prior approval of the Vice-Chancellor will be needed;

Provided further that no employee of the University shall be removed or 
terminated from his service unless the employee has been given a 
reasonable opportunity to defend himself.

6.4 APPEAL:

An employee aggrieved by the order of penalty imposed upon him/her, shall be 
entitled to prefer an appeal against the order within a period of one month with the 
appellate authority. The order of the appellate authority shall be final. 

6.5 CODE OF CONDUCT:

6.5.1 Every employee shall always maintain absolute integrity and devotion to duty and
be strictly impartial and objective in his official dealings.

6.5.2 Unless otherwise specifically provided in the appointment order, every employee 
shall be a whole time employee of the university and shall not engage himself 
directly or indirectly in any trade, business or any other work of whatever nature;

provided that an employee may undertake honorary work of a charitable nature or 
occasional work of literary, artistic or scientific nature, that does not interfere or 
adversely affect his official duties;

provided further that he shall discontinue such work forthwith, if directed to do so 
by the competent authority.

6.5.3 An employee shall be required to be present at the place of work during the 
scheduled working hours, save in cases where he is allowed the leave of absence 
by the competent authority for good and sufficient reasons.

6.5.4 An employee shall perform all the duties assigned to him by a competent authority
even beyond the scheduled working hours and on Sundays and Holidays, if the 
exigencies of work so demand.

6.5.5 No employee shall leave the station without prior approval of the competent 
authority.
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6.5.6 Subject to the general laws on the subject, no employee shall;

(i) be under the influence of liquor or drugs.
(ii) appear in public in a state of intoxication.
(iii) participate in demonstration, dharna etc.

6.5.7 No employee shall take part or be associated with any political party or 
organization that subscribes to or assists any movement that tends directly or 
indirectly to be subversive to the Government established by law.

6.5.8 No employee shall participate in any kind of demonstration or resort to any kind of
strike, prejudicial to the interest, integrity or security of the State, Public Order, 
Decency or which involves Contempt of Court or impinges adversely on the 
dignity of the University.

6.5.9 No employee shall, except with the permission of the competent authority or in the
bonafide discharge of his duties, participate in a Radio or TV broadcast or 
contribute an article or write a letter to any newspaper or periodical;

provided that no such permission shall be required, if such broadcast or such 
contribution is purely of literary, artistic or scientific character.

6.5.10 No employee shall, in any broadcast or communication to the press or in public 
utterances, make any statement which may amount to adverse or unfair criticism 
of the decision, policy or action of superior functionaries of the University.

6.5.11 No employee shall communicate without authorization; any information or 
document save in cases where such communication is in the normal discharge of 
duties assigned to him.

6.5.12 No employee shall, except with the permission of the competent authority, 
participate in the registration, promotion or management of any bank or company.

6.5.13 No employee shall lend or borrow money to or from any person having or likely to 
have official dealing with him.

6.5.14 An employee is expected to manage his personal affairs in a manner that it does 
not lead to insolvency or habitual indebtedness.

6.5.15 No employee shall contract a bigamous marriage in contravention of the law on 
the subject.

6.5.16 No employee shall misuse or carelessly use the facilities provided by the
University to facilitate the discharge of his official duties.
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6.5.17 No employee shall ask or permit his spouse to ask any of his subordinate 
purchase anything either on advance payment or otherwise.

6.5.18 The following acts of commission will constitute serious misconduct:

(i) Theft, fraud, deliberate falsification of records.
(ii) Fighting with/ assault on another person.
(iii) Physical violence or bullying.
(iv) Deliberate damage to University property.
(v) Act of insubordination.
(vi) Unauthorized entry to prohibited areas.
(vii) Accessing internet sites containing pornographic, offensive or obscene 

material.
(viii) Breach of health and safety rules.
(ix) Remaining absent from duty for 10 days without the information to H.O.D/ 

superior officer in line.
(x) Bribery or corruption, including taking and giving inducements.
(xi) Manipulation of University documents /records.
(xii) Failure to comply with statutory or regulatory requirements or the 

University rules, policies or procedures.
(xiii) Criminal activity or offence (Whether committed during or outside normal

working hours).
(xiv) Inappropriate relationship with student even consensual.
(xv) Violent or abusive or indecent behavior.

6.6 THE CODE OF ETHICS:

The effectiveness of a University in delivering quality education and achieving the 
targets set by it will substantially depend on the ethical standard that the
academic and employees display in day to day discharge of their duties. With a 
view to ensuring that the employees behave responsibly, a code of conduct has 
been drawn that provides a general framework of ideals and expectations from
them. The code of ethics is intended to be a self-imposed discipline for all 
employees, including the teaching members who otherwise may exercise 
academic independence.

6.6.1 Content Competence:

A teaching staff should maintain a high level of subject knowledge and must 
ensures that the content are current, accurate, and appropriate with reference to 
the requirement of the course of study.

6.6.2 Pedagogical Competence:

A pedagogically competent teaching staff:

(i) precisely communicates objectives of the course to students.
(ii) is aware of alternative instructional methods and strategies; and 
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(iii) selects method of instruction that is effective in achieving the 
objectives.

6.6.3 Student Competence:

Teaching staff must understand that his/her responsibility is the intellectual 
development of students in his area of expertise and to avoid all covert or overt 
actions and approaches detrimental to student’s development.

6.6.4 Relationship with Students:

Teaching staff must not enter into any dual relationships with the students as it 
may not only impair his/her objectivity but may also lead to actual or perceived 
favoritism.

6.6.5 Confidentiality:

Matters communicated in confidence must not be revealed without the consent of 
the student. However, an exception to this code may be resorted to only in 
legitimate academic interest or if there is a reasonable certainty that releasing 
such information is in overall interest of the university or its students.
In order to protect the confidentiality of any official information or data gained by 
an employee; a Non-Disclosure Agreement (NDA) is incorporated for all 
employees of such departments or positions dealing with non-disclosable 
information. A copy of the said NDA is at Annexure-11 which shall be duly signed 
by employee. 

6.6.6 Respect of Colleagues:

All members of University community are required to uphold the dignity of their 
colleagues and should perform their duties in coordination and cooperation of their 
colleagues.

6.6.7 Impartial Assessment of Students:

Assessment of student performance has a very significant impact on their careers 
and lives and hence due care must be taken to ensure that the assessment is 
valid, fair and congruent with the course objectives.

6.6.8 Respect of the Institution:

All the employees of the university must respect the values, the goals and the 
policies laid down by the University.
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6.6.9 Scholastic Integrity:

The controversial issues must always be examined objectively, rather than 
confining to or emphasizing on the one’s own perception and beliefs and the 
opinion of the students must be given due weightage in deciding their issues.

6.6.10 Social Responsibility:

The university employees must be aware that the ultimate purpose of education is 
the overall development of the civil society.

6.6.11 IPR (Intellectual Property Rights):

There shall be no Intellectual Property Rights with the teachers for the material
used to teach the course within the University.

The University shall have full right to claim the ownership of any intellectual 
property generated by the effort of a full time teaching staff of the University.

6.7 THE SUBJECTS AND SITUATIONS NOT COVERED

The subjects and situations not covered under these policies and regulations 
relating to Human Resource Administration shall be governed by the guidelines 
issues by the UGC and/ or any other relevant statutory authority.

6.8 POWERS TO INTERPRET THE RULES

The decision of the Vice Chancellor on all matters concerning to interpretation of 
these rules shall be final.

Note: For subjects/situations not Covered in This Policy and Procedure Manual 
Shall Be Dealt in Accordance with the UGC Regulations as notified from time to 
time.

7. GRIEVANCE REDRESSAL MECHANISM

The University is committed to creating a work environment that is free from any 
feeling of unfair and discriminatory treatment by an employee in the matter of 
interpretation and application of policies, rules and procedures laid down by the 
competent authority. To ensure that the employees do perform their duties in a 
stress free work environment and their grievances are redressed in a time bound 
manner, the University has laid down a three-tier ‘Grievance Redressal 
Mechanism’.

7.1 SCHOOL LEVEL GRIEVANCE REDRESSAL COMMITTEE:

Any grievance in the first instance will be submitted to Head of Department (HOD) 
who will try and redress it within a period of 5 days, from the receipt of written 
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representation by the aggrieved employee. In case the grievance is not resolved 
within the said period or the employee is not satisfied with the decision, the 
employee may make a representation to the ‘School Level Grievance Redressal 
Committee’.

The individual grievances received by University administration directly, will also be 
referred to School Level Committee for their redressal. However, if the School 
Level Committee feels that redressal lies at HOD level, the same will be forwarded 
to respective Head of Departments for its redressal.

The composition of the ‘School Level Grievance Redressal Committee’ shall be as 
under:

(i) Dean : Chairman
(ii) A Nominee of the Vice-Chancellor : Member
(iii) A Senior Professor of the School : Member
(iv) Dy. Registrar / Asst. Registrar of the : Secretary

School

The School Level Committee, if deemed necessary, may invite the aggrieved 
employee for personal hearing. The aggrieved employee may also seek personal 
audience with the Committee. If need be, the Committee may at its discretion 
allow the aggrieved employee to take assistance from any other employee of the 
University to present his/her case before the Committee. The Committee will have 
the powers to summon the relevant record from the concerned officials of the 
University to facilitate redressal of grievance.

The School level committee shall try to resolve the grievance within a period of 2 
weeks.

7.2 UNIVERSITY LEVEL GRIEVANCE REDRESSAL COMMITTEE:

The aggrieved individuals not satisfied with the decision of School Level
Committee may prefer an appeal to the University Level Grievance Redressal 
Committed within a period of two weeks from the receipt of the decision. 

The collective grievances of the employees or the individual grievances having 
University level ramifications shall be referred to University Level Committees
only. 

The composition of the University Level Committees shall be as under:

7.2.1 For Teaching Positions:

(i) Dean-Academic Affairs                                : Chairman
(ii) Two Deans of the Schools of Studies : Member

nominated by Vice-Chancellor
(iii) The HOD from same school / department : Member
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(iv) Dy. Registrar (HR) or equivalent : Secretary

7.2.2 For Non-Teaching Positions:

(i) Registrar   : Chairman
(ii) Advisor Policy : Member
(iii) OSD – School of Allied Health Sciences : Member
(iv) The HOD from same school / department : Member
(v) Dy. Registrar (HR) or equivalent : Secretary

7.2.3 The Committees, if felt necessary, may invite the aggrieved employee(s) for a 
personal hearing. The aggrieved employee(s) may also seek personal audience 
with the Committee. If need be, the Committee may at its discretion allow the 
aggrieved employee to take assistance from any other employee of the University 
to present his/her case.

7.2.4 The aforesaid Committees shall be meeting to review and resolve grievances 
once a quarter. Grievances of urgent nature may be taken up by the Committee 
for immediate resolution, in case the same is decided by the Vice-Chancellor, as 
an exception.

7.2.5 In cases where complaint is received against the Chairman of the Committee or 
its Member/Secretary, he/ she may recluse himself/ herself and they, to that 
extent, shall be substituted by the Vice Chancellor to examine and redressed the 
said grievance.

7.3 APPEAL TO THE VICE-CHANCELLOR:

In case the grievance is not resolved at University Level Committee or the 
employee(s) is are not satisfied with the decision of a University Level Grievance 
Redressal Committee, the aggrieved employee may prefer an appeal to the Vice-
Chancellor, within a period of 30 days. The Vice-Chancellor may dispose off the 
appeal within a period of four to six weeks of the receipt of the request. 

The decision of the Vice-Chancellor shall be final and there shall be no further 
appeal in the matter. As regards any interpretation of rules, the decision of the 
Vice-Chancellor shall be final and binding.

The complaints relating to sexual harassment are, however, not be covered under 
these rules.

8 THE INTERAL COMPLAINT COMMITTEE (ICC)

Sharda University encourages equal opportunities at work place for both male & 
female employees. In order to ensure safety of women at workplace and to 
maintain gender equality & women empowerment, the University follows the 
guidelines as mentioned in UGC (Prevention, Prohibition and Redressal of Sexual 
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Harassment of Women Employees and Students in Higher Educational 
Institutions), Regulations 2015 in its true sense.

An Internal Complaint Committee is constituted, from time to time, in accordance 
with the provisions of the Regulations, which comprises more than half women 
members as also one member drawn from NGO/Social Worker/Public 
Representative who is committed to the cause of women.

9 EXIT POLICY

Employees are important assets of the University and therefore the constant
endeavor of the University is to promote effective employees and employer 
relations by encouraging openness and trust.

Exit procedure ensures that an employee’s exit is smooth and dealt with efficiently. 
While it is essential that the employees have a good image of the University during 
the course of their employment, at the same time it is important that they retain that 
image even while severing his/ her relationship with the University.

9.1 EXIT TYPES: 

An Employee is separated from his or her services with the University due to the 
following:

9.1.1Resignation:

Resignation is the most common means of ceasing employment and is normally 
accomplished by employee deciding to separate from his services. This shall be 
based on details as in the letter of offer shared with the employee. 

9.1.2 Superannuation:

An employee superannuating at defined age shall be relieved / reinstated in 
service based on decision of the Competent Authority.

9.1.3 Abscondment :
An employee who absents himself/herself from duty without permission for a 
period exceeding 10 days will be deemed to have absconded with effect from the 
11th day of absence at his/her place of duty.

9.1.4 Termination:

i. Early termination of fixed-term employment;

A fixed-term contract may be terminated before its expiry date by the 
University:

a. During the probation period specified in the letter of appointment.
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b. On the grounds of unsatisfactory performance or gross misconduct 
(Refer the disciplinary rules of the University)

c. Where the work is no longer required to be undertaken.
d. Termination on completion of fixed term contract:

The contract of an employee appointed on fixed-term contract will 
terminate automatically at the end of the contract period. The extension of 
the contract shall be as per the decision of the University specific to the 
contracted employee.

ii. Termination due to Inefficiency/ Retrenchment:

The termination of services of an employee may be resorted to on account 
of incapacity or inefficiency. However, the following must be taken into 
account before initiating the process of termination:

a. The University must be able to demonstrate that the employee has 
consistently failed to perform up to the required standards, 
notwithstanding all possible remedial measures, including 
opportunities provided for improvement.

b. The University must be certain that the employee is incapable of 
improving or unwilling to improve his/her performance.

iii. Termination on account of Disciplinary Action:

Employees are required to uphold the highest standard of professional and 
personal behavior in University. An employee who is guilty of misconduct/ 
gross misconduct rendering him or her unsuitable for employment in the 
University is in effect, in breach of her or his contract and may therefore be 
terminated. (Refer Disciplinary policy)

9.1.5 Death:

Death of an employee employed with the University.

9.2 AIMS OF AN EXIT INTERVIEW:

(i) To establish the reason/s for leaving.
(ii) To analyse any trends in the reasons for leaving.
(iii) To elicit honest feedback of the employee’s perceptions about the 

University.
(iv) To aggregate the information gathered and utilize it for improving the

working procedures and environment if found necessary.
(v) To assess the general state of morale of the employees.
(vi) To determine whether the employee is leaving the University with positive

feelings or with unresolved concerns.
(vii) Exit interviews may be used as a way of developing retention strategies 

and serve as powerful catalysts for change and are core to good HR 
practice.
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9.3 EXIT INTERVIEW PROCEDURE:

The employee exiting the University is required to fill up an Exit Interview Form, 
and a Handing Over Form, a copy whereof is at Annexure-12 and Annexure-13. 
He/ She is also expected to fill in the No Dues Form, as at Annexure-14 and get 
the same duly endorsed by the designated authorities.

Exit interview helps HR view the University policies, procedures, systems and 
practices for improvement in these areas through the opinion shared by the 
resigned employee.
(i) Exit interview data needs to be captured in the format provided above.
(ii) For the employer initiated separation, an exit interview may not be necessary 

but all the other formalities need to be completed as decided.

9.4 CONFIDENTIALITY OF EXIT PROCESS INFORMATION:

As a matter of policy, the University will make all reasonable efforts to maintain 
confidentiality of persons completing the Exit Questionnaire and/or an Exit 
Interview.  

10. GENERAL

This Manual of Human Resource Administration (Policies and Regulations) 
supersedes all the earlier policy orders/instructions on the subject. 

--



Annexure (Manual of HR Administration (Policies & Regulations), Amended vide 21st EC, 29.12.2021) Page i

Annexure 1

DIRECT RECRUITMENT NORMS FOR THE TEACHING DISCIPLINES

a) DISCIPLINES OF ARTS, COMMERCE, HUMANITIES, EDUCATION, LAW, SOCIAL SCIENCES, 
SCIENCES, BIOTECHNOLOGY& SCIENCES, LANGUAGES, AGRICULTURE, VISUAL ART & OTHER 
TRADITIONAL ART FORMS

I. Assistant Professor:
Eligibility (A or B or C):

A. 
(i) A Master‘s degree with 55% marks (or an equivalent grade in a point-scale wherever the grading 

system is followed) in a concerned/relevant/allied subject from an Indian University, or an 
equivalent degree from an accredited foreign university.

(ii) Besides fulfilling the above qualifications, the candidate must have cleared the National Eligibility 
Test (NET) conducted by the UGC or the CSIR or ICAR, or a similar test accredited by the UGC, 
like SLET/SET or who are or have been awarded a Ph. D. Degree in accordance with the 
University Grants Commission (Minimum Standards and Procedure for Award of M.Phil./Ph.D. 
Degree) Regulations, 2009 or 2016 and their amendments from time to time as the case may be 
exempted from NET/SLET/SET:

Provided, the candidates registered for the Ph.D. programme prior to July 11, 2009, shall be 
governed by the provisions of the then existing Ordinances/Bye-laws/Regulations of the Institution 
awarding the degree and such Ph.D. candidates shall be exempted from the requirement of 
NET/SLET/SET for recruitment and appointment of Assistant Professor or equivalent positions in 
Universities/Colleges/Institutions subject to the fulfillment of the following conditions:-

(iii) The Ph.D. degree of the candidate has been awarded in a regular mode;
(iv) The Ph.D. thesis has been evaluated by at least two external examiners;
(v) An open Ph.D. viva voce of the candidate has been conducted;
(vi) The Candidate has published two research papers from his/her Ph.D. work, out of which at least 

one is in a refereed journal;
(vii) The candidate has presented at least two papers based on his/her Ph.D work in 

conferences/seminars sponsored/funded/supported by the UGC / ICSSR/ CSIR or any similar 
agency.

The fulfillment of these conditions is to be certified by the Registrar or the Dean (Academic Affairs) 
of the University concerned.

Note: NET/SLET/SET shall also not be required for such Masters Programmes in disciplines for 
which NET/SLET/SET is not conducted by the UGC, CSIR or similar test accredited by the UGC, 
like SLET/SET.

OR

B. The Ph.D degree has been obtained from a foreign university/institution with a ranking among top 
500 in the World University Ranking (at any time) by any one of the following: (i) Quacquarelli 
Symonds (QS) (ii) the Times Higher Education (THE) or (iii) the Academic Ranking of World 
Universities (ARWU) of the Shanghai Jiao Tong University (Shanghai).

OR

C. Only for Visual Arts Specialization

A traditional or a professional artist with highly commendable professional achievement in the 
subject concerned having a Bachelor’s degree, who has:

(i) Studied under a note /reputed traditional Master(s) / Artist(s) 
(ii) Has been ‘A’ grade artist of AIR/Doordarshan
(iii)Has the ability to explain, with logical reasoning the subject concerned, and
(iv)Has adequate knowledge to teach theory with illustrations in the discipline concerned
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II. Associate Professor:
Eligibility (A or B):

A.
(i) A good academic record, with a Ph.D. Degree in the concerned/allied/relevant disciplines.
(ii) A Master‘s Degree with at least 55% marks (or an equivalent grade in a point-scale, wherever the 

grading system is followed).
(iii)A minimum of eight years of experience of teaching and / or research in an academic/research 

position equivalent to that of Assistant Professor in a University, College or Accredited Research 
Institution/industry with a minimum of seven publications in the peer-reviewed or UGC-listed 
journals.

OR
B. Only for Visual Arts Discipline

A traditional or a professional artist with highly commendable professional achievement having 
Master’s degree in the subject concerned, who has:

(i) Has been ‘A’ grade artist of AIR/Doordarshan
(ii) Eight years’ experience of outstanding performing achievement in the field of specialization
(iii) experience in designing of new courses and / or curricula
(iv) participated in National level Seminars/Conferences/Concerts in reputed institutions and
(v) ability to explain, with logical reasoning, the subject concerned and adequate knowledge to 

teach theory with illustrations in the said discipline 

III. Professor:
Eligibility (A or B or C):

A.
(i) An eminent scholar having a Ph.D. degree in the concerned/allied/relevant discipline, and 

published work of high quality, actively engaged in research with evidence of published work 
with, a minimum of 10 research publications /6 research publications (Visual Arts Discipline) in 
the peer-reviewed or UGC-listed journals and a total research score of 120. Candidate with 
good academic credentials / research outcome / academic administration will be preferred for 
the post.

(ii) A minimum of ten years of teaching experience in university/college as Assistant 
Professor/Associate Professor/Professor, and / or research experience at equivalent level at 
the University/National Level Institutions with evidence of having successfully guided doctoral 
candidate

OR

B. An outstanding professional, having a Ph.D. degree in the relevant/allied/applied disciplines, 
from any academic institutions (not included in A above) / industry, who has made significant 
contribution to the knowledge in the concerned/allied/relevant discipline, supported by documentary 
evidence provided he/she has ten years’ experience.

OR
C. Only for Visual Arts Discipline

A traditional or a professional artist, with highly-commendable professional achievement, in the 
subject concerned:

(i) Having Master’s degree, in the relevant subject.
(ii) Has been ‘A’-grade artist of AIR/Doordarshan.
(iii) Has Ten years of outstanding performing achievements in the field of specialization.
(iv) Has made significant contributions in the field of specializations and ability to guide research;
(v) Has participated in National/ International Seminars/ Conferences/ Workshops/ Concerts and/ 
or recipient of National/ International Awards/ Fellowships;
(vi) Has the ability to explain with logical reasoning the subject concerned, and 
(vii) Has adequate knowledge to teach theory with illustrations in the said discipline.
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b). DISCIPLINES OF JOURNALISM & MASS COMMUNICATION AND DRAMA

I. Assistant Professor 
Eligibility (A or B or C)

A.
(i) Master‘s Degree with 55% marks (or an equivalent grade in a point scale wherever grading 

system is followed) in the relevant subject or an equivalent degree from an Indian/foreign University.

(ii) Besides fulfilling the above qualifications, the candidate must have cleared the National Eligibility 
Test (NET) conducted by the UGC or the CSIR or a similar test accredited by the UGC, like SLET/SET 
or who are or have been awarded a Ph.D. Degree in accordance with the University Grants 
Commission (Minimum Standards and Procedure for Award of M.Phil./Ph.D. Degree) Regulations, 
2009, or 2016, and their amendments from time to time as the case may be.

Provided further, candidates registered for the Ph.D. programme, prior to July 11, 2009, shall be 
governed by the provisions of the then existing Ordinances/Bye-laws/Regulations of the Institutions 
awarding the degree and such Ph.D. candidates shall be exempted from the requirement of 
NET/SLET/SET for recruitment and appointment of Assistant Professor or equivalent positions in 
Universities/Colleges/Institutions, subject to the fulfillment of the following conditions: -

a) The Ph.D. degree of the candidate has been awarded in the regular mode;
b) The Ph.D. thesis has been evaluated by at least two external examiners;
c) An open Ph.D. viva voce of the candidate has been conducted;
d) The candidate has published two research papers from his/her Ph.D. work out of which at least 

one must be in a refereed journal;
e) The candidate has presented at least two research papers based on his/her Ph.D. work in 

conferences/seminars supported/funded/ sponsored by the UGC/CSIR/ICSSR or any other similar 
agency.

Note:
(i) The fulfillment of these conditions is to be certified by the Registrar or the Dean (Academic Affairs) 

of the University concerned.
(ii) NET/SLET/SET shall also not be required for such Masters Programmes in disciplines for which 

the NET/SLET/SET is not conducted by the UGC, CSIR or similar test accredited by the UGC, like 
SLET/SET.

OR

B. The Ph.D degree has been obtained from a foreign university/institution with a ranking among top 
500 in the World University Ranking (at any time) by any one of the following: (i) Quacquarelli 
Symonds (QS) (ii) the Times Higher Education (THE) or (iii) the Academic Ranking of World 
Universities (ARWU) of the Shanghai Jiao Tong University (Shanghai).

OR
C. Only for Drama Discipline

A traditional or a professional artist, with highly-commendable professional achievement, in the 
subject concerned,

(i) Having Master’s degree, in the relevant subject
(ii) Has been ‘A‘-grade artist of AIR/Doordarshan
(iii) Has Ten years of outstanding performing achievements in the field of specialization
(iv) Has made significant contributions in the field of specializations and ability to guide research;
(v) Has participated in National/International Seminars/Conferences/ Workshops/Concerts and/ or 
recipient of National/International Awards/Fellowships;
(vi) Has the ability to explain with logical reasoning the subject concerned, and
(vii) Has adequate knowledge to teach theory with illustrations in the said discipline.
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II. Associate Professor
Eligibility (A or B)

A. 

(i) A good academic record, having a Ph.D degree with performing ability of high professional 
standards certified by an Expert Committee constituted by the University concerned for the said 
purpose.
(ii) Eight years’ experience of teaching in a University/College and/ or research in a 
University/national level institutions equal to that of Assistant Professor in a University/College.
(iii) A significant contribution to knowledge in the subject concerned, as evidenced by the quality 
publications.

OR

B. Only for Drama Discipline

A traditional or a professional artist, having highly commendable professional achievement in the 
subject concerned, has a Master’s degree, who has:
(i) Been recognized artist of Stage/ Radio/TV;
(ii) Eight years of outstanding performance in the field of specialization;
(iii) Experience of designing new courses and /or curricula;
(iv) Participated in Seminars/Conferences in reputed institutions; and
(v) The ability to explain with logical reasoning the subject concerned and adequate knowledge 
to teach theory with illustrations in the said discipline.

III. Professor
Eligibility (A or B)
A.
An eminent scholar having a Ph.D. degree in the concerned/allied/relevant discipline, and 
published work of high quality, actively engaged in research with evidence of published work with, 
a minimum of 10 research publications /6 research publications (Drama Discipline) in the peer-
reviewed or UGC-listed journals and a total research score of 120. Candidate with good academic 
credentials / research outcomes / academic administration will be preferred for the post.

OR
B. 
A traditional and a professional artist, having highly commendable professional achievement in the 
subject concerned, who has:

(i) Master’s degree, in the relevant subject;
(ii) Ten years of outstanding performing achievements in the field of specialization;
(iii)Made significant contribution in the field of specialization
(iv)Guided research;
(v) Participated in National/International Seminars/Conferences/Workshops and/or 

recipient of National/International Awards/Fellowships;
(vi) Ability to explain with logical reasoning the subject concerned;
(vii) Adequate knowledge to teach theory, with illustrations in the said discipline.

c). DISCIPLINES OF ENGINEERING & TECHNOLOGY AND MANAGEMEMENT

I. Assistant Professor

(i) Engineering & Technology
Essential: First Class Master’s Degree in the appropriate branch of Engineering & Technology.

Without prejudice to the above, the following conditions may be considered desirable: 
(i) Teaching, research industrial and / or professional experience in a reputed organization;
(ii) Papers presented at Conferences and / or in refereed journals.
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(ii). Management 
Essential:

(i) First Class Master’s Degree in Business Management / Administration / in a relevant 
management related discipline or first class in two year full time PGDM declared equivalent 
by AIU / accredited by the AICTE / UGC;

OR

(ii) First Class graduate and professionally qualified Charted Accountant / Cost and Works 
Accountant / Company Secretary of the concerned statutory bodies.

Desirable:
Teaching, research, industrial and / or professional experience in a reputed organization;
(i) Paper presented at Conferences and / or published in refereed journal.

Note: 
Candidates who have done Ph.D. after the Bachelor’s Degree from institution of National importance 
with GATE/ GPAT/ CEED shall be eligible for the post of Assistant Professor

II. Associate Professor

(i). Engineering & Technology
Essential: 
A Ph.D. Degree with First Class at Bachelor’s or Master’s Degree in the appropriate branch of 
Engineering & Technology, and experience of eight years in teaching, research and / or industry at the 
level of Assistant Professor, excluding period spent on obtaining the research degree.

OR

In the event the candidate is from industry and the profession, the following shall constitute as 
essential:
(i) First Class Master’s Degree in the appropriate branch of Engineering & Technology.

(ii) Significant professional work which can be recognized as equivalent to a Ph.D. Degree in 
appropriate branch of Engineering, & Technology, and industrial / professional experience of eight 
years in a position equivalent to the level of Assistant Professor.

Provided that the recognition for significant professional work shall be valid only if the same is 
recommended unanimously by a 3-Member Committee of Experts appointed by the Vice-Chancellor of 
the University.

Without prejudice to the above, the following conditions may be considered desirable:
(i) Teaching, research industrial and / or professional experience in a reputed   organization;
(ii) Published work, such as research papers, patents filed / obtained, books, and / or technical 

reports;
(iii) Experience of guiding the project work / dissertation of PG / Research students or supervising 

R&D projects in industry.

OR

    (ii). Management
Consistently good academic record with at least 55% marks (or an equivalent grade in a point
scale wherever grading system is followed) in Master’s Degree in Business Management / 
Administration / in a relevant management related discipline or first class in two years full time 
PGDM declared equivalent by AIU / recognized by the AICTE / UGC;

OR

First Class graduate and professionally qualified Charted Accountant / Cost and    works 
Accountant / Company Secretary of the concerned statutory body.
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(i) Ph.D. or Fellow of Indian Institute of Management or of an Institute recognized   by AICTE and 
declared equivalent by the AIU.

(ii) A minimum of eight years experience of teaching / industry / research / professional at 
managerial level excluding the period spent for obtaining the research degree

OR

(iii). In the event the candidate is from industry and the profession, the following requirements shall 
constitute as essential requirements:

a) Consistently good academic record with at least 55% marks (or an equivalent grade in a 
point scale wherever grading system is followed) in Master’s Degree in Business 
Management / Administration / in a relevant management related discipline or first class in 
two years full time PGDM declared equivalent by AIU / recognized by AICTE / UGC,

OR

First Class graduate and professionally qualified Charted Accountant / Cost and Works 
Accountant/ Company Secretary of the concerned statutory body.

b). A minimum of ten years of experience of teaching industry / research / profession out of 
which five years must be at the level of Asst Prof or equivalent excluding the period spent for 
obtaining research degree. The candidate should have Professional work experience, which 
is significant and can be recognized at national / international level as equivalent to Ph.D. and 
ten years managerial experience in industry / profession. Of which at least five years should 
be at the level comparable to that of Asst Prof/Lecturer.

Without prejudice to the above, the following conditions may be considered desirable:
(i) Teaching, research industrial and / or professional experience in a reputed organization;
(ii) Published work, such as research papers, patents filed / obtained, books and / or technical 

reports; and
(iii)Experience of guiding the project work /dissertation of PG / Research Students or supervising 

R&D projects in industry.

III. Professor

(i). Engineering & Technology
Essential:
A Ph.D. Degree with First Class at Bachelor’s or Master’s Level in the appropriate branch of 
Engineering, & Technology, and experience of ten years in teaching, research and / or industry.Out of 
which at least five years at the level of Assistant Prof/Reader or equivalent grade.

OR

In the event the candidate is from industry and the profession, the following shall constitute as 
essential:

(i) First Class Master’s Degree in the appropriate branch of Engineering & Technology.
(ii) Significant professional work which can be recognized equivalent to a Ph.D. Degree in appropriate 

branch of Engineering, & Technology, and industrial / professional experience of ten years. Out of 
which at least five years at senior level of Assistant Prof/Reader or equivalent grade.

Provided that the recognition for significant professional work shall be valid only if the same is 
recommended unanimously by a 3-Member Committee of Experts appointed by the Vice-Chancellor 
of the University.

Without prejudice to the above, the following conditions may be considered desirable:

(i) Teaching, research, industrial and / or professional experience in a reputed organization;
(ii) Published work, such as research papers, patents filed / obtained, books, and / or 
technical reports;
(iii) Experience of guiding the project work / dissertation of PG / Research Students or 
supervising R&D projects in industry;
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(iv) Demonstrated leadership in planning and organizing academic, research, industrial and / 
or professional activities; and 
(v) Capacity to undertake / lead sponsored R&D, consultancy and related activities.

OR

  (ii). Management 
Consistently good academic record with at least 55% marks (or an equivalent grade in a point scale 
wherever grading system is followed) in Master’s Degree in Business Management / Administration / 
in a relevant discipline or consistently good academic record with at least 55% marks (or an 
equivalent grade in a point scale wherever grading system is followed) in two year full time PGDM 
declared equivalent by AIU / recognized by the AICTE / UGC;

OR

First Class graduate and professionally qualified Chartered Accountant / Cost and works 
Accountant/ Company Secretary of the concerned statutory body.

(i) Ph.D. or Fellow of Indian Institute of Management or of an Institute recognized    by AICTE and 
declared equivalent by the AIU.
(ii) A minimum of ten years’ experience of teaching / industry / research / profession out of which 
five years must be at the level of Reader or equivalent, excluding the period spent for obtaining the 
research degree.

OR
(iii). In the event the candidate is from industry, the possession of the following shall constitute as 
essential:

a) Consistently good academic record with at least 55% marks (or an equivalent grade in a point 
scale wherever grading system is followed) in Master’s Degree in Business Management / 
Administration / in a relevant management related discipline or consistently good academic 
record with at least 55% marks (or an equivalent grade in a point scale wherever grading 
system is followed) in two years full time PGDM declared equivalent by AIU / recognized by the 
AICTE / UGC.

OR

First Class graduate and professionally qualified Charted Accountant / Cost and works 
Accountant/ Company Secretary of the concerned statutory body.

b).  The candidate should have professional work experience which is significant and can be 
recognized at national / International level as equivalent to Ph.D. and twelve years’ managerial 
experience in industry / profession.  Of which at least eight years at a level comparable to that of 
Reader/Asst Prof.

          Without prejudice to the above, the following conditions may be considered desirable:

(i) Teaching, Research, Industrial and / or Professional experience in a reputed organization;
(ii) Published work, such as research papers, patents filed / obtained, books and / or technical 

reports;
(iii) Experience of guiding the project work / dissertation of PG / Research Students or supervising 

R&D projects in industry;
(iv) Demonstrated leadership in planning and organizing academic, research, industrial and / or 

professional activities; and
(v) Capacity to undertake / lead sponsored R&D consultancy and related activities.

IV. Distinguished Professor / Senior Professor (Applicable for all disciplines cited above 
from Points 1 to 2)

Eligibility
10 percent of the existing sanctioned strength of Professors in the university may be appointed as 
Senior Professor in the universities, through direct recruitment.
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(i) An eminent scholar with Ph. D. degree in relevant field and

(ii) Minimum ten years of experience in the cadre of Professor or an equivalent grade in a University 
or institute of national level 

AND

(iii) High quality research publications in Peer reviewed or UGC listed journals with at least 8 research 
publications in SCI journals / UGC / AICTE approved list of journals, should have at least 2 successful 
Ph. D. guided as Supervisor / Co-Supervisor as a Professor. 

OR

(iv) At least 8 research publications in SCI journals / UGC / AICTE approved list of journals, should 
have provided academic leadership as institution head at least for 3 years at the level of Professor. 

OR

(v) At least 8 research publications in SCI journals / UGC / AICTE approved list of journals, should 
have provided educational leadership at state / national level at least for 3 years at the level of 
Professor. 

AND

(vi) At least one patent awarded.

OR

(vii). Development of one MOOC course applicable at national platform.

Note: 
(i) The selection of Senior Professor shall also be based on academic achievements, favourable 
review of academic, research and administrative work from three eminent subject experts not below 
the post of Senior Professor or a Professor of at least ten years of experience.
(ii) The selection shall be based on ten best publications and award of Ph.D. degrees to at least two 
candidates under his / her supervision during the last 10 years and interaction with the Selection 
Committee constituted as per this regulation.

d).  DISCIPLINE OF ARCHITECTURE & PLANNING

I. Assistant Professor 
Eligibility
(i) First class Bachelor’s Degree. 

OR
(ii) Bachelor’s Degree in Architecture AND First class M.Arch. or equivalent.

Experience *(Excluding time period for acquisition of PG /Ph.D qualifications) One year 
experience.

(Relaxation in experience may be given to candidates having M.Arch. degree (or equivalent) from 
University recognized by UGC or other competent authority)

II. Associate Professor 
Eligibility
(i) First class Bachelor’s Degree in Architecture AND M.Arch or equivalent.

OR

(ii) Bachelor’s Degree in Architecture AND First class M.Arch. or equivalent. 

OR
(iii) First class Bachelor’s Degree in Architecture AND Ph.D in Architecture

Experience * (Excluding time period for acquisition of PG /Ph.D qualifications)



Annexure (Manual of HR Administration (Policies & Regulations), Amended vide 21st EC, 29.12.2021) Page ix

Eight year’s experience out of which Minimum Three years Teaching experience as full time** / Five 
years Teaching experience as Visiting Faculty. OR 
Ten years Practice experience.
(Relaxation upto three years in teaching experience may be given to candidates having M.Arch 
degree (or equivalent) and Ph.D in Architecture from University recognised by UGC or other 
competent authority)

III. Professor 
Eligibility

(i) First class Bachelor’s Degree in Architecture AND M.Arch or equivalent. 

OR

(ii) Bachelor’s Degree in Architecture AND First class M.Arch. or equivalent. 

OR

(iii) First class Bachelor’s Degree in Architecture AND Ph.D in Architecture
Experience *(Excluding time period for acquisition of PG /Ph.D qualifications)
Thirteen years’ experience out of which Minimum Five years Teaching experience as Associate 
Professor 

OR

Fifteen years Practice experience out of which Minimum Five years Teaching experience as Visiting 
Faculty (Relaxation upto three years in teaching experience may be given to candidates having 
M.Arch degree (or equivalent) and Ph.D in Architecture from University recognized by UGC or other 
competent authority)

Note:
(i) Ph.D. in Architecture shall be Ph.D. degrees conferred by recognised Indian Universities on any 

topic related to various subjects taught in Architecture. Ph.D. in Architecture awarded by 
universities outside India shall be considered equivalent only after such certification from 
Association of Indian Universities and/or any other competent authority of the Central/State 
Government.

(ii) Of the full time faculty members, minimum 50% must be on permanent posts and rest may be on 
tenure basis. 

IV. Principle / Senior Professor
Eligibility
(i) First class Bachelor’s Degree in Architecture AND M.Arch or equivalent.

OR

(ii) Bachelor’s Degree in Architecture AND First class M.Arch. or equivalent.

OR

(iii) First class Bachelor’s Degree in Architecture AND Ph.D in Architecture

Experience * (Excluding time period for acquisition of PG /Ph.D qualifications)
Eighteen years’ experience out of which Minimum Eight years Teaching experience as Associate 
Professor 

OR

Twenty years Practice experience out of which Minimum Ten years Teaching experience as Visiting 
Faculty (Relaxation upto three years in teaching experience may be given to candidates having 
M.Arch degree (or equivalent) and Ph.D in Architecture from University recognized by UGC or other 
competent authority)

e). DISCIPLINE OFDESIGN

I. Assistant Professor 
Eligibility
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(i) UG /PG/Diploma in relevant area from a recognized institute or University of national 
/international repute, with required years of relevant experience in teaching/research/industry. 
Candidates with a Ph.D. degree in the relevant area will be given preference. All candidates who 
do not possess PhD degree shall be encouraged to obtain the same within 5 years from the date of 
appointment.

(ii) Total Minimum relevant experience required:
 4-years UG Diploma/Degree – 5 years (+1 year if its a 3-year UG degree/diploma)
 2 years PG Diploma/degree – 2 years ( +1 year if duration < 2 year) 

Age Limit
Upto 35 years (Maximum age limit relax able upto 7 years in case of NIF Temployee and upto 5 
Years deserving candidates possessing higher educational qualifications/ experience)

II. Associate Professor 
Eligibility
(i) UG /PG/Diploma in relevant area from a recognized institute or University of national /international 

repute, with required years of relevant experience in teaching/research/industry of which at least 5 
years must be at the level of Assistant Professor and (or) equivalent to NIFT pay scales for the 
cadre. Candidates with a Ph.D. degree in the relevant area will be given preference. All candidates 
who do not possess PhD degree shall be encouraged to obtain the same within 5 years from the 
date of appointment.

(ii) Total Minimum relevant experience required:
 4-years UG Diploma/Degree –10 years ( +1 year if its a 3-year UG degree/diploma)

 2 years PG Diploma/degree – 7 years ( +1 year if duration < 2 year) 

 Ph.D Degree – 3 years

Age Limit:
Upto 45 years (M a x i m u m age limit relaxableupto 7 years in case of NIFT e m p l o y e e s and 
upto 5 y e a r s d e s e r v i n g c a n d i d a t e s po s s e s sing h i g h e r educational 
qualifications / experience). 

III. Professor 
Eligibility

(i) UG /PG/Diploma in relevant area from a recognized institute or University of national 
/international repute, with required years of relevant experience in teaching/research/industry of 
which at least 5 years must be at the level of Associate Professor and (or) equivalent to NIFT pay 
scales for the cadre. Candidates with a Ph.D. degree in the relevant area will be given preference. 
All candidates who do not possess PhD degree shall be encouraged to obtain the same within 5 
years from the date of appointment.

(ii) Total Minimum relevant experience required:
 4-years UG Diploma/Degree –15years ( +1 year if its a 3-year UG degree/diploma)

 2 years PG Diploma/degree – 12 years ( +1 year if duration < 2 year) 

 Ph.D Degree – 8 years

IV. Distinguished Professor / Senior Professor
Eligibility

(i) An eminent scholar / professional with published work of high quality actively engaged in research 
design with over 15 years of experience in post-graduate teaching and / or research at the 
university / national level institutions, including experience of guiding research at the Doctoral level 
(or) an outstanding scholar with established reputation, who has made significant contribution to 
knowledge. 

(or)
(ii) Doctoral Degree (or) equivalent from an Indian University / Institute or an Institute of international 

repute or international university in the relevant areas of Design / Industrial Design with teaching 
and research experience of 15 years out of which minimum 5 years as a Professor.
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f). DISCIPLINE OF PHARMACY

I. Assistant Professor / Lecturer 
Eligibility
i) First Class B.Pharm with Master’s degree in Pharmacy (M.Pharm) in appropriate branch of 

specialization in Pharmacy.
ii) A PCI recognized Pharm.D degree holder shall also be eligible for the posts of Lecturer/Assistant 

Professor in the subjects of pathophysiology, pharmacology and pharmacy practice.

Essential: A lecturer will be re-designated as Assistant Professor after 2 years of teaching experience 
in PCI approved/ recognized Pharmacy College.

II. Associate Professor 
Eligibility
i) Basic degree in pharmacy (B.Pharm). First Class B.Pharm with Master’s degree in Pharmacy 

(M.Pharm) in appropriate branch of specialization in Pharmacy (Qualification must be PCI recognized). 
ii) A PCI recognized Pharm.D degree holder shall also be eligible for the posts of Associate 

Professor in the subjects of pathophysiology, pharmacology sand pharmacy practice. 
iii) Associate Professor shall acquire PCI recognized Ph.D in any of Pharmacy subjects within 7 

years to become eligible for the post of Professor.

Essential:  3 years of experience in teaching or research at the level of Assistant Professor or 
equivalent in PCI approved/ recognized Pharmacy College.

III. Professor 
Eligibility
i) First Class B.Pharm with Master’s degree in Pharmacy (M.Pharm) in appropriate branch of 

specialization in Pharmacy or Pharm.D (Qualifications must be PCI recognized). 
With Ph.D degree in any of Pharmacy subjects (Ph.D. Qualifications must be PCI recognized). 

Essential:   15 years of experience in teaching or research out of which 5 years must be as 
Professor/HOD in a PCI approved/ recognized pharmacy college.

Desirable: Administrative experience in a responsible position.

IV. Distinguished Professor / Senior Professor
Eligibility
First Class B.Pharm with Master’s degree in Pharmacy (M.Pharm) in appropriate branch of 

specialization in Pharmacy or Pharm.D (Qualifications must be PCI recognized). 
ii)  With Ph.D degree in any of Pharmacy subjects (Ph.D. Qualifications must be PCI recognized). 

Essential:  10 years of experience in teaching in PCI approved/ recognized Pharmacy College or 
research experience out of which 5 years must be as Associate Professor in PCI approved/recognized 
Pharmacy College.

g). DISCIPLINE OF MEDICAL SCIENCES OR DENTAL SCIENCES OR NURSING SCIENCES OR 
ALLIED HEALTH SCIENCES

CRITERIA FOR SELECTION OF THE MANPOWER-JOB SPECIFICATINS

Position/ Level Qualification Experience
(Years)

Age
(Years)

License / 
Registration

Medical Director MBBS, MD/MS & MHA or Equivalent 25 – or 
above

45- or 
above

Valid DMC

Director 
(Administration/Operations)

MBBS, MD/MS ,MHA or Equivalent or 
Retired Commissioned Officers in the 
rank of Brigadier with experience in 
running Hospitals

20- or above 45- or 
above

Valid DMC

Clinical Directors MBBS, MD,PG  or Equivalent in the 25 –or 45- or Valid DMC
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Specilization above above
Director (Research) MBBS, MD, or Equivalent 25 –or 

above
45- or 
above

Valid DMC

Medical Superintendent MBBS, MHA/ MBA or Equivalent 15 –or 
above

30- or 
above

Valid DMC

Addl/ Dy. Medical 
Superintendent

MBBS, MHA/ MBA or Equivalent 5 –or above 25- or 
above

Valid DMC

Assistant Medical 
Superintendent

MBBS, MHA/ MBA or Equivalent 3 –or above 25- or 
above

Valid DMC

Finance Controller (Finance) MBA (Finance)/ M.Com./ CA/ ICWA or 
equivalent

25- or above 45- or 
above

Assistant General Manager 
(Finance)

MBA (Finance)/ M.Com./ CA/ ICWA or 
equivalent.

20 –or 
above

40- or 
above

Senior Manager /Manager
(Finance & Accounts/ Billing)

MBA (Finance)/ M.Com./ CA/ ICWA or 
equivalent

10 –or 
above

30- or 
above

Manager (Marketing) MBA (Marketing)/ MHA/  PGDBA or 
equivalent

12 –or 
above

40- or 
above

Head  HR / GM HR MBA (HR)/ Post Graduate Degree or 
Diploma with Specialization in HR/ 
Personnel/ IR or equivalent

15 –or 
above

42- or 
above

Head / Sr.Manager (I.T.) MCA/ MCM or equivalent 05 –or 
above

42- or 
above

General Manager 
(Engineering)

Degree Diploma-Engineering 15 –or 
above

40- or 
above

Manager (Catering) Degree/ Diploma in Hotel 
Management +  Graduation

10 –or 
above

32- or 
above

Manager (Front Office) Graduate/ Post Graduate in any 
stream. Degree/ Diploma in 
Management will be preferred.

10 –or 
above

32- or 
above

Manager on Duty Graduate / Post Graduate PG Diploma 
or MBA 

10 –or 
above

35-or 
above

Manager (Administration)/ 
Liaisoning

Graduate/ Post Graduate in any 
stream. Degree/ Diploma in 
Management/ LL.B. will be 
preferred/Ex-servicemen will be 
considered

10 –or 
above

32- or 
above

Head-Security&Liaisoning Graduate with Defense/ Para Military/ 
Police Background in JCO or 
equivalent level. Exposure in Civil Set 
up will be preferred.

15 –or 
above

45- or 
above

Head
(House Keeping)

Graduate/ Post Graduate. Hotel 
management Diploma will be 
preferred.

15 –or 
above

40- or 
above

Manager (Laundry) Graduate preferably with Diploma 
in Hotel Management OR Hands-
on Experience of laundry 
processing

10 –or above 35- or 
above

General Manager (Purchase) Graduate/Post Graduate with 
Degree/Diploma in Material 
Management/Hospital 
Administration OR any other 
relevant qualification)/ Ex-
servicemen with experience in 
Logistics/ Stores shall be 
considered.  

15- or above 45- or 
above

Manager (Stores) Graduate/Post Graduate with 
Degree/Diploma in Material 
Management/Hospital 
Administration OR any other 
relevant qualification)/ Ex-

10- or above 32- or 
above
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servicemen with experience in 
Logistics/ Stores shall be 
considered.   

Manager 
(Public Relation)

Graduate/ Post Graduate in any 
stream. Degree/ Diploma in Mass 
Communication/Hotel 
Management/Hospital 
administration/ will be preferred

10- or above 32- or 
above

Deputy Manager
(Finance & Accounts/ Billing)

MBA 
(Finance)/CA(Inter)ICWA(Inter)/M
com or equivalent

8 – or above 26- or 
above

Deputy Manager
(Marketing)

MBA (Marketing)/ PGDBA or 
equivalent

8 – or above 26- or 
above

Deputy Manager
(Personnel & HR)

Graduate/Postgraduate/Degree/Di
ploma in Personnel/HRM

8 – or above 25- or 
above

Deputy Manager (I.T.) MCA/ B.tech/BE/PGDCA or 
equivalent

8 – or above 26- or 
above

Deputy Manager (Engineering) Degree/Diploma (Electrical/ 
Mechanical/Civil)

8 – or above 26- or 
above

Deputy Manager (Catering) Degree/ Diploma in Hotel 
Management

8 – or above 26- or 
above

Deputy Manager (Front Office) Graduate/ Post Graduate in any 
stream. Degree/ Diploma in 
Management will be preferred.

8- or above 30- or 
above

Deputy Manager 
(Administration/Liasion)

Graduate/ Post Graduate in any 
stream. Degree/ Diploma in 
Management/ LL.B. will be 
preferred/Ex-servicemen will be 
considered

8- or above 30- or 
above

Deputy Manager 
(Security/Liaison)

Graduate with Defense/ Para 
Military Background in SNCO or 
equivalent level. Exposure in Civil 
Set up will be preferred

15- or above 30- or 
above

Deputy Manager 
(House Keeping)

Graduate/ Post Graduate Special 
Qualification if any in the relevant 
field will be preferred

8- or above 26- or 
above

Deputy Manager (Laundry) Graduate preferably with Diploma 
in Hotel Management/ Textile 
Engineering or Hands-on 
Experience of laundry processing

8- or above 26- or 
above

Deputy Manager (Purchase) Graduate/Post Graduate with 
Degree/Diploma in Material 
Management/Hospital 
Administration OR any other 
relevant qualification)/ Ex-
serviceman with experience in 
Logistics/ Stores shall be 
considered

8- or above 26- or 
above

Deputy Manager (Stores) Graduate/Post Graduate with 
Degree/Diploma in Material 
Management/Hospital 
Administration OR any other 
relevant qualification)/ Ex-
serviceman with experience in 
Logistics/ Stores shall be 
considered

8- or above 26- or 
above

Deputy Manager 
(PR/ Liaison)

Graduate/ Post Graduate in any 
stream. Degree/ Diploma in 
Management/ MHA will be 
preferred

8- or above 26- or 
above
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Assistant  Manager (Finance & 
Accounts/ Billing)

MBA 
(Finance)/CA(Inter)ICWA(Inter)/M
com or equivalent

5- or above 26- or 
above

Assistant  Manager (Marketing) MBA (Marketing)/ PGDBA or 
equivalent

5- or above 22- or 
above

Assistant Manager  
(Personnel & HR)

Graduate/Postgraduate/Degree/Di
ploma in Personnel/HRM

5- or above 25- or 
above

Assistant Manager (I.T.) MCA/ B.tech/BE/PGDCA or 
equivalent

5- or above 22- or 
above

Assistant  Manager 
(Engineering)

Degree/Diploma (Electrical/ 
Mechanical/Civil

5- or above 25- or 
above

Assistant  Manager (Catering) Degree/ Diploma in Hotel 
Management

5- or above 25- or 
above

Assistant  Manager (Front 
Office)

Graduate/ Post Graduate in any 
stream. Degree/ Diploma in 
Management will be preferred.

5- or above 24- or 
above

Assistant  Manager 
(Administration/Liasion)

Graduate/ Post Graduate in any 
stream. Degree/ Diploma in 
Management/ LL.B. will be 
preferred

5- or above 24- or 
above

Assistant  Manager 
(Security/Liasion)

Graduate with Defense/ Para 
Military Background in SNCO or 
equivalent level. Exposure in Civil 
Set up will be preferred

15- or above 30- or 
above

Assistant  Manager
(House Keeping)

Graduate/ Post Graduate Special 
Qualification if any in the relevant 
field will be preferred

5- or above 24- or 
above

Assistant Manager (Laundry) Graduate preferably with Diploma 
in Hotel Management OR Hands-
on Experience of laundry 
processing

5 or above 24- or 
above

Assistant  Manager (Purchase) MBA (Purchase)/  PG Diploma in 
Management or equivalent. 
Retired Defense personnel 
experienced in Logistics/ Stores.  

5- or above 24- or 
above

Assistant  Manager (Stores) MBA/ MMM/ Diploma in Material 
Management/ Equivalent. Retired 
Defense personnel experienced in 
Logistics/ Stores.  

5- or above 24- or 
above

Assistant  Manager
(PR/ Liaison)

Graduate/ Post Graduate in any 
stream. Degree/ Diploma in 
Management/ MHA will be 
preferred

5- or above 24- or 
above

Manager/Deputy 
Manager/Asstt. Manager/Sr. 
Executive/Executive Quality

Graduate/ Post Graduate in any 
stream. Degree/ Diploma in 
Management/ MHA & Special 
Qualifications of QM , NABH etc 
will be preferred

5- or above 24- or 
above

Patient Relations Executive Graduate/Post Graduate 
Diploma/Degree in Hospital 
Administration/Business 
Administration/Hotel Management 
or equivalent

1 or above 20 or 
above

Officer/Executive (Finance & 
Accounts/ Billing)

B.Com/M.Com/ MBA 
(Finance)/CA/ ICWA or equivalent 
shall be preferred

2- or above 20- or 
above

Officer /Executive(Marketing) MBA (Marketing)/ PGDBA or 
equivalent

2- or above 20- or 
above

Officer /Executive Graduate/ Post Graduate Degree 2- or above 20- or 



Annexure (Manual of HR Administration (Policies & Regulations), Amended vide 21st EC, 29.12.2021) Page xv

(Personnel & HR) or  Diploma with Specialization in 
HR/ Personnel/ IR or equivalent

above

Officer/Executive (I.T.) BCA, MCA/ PGDCA shall be 
preferred.

2- or above 20- or 
above

Officer/Executive (Engineering)/ 
Engineer 

Degree/Diploma. (Electrical/ 
Mechanical)

2- or above 20- or 
above

Officer /Executive(Catering) Degree/ Diploma in Hotel 
Management

2- or above 20- or 
above

Officer / Executive 
(Front Office)/ 

Graduate/ Post Graduate in any 
stream. Degree/ Diploma in 
Management will be preferred.

2- or above 20- or 
above

Officer/Executive 
(Administration)

Graduate/ Post Graduate in any 
stream. Degree/ Diploma in 
Management/ LL.B. will be 
preferred

2- or above 20- or 
above

Officer/Executive (Security) Graduate with Defense/ Para 
Military Background in SNCO or 
equivalent level. Exposure in Civil 
Set up will be preferred

2- or above 20- or 
above

Officer /Executive(House 
Keeping)

Graduate/ Post Graduate Special 
Qualification if any in the relevant 
field will be preferred

2- or above 20- or 
above

Officer/Executive (Laundry) Graduate preferably with Diploma 
in Hotel Management OR Hands-
on Experience of laundry 
processing

2- or above 20- or 
above

Officer/Executive (Purchase) Graduate/Post Graduate with 
Degree/Diploma in Material 
Management/Hospital 
Administration OR any other 
relevant qualification)/ Ex-
servicemen with experience in 
Logistics/ Stores shall be 
considered

2- or above 20- or 
above

Officer/Executive (Stores) Graduate/Post Graduate with 
Degree/Diploma in Material 
Management/Hospital 
Administration OR any other 
relevant qualification)/ Ex-
servicemen with experience in 
Logistics/ Stores shall be 
considered

2- or above 20- or 
above

Medical Record 
Officer/Executive/Assistant 
Manager/Deputy 
Manager/Manager

Graduate/ Post Graduate in any 
stream. Degree/ Diploma in 
Medical Record Keeping 
Techniques will be preferred.

3- or above 20- or 
above

Assistant Officer (Finance & 
Accounts/ Billing)

B. Com. With computer knowledge 1- or above 20- or 
above

Assistant Officer (Marketing) Degree or Diploma in Marketing 
Management

1- or above 20- or 
above

Assistant Officer 
(Personnel & HR)

MBA (HR)/ Post Graduate Degree 
or  Diploma with Specialization in 
HR/ Personnel/ IR or equivalent

1- or above 20- or 
above

Assistant Officer (I.T.) MCA/ MCM or equivalent 1- or above 20- or 
above

Assistant Officer (Engineering)/ 
Engineer 

B.E. (Electrical/ Mechanical) 1- or above 20- or 
above

Assistant Officer (Catering) Degree/ Diploma in Hotel 
Management

1- or above 20- or 
above
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Assistant Officer / Junior 
Executive /Executive/Senior 
Executive/Patient Care 
Coordinators
(Front Office/ 
OPD/Floors/Units/Departments)

Graduate/Undergraduate/Vocation
al Certificate/Diploma with good 
communication skills

1- or above 20- or 
above

Assistant Officer 
(Administration)

Graduate/ Undergraduates in any 
stream. Vocational Degree/ 
Diploma in Management

2- or above 20- or 
above

Assistant Officer (Security) Graduate/Undergraduate with 
Defense/ Para Military 
Background in SNCO or 
equivalent level. Exposure in Civil 
Set up will be preferred

4- or above 20- or 
above

Assistant Officer (House 
Keeping)

Graduate/ Undergraduate with 
Special Qualification if any in the 
relevant field will be preferred

2- or above 20- or 
above

Assistant Officer (Laundry) 10th Pass 1- or above 20- or 
above

Executive (Purchase) Graduate/Post Graduate with 
Degree/Diploma in Material 
Management/Hospital 
Administration OR any other 
relevant qualification)/ Ex-
servicemen with experience in 
Logistics/ Stores shall be 
considered

1- or above 20- or 
above

Fire &  Safety Officer Graduate/Post Graduate with 
Degree/Diploma in Fire Safety OR 
any other relevant qualification)/ 
Ex-servicemen with experience in 
Fire / Safety Management.

5- or above 30- or 
above

Assistant Manager 
(PR/ Liaison)

Graduate/ Post Graduate in any 
stream. Degree/ Diploma in 
Management/ MHA will be 
preferred

6- or above 26- or 
above

Assistant (Finance &Accounts/ 
Billing)

B.Com 1 or above 20- or 
above

Assistant (Marketing) Graduate in any stream 1 or above 20- or 
above

Assistant 
(Personnel & HR)

Graduate in any stream 1 or above 20- or 
above

Assistant (I.T.) BCA/ PGDCA 1 or above 20- or 
above

Assistant (Engineering)/ 
Supervisor 

Diploma in Electrical/ Mechanical 
Engineering

1 or above 20- or 
above

Assistant (Catering) Diploma in Hotel Management 1 or above 20- or 
above

Assistant 
(Front Office)/ Receptionist

Graduate in any stream with good 
communication skills

1 or above 20- or 
above

Assistant (Administration) Graduate in any stream 1 or above 20- or 
above

Security Supervisor Intermediate/ Graduates with 
defense background Preferred 

1- or above 20- or 
above

Assistant 
(House Keeping)

Matriculate preferred 1- or above 20- or 
above

Assistant (Laundry) Matriculate preferred 1- or above 20- or 
above

Assistant (Purchase) Graduate/ Post Graduate with 
Management Qualification will be 
preferred

1- or above 20- or 
above

Assistant (Stores) Graduate/ Post Graduate with 1- or above 20- or 
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Management Qualification will be 
preferred

above

Security Guard Matriculation/ Intermediate with 
defense background preferred.

1- or above 20- or 
above

Assistant 
(MRD)

Graduate/ Diploma in Medical 
Record Keeping Techniques will 
be preferred.

1- or above 20- or 
above

Computer Operator Diploma in Computer Application.
PGDCA/ BCA preferred

1- or above 20- or 
above

Steno Typist Diploma in Stenography or 
equivalent

3- or above 20- or 
above

Personal Secretary Graduate with Diploma in 
Stenography /Office management 
or equivalent

1- or above 20- or 
above

Librarian B.Lib 5- or above 25- or 
above

License / 
Registration

Consultant 
(Gastroenterology)

MBBS, DM/ DNB (Gastro) 5- or above 36- or above Valid 
DMC/UPMC

Consultant (Urology) MBBS, MS, MCH (Urology) 5- or above 36- or above Valid 
DMC/UPMC

Consultant (Nephrology) MBBS,MD-MEDICINE 
DM/ DNB (Nephrology)

5- or above 36- or above Valid 
DMC/UPMC

Consultant 
( Gynecology)

MBBS, MS/DGO/ DNB –
Obst & Gynae

5- or above 36- or above Valid 
DMC/UPMC

Consultant (Pulmonology) MBBS,MD-MEDICINE 
DM/ DNB (Pulmonology)

5- or above 36- or above Valid 
DMC/UPMC

Consultant
( Cardiology)

MBBS,MD-MEDICINE 
DM/ DNB (Cardiology)

5- or above 36- or above Valid 
DMC/UPMC

Consultant
(Neurology)

MBBS,MD-MEDICINE 
DM/ DNB (NEUROLOGY)

5- or above 36-or above Valid 
DMC/UPMC

Consultant (G.I. Surgery) MBBS,MS,MCH/DNB-GI 
surgery

5- or above 36- or above Valid 
DMC/UPMC

Consultant(Gen. Surgery) MBBS, MS (Surgery) 5- or above 36- or above Valid 
DMC/UPMC

Consultant (Anesthesia) MBBS, MD/ DA/ DNB 
(Anesthesia)

5- or above 36- or above Valid 
DMC/UPMC

Consultant 
(CTVS )

MBBS, MS, MCH/DNB –
CTVS

5-or above 36 –or above Valid 
DMC/UPMC

Consultant
Orthopedics Surgeon

MBBS, MS, MCH/DNB –
Orthopedics/ Spine Surgey

5-or above 36 –or above Valid 
DMC/UPMC

Consultant
Neuro Surgery

MBBS, MS, MCH/DNB –
Neuro Surgery

5-or above 36 –or above Valid 
DMC/UPMC

Consultant 
ENT Surgery

MBBS, MS/DNB –(Oto-
Rhino-Lary)

5-or above 36 –or above Valid 
DMC/UPMC

Consultant
Opthalmology

MBBS,MS-Ophthalmology 5-or above 36 –or above Valid 
DMC/UPMC

Consultant
Thoracic Surgery

MBBS,MS,MCH/DNB-
Thoracic Surgery

5-or above 36 –or above Valid 
DMC/UPMC

Consultant 
Plastic Surgery

MBBS, MS, MCH/DNB –
Plastic Surgery

5 –or more 36-or above Valid 
DMC/UPMC

Consultant
Pediatrics

MBBS, MD/DNB-Pediatrics 5-or more 36-or above Valid DMC

Consultant
Dermatology

MBBS,MD/DNB-
Dermatology

5-or more 36-or above Valid 
DMC/UPMC

Consultant Radiology MBBS, MD/DNB- Radiology 5-or above 33-or above Valid 
DMC/UPMC

Consultant MBBS, MD/DNB 5-or above 36 –or above Valid DMC
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RadioTherapy Radiotherapy
Consultant
Medical Oncology

MBBS,MD/DNB , DM/DNB 
Medical Oncology

5-or above 36-or above Valid DMC

Consultant 
Onco Surgery

MBBS, MS/DNB, 
MCH/DNB Onco Surgery

5-or above 36-or above Valid 
DMC/UPMC

Consultant Psychiatry MBBS, MD/DNB –
Psychiatry

5-or above 35 –or above Valid 
DMC/UPMC

Consultant Transfusion 
Medicine

MBBS, MD/DNB-Pathology 10 years or 
above in Blood 
Bank

35 –or above Valid 
DMC/UPMC

Consultant
Bio Chemistry

MBBS,MD-Biochemisry 5-or above 35 –or above Valid DMC

Consultant
Emergency Medicine

MBBS, MD/DNB OR 
Fellowship
In Emergency Medicine

10 years or 
above in 
Emergency

35-or above Valid 
DMC/UPMC

Consultant
Endocrinology

MBBS,MD,DM/DNB –
Endocrinology

5-or more 36- or more Valid 
DMC/UPMC

Consultant
Nuclear Medicine

MBBS, MD-Nuclear 
Medicine

6 or more 35- or more Valid 
DMC/UPMC

Consultant
Microbiology

MBBS,MD-Microbilogy 5-or above 35 –or above Valid 
DMC/UPMC

Consultant
Pathology

MBBS, MD-Pathology 5-or above 35-or above Valid 
DMC/UPMC

Consultant Dentistry BDS, MDS 5-or above 35-or above Valid 
DMC/UPMC

Junior Consultant 
(Gastroenterology)

MBBS, DM/ DNB (Gastro) Fresh 28- or above Valid 
DMC/UPMC

Junior Consultant (Urology) MS, MCH (Urology) Fresh 28- or above Valid 
DMC/UPMC

Junior Consultant 
(Nephrology)

DM/ DNB (Nephrology) Fresh 28- or above Valid 
DMC/UPMC

Junior Consultant (G.I. 
Surgery)

MBBS,MS,FRCS, MD Fresh 28- or above Valid 
DMC/UPMC

Junior Consultant
(Gen. Surgery)

MBBS, MS (Surgery) Fresh 28- or above Valid 
DMC/UPMC

Junior Consultant 
(Anesthesia)

MBBS, MD/ DA/ DNB 
(Anesthesia)

0-1 28- or above Valid 
DMC/UPMC

Clinical Associate
(Gastroenterology)

MBBS, MD, DNB 0 28- or above Valid 
DMC/UPMC

Clinical Associate
(Nephrology)

MBBS, MD, DNB 0 28- or above Valid 
DMC/UPMC

Clinical Associate 
(G.I. Surgery)

MBBS, MS, DNB 0 28- or above Valid 
DMC/UPMC

Clinical Associate 
(Gen. Surgery)

MBBS, MS, DNB 0 28- or above Valid 
DMC/UPMC

Clinical Assistant MBBS 3- or above 25- or above Valid 
DMC/UPMC

Senior Resident
(Gen. Medicine)

MBBS, MD Fresh 25- or above Valid 
DMC/UPMC

Senior Resident
(Gen. Medicine)

MBBS, MS Fresh 25- or above Valid 
DMC/UPMC

Junior Resident MBBS 0-1 20- or above Valid 
DMC/UPMC

Chief Medical Officer MBBS 5- or above 30- or above Valid 
DMC/UPMC

Medical Officer MBBS 6- or above 27- or above Valid 
DMC/UPMC

Medical Coordinator MBBS 5- or above 27- or above Valid 
DMC/UPMC

Director Nursing / Chief 
Nursing  Superintendent

B.SC. (Nursing)/ DGNM 25- or above 45- or above Valid 
DNC/UPNC

Deputy Nursing B.SC. (Nursing)/ DGNM 18- or above 40- or above Valid 
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Superintendent DNC/UPNC

Assistant Nursing 
Superintendent

B.SC. (Nursing)/ DGNM 13- or above 35- or above Valid 
DNC/UPNC

Nursing Supervisor B.SC. (Nursing)/ DGNM 10 or more At 
least 3 years in 
Supervisory 
Level 

28- or above Valid 
DNC/UPNC

Nurse Educator MSc./B.SC. (Nursing) with 
minimum 1 year Teaching 
experience

3 years of 
clinical 
experience and 
2 years of 
relevant exp. 

25- or above Valid 
DNC/UPNC

Clinical Instructor MSc./B.SC. (Nursing) 4 years of 
clinical 
experience & 
bedside 
teaching 
experience

25 –or above Valid 
DNC/UPNC

Principal MSc./B.SC. (Nursing) 15 + years 
teaching with 5+ 
years clinical 
Experience

40 –or above Valid 
DNC/UPNC

Dy/ VicePrincipal MSc./B.SC. (Nursing) 12 + Years 3 
years Teaching

32+ above Valid 
DNC/UPNC

Professor MSc./B.SC. (Nursing) 10 + Years 3 
Teaching

30 + above Valid 
DNC/UPNC

Asst.Professor MSc./B.SC. (Nursing) 4+ Years with 2 
years Teaching

26 + Valid 
DNC/UPNC

Staff Nurse B.SC. (Nursing)/ DGNM 01- or above 18- or above Valid DNC

Nurse 
(Infection Control) 

B.SC. (Nursing)/ DGNM 
with specialized Training in 
Infection Control

03- or above in 
infection control 
and waste 
management

18- or above Valid 
DNC/UPNC

Nurse Assistant ANM 1- or above 18- or above Valid 
DNC/UPNC

General Duty Attendant Matriculation/ First Aid 
training  Preferred

0-3 18- or above

Research Assistant B.Sc. Statistics 01- or above 18- or above
Medical Social Worker-cum-
Councilor

M.A. (Psychology) or 
equivalent/Diploma in MSW

01- or above 18- or above

Transplant Manager GNM/ BSc Nursing . 
Certified and trained under 
NOTTO

10 Years 26 or above

TPA Coordinator Graduate/ Post Graduate 
with good communication 
skills

02- or above 20- or above

Dialysis Technician Diploma in Dialysis 
Techniques

01- or above 20- or above

Technical Supervisor (Blood 
Bank)

DMLT/ B.Sc. MLT OR 
Equivalent

10- or above 35- or above

Sr. Technician 
(Blood Bank) 

DMLT/ B.Sc. MLT OR 
Equivalent

05- or above 25- or above

Technician
(Blood Bank)

DMLT/ B.Sc. MLT OR 
Equivalent

02- or above 23- or above

Jr. Technician
(Blood Bank)

DMLT/ B.Sc. MLT OR 
Equivalent

01- or above 21- or above

Technical Supervisor 
(Laboratory)

DMLT/ B.Sc. MLT OR 
Equivalent

10- or above 32- or above

Sr. Technician 
(Laboratory)

DMLT/ B.Sc. MLT OR 
Equivalent

03- or above 25- or above
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Technician
(Laboratory)

DMLT/ B.Sc. MLT OR 
Equivalent

02- or above 23- or above

Jr. Technician
(Laboratory)

DMLT/ B.Sc. MLT OR 
Equivalent

01- or above 21- or above 

Technical Supervisor 
(Operation Theater)

Diploma in Operation 
Theater Technology OR 
Equivalent

10- or above 28- or above

Sr. Technician 
(Operation Theater)

Diploma in Operation 
Theater Technology OR 
Equivalent

03- or above 25- or above

Technician
(Operation Theater)

Diploma in Operation 
Theater Technology OR 
Equivalent

02- or above 23- or above

Jr. Technician
(Operation Theater)

Diploma in Operation 
Theater Technology OR 
Equivalent

01- or above 21- or above

ICU Technician Certificate in Operation 
Technician OR Equivalent

02- or above 23- or above

Endoscopy Technician Matriculation with working 
Experience in Endoscopy 
Department

02- or above 20- or above

Sr. Dietician M.Sc. (Food & Nutrition) 
OR Equivalent with BSc-
Home Science or equilvant

10- or above 30- or above

Dietician MSc & B.Sc. (Food & 
Nutrition) / Diploma in 
Dietetics.  OR Equivalent. 
PG Degree/ Diploma are 
preferred

3- or above 22- or above

Jr. Dietician B.Sc. (Food & Nutrition) 
with Diploma in Dietetics.  
OR Equivalent. PG Degree/ 
Diploma are preferred

0-3 20- or above

Bio-Medical Engineer Diploma +Degree in 
Engineering

3- or above 25- or above

Physiotherapist MPT/ BPT / Diploma in 
Physiotherapy OR 
Equivalent

3- or above 25- or above

Trainee –Staff Nurse/ANM DGNM/ANM(Awaiting 
Registration)

0-1 18 or above

Trainee Technician (Blood 
Bank)

DMLT 0-1 20- or above

Trainee Technician 
(Laboratory)

DMLT 0-1 20- or above

Trainee Technician 
(Dialysis)

Matriculation / Certificate of 
Training obtained on 
Dialysis Techniques OR 
Equivalent 

0-1 20- or above

Trainee Technician 
(Endoscopy)

Matriculation / Certificate of 
Training obtained on 
Endoscopy Techniques OR 
Equivalent

0-1 20- or above

Trainee 
(Finance & Accounts)

B.Com 0-1 20- or above

Management (Trainee) MBA/ Post Graduate 
Diploma in Management

0-1 20- or above

Driver Matriculation with valid 
Driving License

3- or above 20- or above

Transport In Charge Graduate 15 years or 
above

40 years

Hostel Warden Graduate 7Years 
Experience

35 years ( Female
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Note: The nomenclature of the designations mentioned above are illustrative only and not exhaustive 
and may be altered/modified/deleted/edited as per the requirement.

The Selection of Tutor, Assistant Professor, Associate Professor & Professor is subjected to rules and regulation 
of the council as per which medical and nursing college is running its courses and according to the eligibility 
criteria.
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Annexure 2

CAREER FRAMEWORK IN NON TEACHING CADRES
Exp

(in years)

Band / 
Grade Pay 

(GP)
Designations 

Eligibility for:
Movement within the Band (Up-gradation) &

Movement to next Band Pay (Promotion)

0 ≤ exp <2

    5200-20200      
     

      GP-2800

Executive Assistant/Technical Assistant/Radio 
Jockey/Management Trainee / Front Desk 
Executive/ Hostel Warden / Hostel Manager

2 ≤ exp <4
5200-20200    

GP-3200

Executive Assistant/Technical Assistant/Radio 
Jockey/Management Trainee
(Senior Scale)

4 ≤ exp 5200-20200    
GP-3600

Executive Assistant/Technical Assistant/Radio 
Jockey/Management Trainee
(Selection Grade)

0≤ exp <3
9300-34800  

  GP-4200

Sr. Executive Assistant/Sr. Technical Assistant/ Asst. 
Lib

3≤ exp 
9300-34800      

   GP-4600

Sr. Executive Assistant/Sr. Technical Assistant / 
Asst. Lib
(Selection Grade)

Direct Recruitment: 
(50% by Direct Recruitment & 50% by Promotion)
1. Graduate from recognized University, with two years of relevant experience; or, Diploma  from 
recognized University, with three years of relevant experience
2. Proficiency in Office Tools with good drafting/communication in English

Movement/Upgradation within the Band: 
Eligibility-
i) Movement within a Band to the next GP  is subject to total years defined for that Grade Pay (GP).
ii) Movement within the Band, to next Grade Pay (GP) shall be subject to satisfactory performance 
(scoring minimum 50% in PARS-S).
iii) No adverse remarks.
Process-
i) Candidature of eligible employees will be reviewed by the Screening Committee.

Promotion to the next Band:
(50% by Promotion)
Eligibility-
i) Vacancy
ii) Good performance record (consistent scoring of minimum 75% in Performance Appraisal at least in 
4 years out of 5 years, and with at least 60% score in the balance period) during the last 5 years of 
continuous service in the Band.
iii) No adverse remarks.
iv) An employee being considered for movement to the next Band (Promotion) shall be subject to 
possessing the minimum qualification criteria (including experience) defined for the post in case of 
direct recruitment.
v) Selection to next Band shall be subject to positive recommendation by the Selection Committee.
Process-
i) Eligible candidates to undergo written test on:
• University Policies & Procedures.
• General English
ii) Cadre wise Selection Committee to be constituted to review the Performance and Potential for 
promotion of all shortlisted employees.

Direct Recruitment:
(50% by Direct Recruitment & 50% by Promotion)
1. Post graduate from recognized University,
2. Good drafting/communication in English and ; 2. Fluency in Office Tools
Desirable: Professional qualification like LL.B or PG Diploma/MBA in Business Administration or 
MCA/PGDCA or CA(Inter)/ICWA(Inter), with 2 years of experience into Administration/ Legal/Finance 
& Accounts/HR etc.

Movement/Upgradation within the Band: 
Eligibility-
i) Movement within a Band to the next GP  is subject to total years defined for that Grade Pay (GP).
ii) Movement within the Band, to next Grade Pay (GP) shall be subject to satisfactory performance 
(scoring minimum 50% in PARS-S).
iii) No adverse remarks.
Process-
i) Candidature of eligible employees will be reviewed by the Screening Committee.

Promotion to the next Band:
(50% by Promotion)
Eligibility-
i) Vacancy
ii) Good performance record (consistent scoring of minimum 75% in Performance Appraisal at least in 
4 years out of 5 years, and with at least 60% score in the balance period) during the last 5 years of 
continuous service in the Band.
iii) No adverse remarks.
iv) An employee being considered for movement to the next Band (Promotion) shall be subject to 
possessing the minimum qualification criteria (including experience) defined for the post in case of 
direct recruitment.
v) Selection to next Band shall be subject to positive recommendation by the Selection Committee.
Process-
i) Eligible candidates to undergo written test on:
• University Policies & Procedures.
• General English
ii) Cadre wise Selection Committee to be constituted to review the Performance and Potential for 
promotion of all shortlisted employees.
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Exp
(in years)

Band / 
Grade Pay 

(GP)
Designations 

Eligibility for:
Movement within the Band (Up-gradation) &

Movement to next Band Pay (Promotion)

0≤ exp <4
15600-39100   

   GP-5400

Assistant Registar/Asst. Director - Sports/Assistant 
COE/Placement Officer/Dy. Engineer/Dy. Technical 
Officer

Addn Designation: Dy. Manager

4≤ exp <8
15600-39100    

    GP-6000

Assistant Registar/Asst. Director - Sports/Assistant 
COE/Placement Officer/Dy. Engineer/Dy. Technical 
Officer

Addn Designation: Addn. Manager

8≤ exp 15600-39100  
   GP-6600

Assistant Registar/Asst. Director - Sports/Assistant 
COE/Placement Officer/Engineer/Technical Officer
(Senior Scale)

Addn Designation: Manager

0≤ exp <5+
9300-34800   

GP-5400

Administrative Officer/content writer/Sports 
Officer/Jr. Engineer/ Asst. Engg / Jr. Technical 
Officer

Addn Designation: Asst. Manager

Direct Recruitment:
(50% by Direct Recruitment & 50% by Promotion)
1. Post graduate from recognized University
2. Proficiency in office tools with good drafting/communication skills
Desirable:
1. Professional qualification like PG Diploma in Business Administration or MCA/PGDCA or CA 
(Inter)/CWA (Inter).
2. 2 years of experience into Administration/Legal/Finance & Accounts/HR etc.
3. A fresh graduate (B.Tech) with excellent verbal and written communication can also be considered 
for the position.

Movement/Upgradation within the Band: 
Eligibility-
i) Movement within a Band to the next GP  is subject to total years defined for that Grade Pay (GP).
ii) Movement within the Band, to next Grade Pay (GP) shall be subject to satisfactory performance 
(scoring minimum 50% in PARS-S).
iii) No adverse remarks.
Process-
i) Candidature of eligible employees will be reviewed by the Screening Committee.

Promotion to the next Band:
(50% by Promotion)
Eligibility-
i) Vacancy
ii) Good performance record (consistent scoring of minimum 75% in Performance Appraisal at least in 
4 years out of 5 years, and with at least 60% score in the balance period) during the last 5 years of 
continuous service in the Band.
iii) No adverse remarks.
iv) An employee being considered for movement to the next Band (Promotion) shall be subject to 
possessing the minimum qualification criteria (including experience) defined for the post in case of 
direct recruitment.
v) Selection to next Band shall be subject to positive recommendation by the Selection Committee.
Process-
i) Eligible candidates to undergo written test on:
• University Policies & Procedures.
• General English
ii) Cadre wise Selection Committee to be constituted to review the Performance and Potential for 
promotion of all shortlisted employees.

Direct Recruitment:
(50% by Direct Recruitment & 50% by Promotion)
1. Master's Degree with minimum 55% marks or its equivalent grade from recognized University,
Desirable: 
1. Professional qualification like LL.B or PG Diploma in Business Administration or MCA/PGDCA or 
CA(Inter)/ICWA(Inter)
2. At least 3 years served at supervisory / Administrative level , 
3. Good communication & drafting skills,  
4. Should be able to coordinate / liaise with other Departments and participate in  discussions with the 
senior functionaries Fluency in Office Tools, 
5. Expected to handle independently one or more functions related to Educational 
Administration/Examinations/General Administration/ Purchase/Establishment/ Accounts & Finance/ 
Project management/HR/Legal.

Movement/Upgradation within the Band: 
Eligibility-
i) Movement within a Band to the next GP  is subject to total years defined for that Grade Pay (GP).
ii) Movement within the Band, to next Grade Pay (GP) shall be subject to satisfactory performance 
(scoring minimum 50% in PARS-S).
iii) No adverse remarks.
Process-
i) Candidature of eligible employees will be reviewed by the Screening Committee.

Promotion to the next Band:
(50% by Promotion)
Eligibility-
i) Vacancy
ii) Good performance record (consistent scoring of minimum 75% in Performance Appraisal at least in 
4 years out of 5 years, and with at least 60% score in the balance period) during the last 5 years of 
continuous service in the Band.
iii) No adverse remarks.
iv) An employee being considered for movement to the next Band (Promotion) shall be subject to 
possessing the minimum qualification criteria (including experience) defined for the post in case of 
direct recruitment.
v) Selection to next Band shall be subject to positive recommendation by the Selection Committee.
Process-
i) Eligible candidates to undergo written test on:
• University Policies & Procedures.
• General English
ii) Cadre wise Selection Committee to be constituted to review the Performance and Potential for 
promotion of all shortlisted employees.
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Exp
(in years)

Band / 
Grade Pay 

(GP)
Designations 

Eligibility for:
Movement within the Band (Up-gradation) &

Movement to next Band Pay (Promotion)

0≤ exp <5
15600-39100   

   GP-7600

Deputy Registrar / Sr. Placement Officer / Officer on 
Special Duty/Head/Executive Engineer/Sr. Security 
Officer

Addn Designation: Sr. Manager

5≤ exp
15600-39100

   GP-8400

Deputy Registrar / Sr. Placement Officer / Officer on 
Special Duty/Head/Chief Engineer/Sr. Security 
Officer
(Senior Scale)

Addn Designation: Chief Manager

Direct Recruitment:
(75% by Direct Recruitment & 25% by Promotion)
1. Post graduate with atleast 55% marks or its equivalent grade from recognized University
2. At least 5 years experience as a Lecturer in a college of an university with experience in 
educational administration;   
OR,
Comparable experience in Research Establishments and other Institutions of Higher Learning; 
OR,
At least 5 years administrative experience as Assistant Registrar.
Desirable: 
1. Experience in University Administration and familiar with the working of University Regulatory 
Bodies. 
2. Thorough knowledge of service matters or accounts/budget or conduct of examinations. 
3. MBA/PG Diploma in Management or LL.B or CA/ICWA or MCA or M.Phil/Ph.D qualification.
Note:  1. The candidate should possess good communication, managerial and leadership skills to 
head a Division/Branch and possess good drafting skills in English and conversant with the office 
procedures, 
2. Should be able to participate in discussions with the senior functionaries and Academicians  
3. He is expected to handle one or more functions independently related to Educational 
Administration/Examinations/ General Administration/ Purchase/Human Resource & Establishment 
Affairs/Accounts & Finance/ Project management/Legal,

Movement/Upgradation within the Band:
(25% by Promotion against the vacancy)
Eligibility-
i) i) Movement within a Band to the next GP  is subject to total years defined for that Grade Pay (GP).
ii) Movement within the Band to next Grade Pay (GP) shall be subject to satisfactory performance 
(scoring minimum 50% in PARS-S).
iii) No adverse remarks.
Process-
i) Candidature of eligible employees will be reviewed by the Screening Committee.
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ADDITIONAL DESIGNATION FOR SUPPORT DEPARTMENTS

IT Services
Sales and 

Regional Ops
Human 

Resource
Library

International 
Relations

Training & 
Placement

Maintenance
Maintenance
(Technical)

Maintenance
(Non Technical)

Security

9500 
(consolidate)

Prefixing the designations w ith 
Junior (Jr.)
Computer Operator / Data Entry 
Operator / Typist / Adminssion 
Counselor

Min. 10500 
(consolidate)

Prefixing the designations w ith 
Assistant (Asst.)
Computer Operator / Data Entry 
Operator / Typist / Adminssion 
Counselor

Min. 11500 
(consolidate)

Computer Operator / Data Entry 
Operator / Typist / Adminssion 
Counselor

5200-20200 
GP-1800

Off ice Assistant/Lab 
Assistant/Physical Trainer/ Coach

5200-20200 
GP-2200

Off ice Assistant/Lab 
Assistant/Physical Trainer/ Coach
(Senior Scale)

5200-20200 
GP-2600

Off ice Assistant/Lab 
Assistant/Physical Trainer/ Coach
(Selection Grade)

    5200-20200      
      GP-2800

Executive Assistant/Technical 
Assistant/Radio 
Jockey/Management Trainee / 
Front Desk Executive/ Hostel 
Warden / Hostel Manager

5200-20200    
GP-3200

Executive Assistant/Technical 
Assistant/Radio 
Jockey/Management Trainee
(Senior Scale)

5200-20200    
GP-3600

Executive Assistant/Technical 
Assistant/Radio 
Jockey/Management Trainee
(Selection Grade)

9300-34800  
  GP-4200

Sr. Executive Assistant/Sr. 
Technical Assistant/ Asst. Lib

Asst. Manager
Sr. EA / Asst. 
Manager

Same as Previous

9300-34800      
   GP-4600

Sr. Executive Assistant/Sr. 
Technical Assistant / Asst. Lib
(Selection Grade)

Sr. Assistant 
Manager

Sr. EA (SG) / Sr. 
Assistant Manager

Same as Previous

5
9300-34800   

GP-5400

Administrative Officer/content 
w riter/Sports Of ficer/Jr. Engineer/ 
Asst. Engg / Jr. Technical Officer

Asst. Manager
Associate 
Consultant

Dy. Manager Dy. Manager
Professional 

Assistant Library
Dy. Manager Dy. Manager

Fire and Safety 
Officer / 
Assistant 
Engineer / 
Assistant 
Manager

Same as Previous
Dy. Senior 
Off icer / Liaison 
Off icer

15600-39100   
   GP-5400

Assistant Registar/Asst. Director - 
Sports/Assistant COE/Placement 
Off icer/Dy. Engineer/Dy. Technical 
Off icer

Dy. Manager Consultant / Mgr.
Regional 
Manager / 
Manager

Manager Regional Manager Manager
Assistant 
Executive Engineer

15600-39100    
    GP-6000

Assistant Registar/Asst. Director - 
Sports/Assistant COE/Placement 
Off icer/Dy. Engineer/Dy. Technical 
Off icer
(Senior Scale)

Addn. Manager
Sr. Consultant / 

Sr. Manager

Sr. Regional 
Manager / Sr. 
Manager

Sr. Manager
Sr. Regional 
Manager

Sr. Manager Executive Engineer

15600-39100  
   GP-6600

Assistant Registar/Asst. Director - 
Sports/Assistant COE/Placement 
Off icer/Engineer/Technical Of ficer
(SG)

Manager
Asst. Team Lead 
/ Asst. Director

Asst. Director Asst. Director Asst. Director Asst. Director
Sr. Executive 
Engineer

15600-39100   
   GP-7600

Deputy Registrar / Sr. Placement 
Off icer / Of ficer on Special 
Duty/Head/Executive Engineer/Sr. 
Security Of ficer

Sr. Manager
Dy. Team Lead / 

Dy. Director
Dy. Director Dy. Director Dy. Director Dy. Director

15600-39100
   GP-8400

Deputy Registrar / Sr. Placement 
Off icer / Of ficer on Special 
Duty/Head/Chief Engineer/Sr. 
Security Of ficer
(Senior Scale)

Chief Manager
Associate Team 
Lead / Associate 

Director

Associate 
Director

Associate 
Director

Associate Director Associate Director

Senior Officer

Senior Security 
Off icer 

Designations requested

Sr. Executive Assistant

No Position

Executive 
Engineer

Superintendent 
Engineer

Superintendent 
Engineer

Data Entry Operator

Field Executive Same as Previous Office Assistant

Foreman / 
Executive 
Assistant / 
Technical 
Assistant

Same as Previous Executive Assistant

Data Entry 
Operator

Same as Previous

Sr. Technical 
Assistant / Sub 
Fire Officer / Jr. 
Engineer / 
Supervisor

Data Entry 
Operator

CCTV Operator /  
Off ice Assistant

Security 
Assistant

Assistant Senior 
Off icer 

Data Entry 
Operator

Jr. Executive

Executive

Data Entry 
Operator

Jr. Executive

Executive / 
Counselor / BDE

Additional Designations for Support Departments

Band Level
Current Designations (as per 

Carrer Framework)

Approved 
Market 

designations 
(as per Carrer 
Framework)

Jr. Library 
Assistant

1 NA
Data Entry 
Operator

NA Library Attendant

2

(Prefix Jr.)
Netw ork Admi / 
IT Support Eng / 

System Adm.

Jr. Executive Jr. Executive

Library Assistant

4

(Prefix Sr.)
Netw ork Admi / 
IT Support Eng / 

System Adm.

Assistant 
Manager

Assistant 
Manager

3
Netw ork Admi / 
IT Support Eng / 

System Adm.

Executive / 
Counselor / BDE

Executive

7 Dy. Librarian

6 Assistant Librarian

Semi-Professional 
Assistant Library
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Annexure 3

OFFICIATING ALLOWANCE TO TEACHERS FOR ADMINISTRATIVE 
RESPONSIBILITY

The Competent Authority of Sharda University is pleased to approve the following Officiating Allowance to be 

granted on monthly basis to those, teachers of the University, who may discharge duties in substantial roles in 

addition to their normal duties and responsibility. The Officiating Allowance will continue only till a teacher 

continues to hold these positions. 

The details are as under:

Substantial Positions
Officiating 

Allowance

Dean Student welfare/ Director IQAC/ Chief Proctor
Rs. 10000/-

per month

Associate Dean Academics/ Dy. COE/ Associate Dean Research/ 

Associate Proctor/ Associate DSW

Rs. 7500/-

per month
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Annexure 4

PERFORMANCE APPRAISAL FOR TEACHING STAFF ON PROBATION

Name of faculty   : _________________________________________________________________

Designation : _________________________________________________________________

Department & School : _________________________________________________________________

Date of Joining the University : _________________________________________________________________

Period of Assessment : 

Part 1: Teaching, Research & Self Development 

1A. Teaching

Activity Count
No. of Courses taught (in last two 

semesters)
Result of courses taught (in %)

No. of Lab developed
No. of New experiment designed

No. of e-Content developed
No. of Community connect projects 

supervised

1B. Research & Publication (with Sharda University Affiliation only)

Areas Count
No. of Ph.d Scholar guidance

No. of Research Papers in Indexed Journal 
(Submitted / Accepted / Published)

No. of Funded Project / Consultancy work 
(Submitted / Accepted / Published)

No. of Patient (Filed / Granted)
No. of Collaboration established 

No. of Industrial Visit

1C. Self Development Initiatives (with Sharda University Affiliation only)

Areas Count
No. of MOOCs attended

No. of Membership (International / 
National)

No. of FDP/MDP (attended)
No. of ProgramsOrganised

Award/Recognition received; If Yes then 
describe

(Details not more than 10 words)
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1D. Additional Responsibility (if any)

Additional Responsibility :
Brief (Not more than 50 words): 

Part 2: Teaching Evaluation

Part 2A: Load 
(Note: The shaded areas are not to be filled-in by the Appraise)

Details to be Filled By Appraise

Course Id No. of Sections Taught L T P L+T+P No. of Students Course credit

1st Term during Academic Year

2nd Term during Academic Year

GUIDELINES:
1. Prescribed Contact Hours (inclusive of the contact hours for projects / seminars / dissertations / term paper/ case studies/ 

workshops etc.)  for various faculty positions during the year 19-20

Part 2B: Load for Additional Courses

Course Id Nature of Course
Total number of hours 

engaged
Net Weekly Hours

PROJECT EVALUATION Only for full term (semester) projects; The title clearly defines that the course is a 
project / equivalent to a project

Semester 
Odd/ Even

Program UG / PG No. of Distinct Projects Estimated total Hours Spent
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Note :Summer internship projects are not 
counted

Part 2C: Student Feedback

Average pass percentage of Students (prior to summer term or  FR or FI i.e, only for ETE)

Year

UG PG

Even Term Odd Term Even Term Odd Term

1st

2nd

3rd

4th

5th

Part 2D: Miscellaneous

Activity (Kindly share details of Undergone Activities only – Not more than 10 words)
Have you brought any innovation in Teaching Learning (in last two years) (Y/N)
(If Y share details):

What is your major achievement in terms of Mentoring (Y/N)
(If Y share details):

Have you completed CO/PO mapping ( Y/N) 
(If Yes share attainment):
Do you have any Seed money based projects (Y/N)
(If Y share details):

Have you completed your Course file (Y/N)
(If Y share one template in the presentation)

Self Remark:

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

Signature of the Faculty
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HODs’ Recommendation:

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

Signature of the HOD

School’s Dean Recommendation:

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

Signature of the Dean
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Annexure 5

PERFORMANCE APPRAISAL FOR NON TEACHING STAFF ON 
PROBATION

KRA Form - Administrative Staff (Probation)

Employee Name:
HOD/Reporting Officer's Name: 

Designation:
Dean / Director's Name (Reviewing): 

Department:
Assessment Type: Annual

DOJ:
S. 

No. KRA SUB AREA KPI
Self 

Evaluation
Manager 

Evaluation Manager Remark

1

2

3

4

5

Comments 
regarding 

Confirmation 
of Service

Reporting Manager____________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Reviewing Manager____________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Guidelines
1. Every employee must have at least 2 KRAs.
2. The KRA’s cannot be more than five by count, but can be less than five.
3. Any additional work given/ initiated by the employee may also be included in KRA.
4. All ratings on a scale of 1 to 5, 5- Excellent, 4- V. Good, 3-Good, 2-Average, 1-Below Average (Extreme 

rating of 1/5 to be justified at every instance).
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Annexure 6

APPROVAL FRAMEWORK TO SANCTION LEAVE

Employee Category Type of Leave First Level Approver Second Level Approver
PVC/Registrar/ 
Deans/Directors/COE/
FO

All Types Vice Chancellor -

Academic 
Employees

Casual Leave
HoD/Dean/PVC/VC as per 
reporting of the employee.

-

Earned Leave
HoD/Dean/ PVC/VC as per 
reporting of the employee.

For more than 10 days, all the 
Earned Leaves will be approved 
by Pro- Vice-Chancellor/Vice-
Chancellor.

Commuted 
/Medical Leave

HoD/Dean/ PVC/VC as per 
reporting of the employee.

For more than 10 days, all 
Commuted Leaves will be 
approved by Pro –Vice-
Chancellor/Vice Chancellor.

Vacation Leave
Dean/VC as per reporting of
the employee.

-

Compensatory 
Off 

HoD/Dean/VC as per reporting 
of the employee.

-

Non-Academic 
Employees

Casual Leave
HoD/Dean/ Asst Reg/ Dy.Reg/ 
OSD/ Registrar as per 
reporting of the employee.

-

Earned Leave 
HoD/Dean/ Asst Reg/ Dy. Reg/ 
OSD/ Registrar as per 
reporting of the employee.

For more than 10 days, all the 
Earned Leaves will be approved 
by Registrar

Commuted 
/Medical Leave 

HoD/Dean/ Asst Reg/ Dy. Reg/ 
OSD/ Registrar as per 
reporting of the employee.

For more than 10 days, all 
commuted Leaves will be 
approved by Registrar

Compensatory 
Off

HoD/Dean/ Asst Reg/ Dy. Reg/ 
OSD/ Registrar as per 
reporting of the employee.

-
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Annexure 7

RULES FOR EMPLOYEES IN DEPARTMENT OF MAINTAINENCE

Leave
The following kinds of leave may be earned by and granted to an Employee:
a) 12 days Earned leave as accrued in a year subject to a provision that the total period of earned leave 
admissible to any employee shall not exceed 45 days.
b) 12 days Casual leave in one calendar year subject to a maximum of 3 days being availed at a time.
c) 10 days Commuted Leave in a calendar year, granted on the basis of medical certificate from a registered 
medical practitioner to an employee. This shall be credited into account in January / July, whichever is earlier, post 
completion of 01 year of service with the University.
These leave will not be applicable for Contractual employees.
d) 10 days Earned Leave and 10 days CL are for Contractual employees.
e) Entitle for Comp-off against working on Sunday & notified holidays as per Holiday Calendar of Maintenance, 
notified by the University, the Comp off shall have the validity of 30 days.
f) CL & Comp. Off can be merged; maximum up to 03 days and EL & CML can be merged maximum up to 45 
days.

Working Hours and attendance:
The working days shall be observed from Monday to Saturday and the working hours shall be of 48 hours per 
week excluding lunch period.
Swipe timings of the attendance may be regulated to suit the duties entrusted to an employee, subject to 
permission from the reporting officer or Competent Authority; with the prior information to the HR.
Employees will not at any time absent themselves from their work without the permission of the Manager. Each 
employee is expected to maintain punctuality in attendance. Habitual late attendance will render him/her liable to 
disciplinary action. In case if any exigency of work, an employee can be called for duties by his supervisor.
PS: Employees will follow a roaster with 30% of staff presence on Sunday or on the basis of requirement.

Holidays:
Holidays in a calendar year shall not exceed by 7 days and 1 restricted holiday under any circumstances, in 
general the following days may be observed as Holidays (National holidays and festivals):

1 Republic Day
2 Holi Parwa
3 Labour Day
4 Independence Day
5 Vishwakarma Day
6 Gandhi Jayanti

7 Diwali Parwa

Restricted Holiday (Any one of the following)
8 Dushehra (Vijyadashmi)
9 Idu’lFitr
10 Christmas Day

Abbreviation:
CL - Casual Leave
EL - Earned Leave
CML - Commuted Leave
Comp Off - Compensatory Off
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Annexure 8

RULES FOR EMPLOYEES INDEPARTMENT OF INTER HOSTEL 
ADMINISTRATION

1) EL - 01 per month

2) CL - 01 per month

3) They will be entitled for Comp-off; working on Gazetted holidays as declared by University, the Comp off shall 
have the validity of 1 month only.

4) Merge EL and Comp Off (pl. check its feasibility, this rule does not exist in the current system)

5) EL will carry forward to the next yr. and CL will lapse at the End of the year. Other combination rules shall 
remain the same.

6) Weekly off - Sunday only (per week)

Potential Benefits

Since the staff deployed in Department of IHA being essentially engaged in facilitation of resident students in 
Hostels, thus there is requirement of the employees of IHA to work round the clock, every year due to maintenance 
of hostels, new admissions and settlement of students.
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Annexure 9

RESEARCH & FACULTY DEVELOPMENT INITIATIVES

(as notified from time to time)
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Annexure 10

POLICY OF PH.D. FEE WAIVER FOR STAFF OF THEUNIVERSITY

The notification no. SU/Reg./Notification/2019/515 dated September 13,2019 was issued on the above 
subject.

In order to provide an opportunity for higher studies to the regular Teachers and Non-Teaching Staff 
of the University to enroll in the Ph.D. programme offered by the University.

It has also been decided that no tuition fees will be charged from the Teaching / Non-Teaching
Staff. They will, however, have to pay application, registration and thesis submission fees applicable 
on the day of admission. Furthermore, they will be required to work in the University for a minimum 
period of three (03) years after award of the Ph.D. degree.

In case, such a Teaching / Non-Teaching Staff decides to quit the University service before the 
stipulated period or before completion of Ph.D., the employee shall have to pay the exempted fees 
to the University before getting relieved from the services. In case the said employee decides to 
complete the Ph.D., the person shall pay entire fees from the date of admission including the period 
of exemption to keep the admission alive. 

Ph.D. fee waiver will be applicable only for the first four years of the Ph.D. program starting from the 
date of admission. In case, the Faculty / Staff does not submit Ph.D. thesis by the stipulated date, 
fee will be levied from the current term.

The admission to the Ph.D. programme will be subject to their fulfilling the eligibility criteria as laid 
down in the Ph.D. Ordinances of the University.

The Fee waiver for teaching staff may be extended only to the regular teaching staff and permanent 
Staff members of the University.
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UNDERTAKING FOR PH.D

(To be given by the faculty / staff who were selected to Ph.D. in SU)

I Ms/Mr. ……………………….., System ID ……………..…,employee ID……………..., 

Designation…………………., Department and School / section of .............................. W/o 

……………………….…  R/o ……..…………… do hereby state that I have joined Ph.D. program offered in 

Sharda University in the Department…………………… and School of…………………………………

I am providing the following undertaking in my free will and wish and under no pressure or compulsion from 
none to get tuition fee exemption.

1. That I undertake to serve Sharda University for a period of Three Years after award of my Ph.D program.

2. That I understand further that Sharda University has agreed to bear the tuition fees for the Ph.D program 
for four years from the date of admission and also to pay the salary during the period of Ph.D.

3. That I undertake to pay the exempted fees to the University if I leave the University service before 
completion of Ph.D. orbefore the stipulated period i.e. 3 years after the completion of my Ph.D as stated in 
Para 2. 

4. That I understand that my fee waiver will be applicable only for the first four years of the Ph.D. program 
starting from the date of admission. In case if I fails to submit Ph.D. thesis by the stipulated date, fee will be 
levied from the current term.

5. I will be entitled for refund of the fee levied against me from the admission till current period/date, in 
case I have already paid.

6. That in this regard I appraisedmyself of the Notification issued by the Registrar (Notification
No.SU/Reg/2019/515,dated September13, 2019) that the contents laid down in totality of the said 
notification are duly acceptable to me, and I shall have a binding effect upon me. I accept the contents 
of the notification and hereby undertake to comply with them. 

Date: Name & Signature of Employee

Accepted
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Annexure 11

NON-DISCLOSURE AGREEMENT

This Agreement made on this ___ 2021 (Effective Date).

BETWEEN:

(1) Sharda University (Plot No. 32-34, Knowledge Park III, Greater Noida, UP 201306, India)

AND

(2) ______ employee name, (Address of Communication)

(3) The present non disclosure agreement is effective from the date of joining i. e. 01/04/2021 of ______ 
employee name and shall proceed further here on. 

(Hereinafter referred to, individually, as the “Party” and collectively, as the “Parties”)

Background:

i) The Parties are, or will be, evaluating, discussing and negotiating a potential contractual relationship 
concerning the all projects and all clients with Sharda University.

ii) The Parties may, in these evaluations, discussions and negotiations, disclose to each other information 
that is technically and /or commercially confidential. 

iii) The Parties have agreed that disclosure and use of such technical and/or commercial confidential 
information shall be made and on the terms and conditions of this Agreement. 

Now it is agreed as follows:

1.0 Definitions: 

In this Agreement the following terms shall, unless the context otherwise requires, have the following 
meanings: 

1.1 ‘Disclosing Party’ means the Party disclosing Confidential Information tothe other Party under 
this Agreement.

1.2 ‘Receiving Party’ means the Party receiving Confidential Information from the other Party under this 
Agreement. 

1.2 (a) Information – means all such information which the employee does during his 
course of employment (taken by or asked by) and which are not part of public 
domain and is available at official domain / portal / website of employer or 
organization. 

1.3 ‘Confidential Information’ For purposes of this agreement, “Confidential Information” shall include all 
information or material that has or could have commercial value or other utility in the business in which 
Disclosing Party is engaged. If Confidential Information is in written form, the Disclosing Party shall label or 
stamp the materials with the word “Confidential” or some similar warning. If Confidential Information 
transmitted orally, the Disclosing Party shall promptly provide a writing indicating that such oral 
communication constituted Confidential Information.

Further confidential Information, also means any information, which shall include but is not limited to, 
design, fabrication &assembly drawing s, know-how, processes, product specifications, raw materials, 
trade secrets, market opportunities, or business or financial affairs of the Parties or their customers, 
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product samples, inventions, concepts and any other technical and/or commercial information, disclosed 
directly or indirectly and in any form
whatsoever (including, but not limited to, disclosure made in writing, oral or in the form of samples, 
models, computer programs, drawings or other instruments)furnished by the Disclosing Party to the 
Receiving Party under this Agreement.

1.3.1 Such Confidential Information shall also include but shall not be limited to: 

1.3.1.1 information disclosed by the Disclosing Party in writing marked as confidential at the 
time of disclosure; 

1.3.1.2 information disclosed by the Disclosing Party orally which is slated to be confidential at 
the time of disclosure; 

1.3.1.3 information disclosed in any other manner is designated in writing as Confidential 
Information at the time of disclosure; or 

1.3.1.4 not with standing sub-clauses 1.3.1.1, 1.3.1.2 and 1.3.1.3 of this definition, any 
information whose nature makes it obvious that it is confidential. 

1.3.2 Such Confidential Information shall not include any information which: 

1.3.2.1 is, at the time of disclosure, publicly known; or 

1.3.2.2 becomes at a later date, publicly available otherwise than a wrongful act or 
negligence or breach of this Agreement of or by the Receiving Party; or 

1.3.2.3 the Receiving Party can demonstrate by its written records was in its possession, 
or known to the Receiving Party, before receipt under this Agreement, and which 
was not previously acquired under an obligation of confidentiality; or 

1.3.2.4 is  legitimately   obtained  at  any  time  by the Receiving Party from a third party 
without restrictions in respect of disclosure or use; or

1.3.2.5 the Receiving  Party can demonstrate to the satisfaction of the Disclosing party, 
has been developed independently of its obligations under this Agreement and 
without access to the Confidential Information.

1.4 ‘Purpose’ means the evaluations, discussions, negotiations and execution regarding a contractual 
relationship between the Parties in respect of the Project defined in paragraph (i) of the Background 
section. 

1.5 ‘Affiliate’ means any legal entity which, at the time of disclosure to it on any Confidential Information, is 
directly or indirectly controlling, controlled by or under common control with any of the Parties. 

1.6 ‘Contemplated Agreement’ means any future legally binding Agreement between the Parties in respect 
of the Project envisaged under this Agreement. 

2.0 Non-Disclosure of Confidential Information: 

2.1 In consideration of the disclosure of Confidential Information by the Disclosing Party to the 
Receiving Party solely for the Purpose, the Receiving Party undertakes whether by itself, its 
successors and heirs, not to disclose Confidential Information to any third party, unless in 
accordance with Clause 4. 

2.2 In addition to the undertaking in Clause 2.1, the Receiving Party shall be liable for: 

2.2.1 any loss, theft or other inadvertent disclosure of Confidential Information, and 
2.2.2 any unauthorized disclosure of Confidential Information by persons (including, but not 

limited to, present and former employees) or entities to whom the Receiving Party under 
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this Agreement has the right to disclose Confidential Information, except where, the 
Receiving Party has used the same degree of care in safeguarding such Confidential 
Information as it uses for its own Confidential Information of like importance and in no 
event less than a reasonable degree of care; and upon becoming aware of such 
inadvertent or unauthorized disclosure the Receiving Party has promptly notified the 
Disclosing Party thereof and taken all reasonable measures to mitigate the effects of such 
disclosure and to prevent further disclosure. 

2.3 The Receiving Party understands and agrees that: 

2.3.1 any information known only to a few people to whom it might be of commercial interest and 
not generally known to the public is not public knowledge;

2.3.2 a combination of two or more parts of the Confidential Information is not public knowledge 
merely because each part is separately available to the public

2.4 The Receiving Party acknowledges the technical, commercial and strategic value of the 
Confidential Information to the Disclosing Party and understands that unauthorized disclosure of 
such Confidential Information will be injurious to the Disclosing Party. 

3.0 Use of Confidential Information: 

The Receiving Party is entitled to use the Confidential Information but only for the Purpose.

3.1  Exclusions from confidential Information – Receiving Party’s obligations under this Agreement do 
not extend to information that is: (a) publicly  known at the time of disclosure or subsequently becomes 
publicly known through no fault of the Receiving Party ;(b) discovered or created by the Receiving Party 
before disclosure by Disclosing Party; (c) learned by the Receiving Party through legitimate means other 
than from the Disclosing Party or Disclosing party’s representatives; (d) is disclosed by Receiving Party 
with Disclosing Party’s prior written approval.

4.0 Permitted Disclosure of Confidential Information: 

4.1 The Receiving Party may disclose in confidence Confidential Information to any of its Affiliates and 
employees, in which event the Affiliate and employee shall be entitled to use the Confidential 
Information but only to the same extent the Receiving Party is permitted to do so under this 
Agreement. The Receiving Party agrees that such Affiliates or employees are subject to 
confidentiality obligations no less restrictive than those of this Agreement. 

4.2 The Receiving Party shall limit the dissemination of Confidential Information of its Affiliates and 
employees having a need to receive such information to carry out the Purpose. 

4.3 The Receiving Party may disclose Confidential Information to its consultants, contractors, sub-
contractors, agents or similar persons and entities having a need to receive such information to 
carry out the Purpose on the prior written consent of the Disclosing Party. In the event that the 
Disclosing Party gives such consents, the Receiving Party agrees that such individuals are subject
to confidentiality obligations no less restrictive than those of this Agreement. 

4.4 Notwithstanding Clause 2.1, the Receiving Party shall not be prevented from disclosing 
Confidential Information, where (i) such disclosure is in response to a valid order of a court or any 
other governmental body having jurisdiction over this Agreement or (ii) such disclosure is 
otherwise required by law, provided that the Receiving Party, to the extent possible, has first given 
prior written notice to the Disclosing Party and made reasonable efforts to protect the Confidential 
Information in connection with such disclosure. 

4.5 Obligation of Receiving Party-Receiving Party shall hold and maintain the Confidential 
Information in strictest confidence for the sole and exclusive benefit of the disclosing Party. 
Receiving Party shall carefully restrict access to Confidential Information to employees, 
contractors, and third parties as is reasonably required and shall require those persons to sign 
nondisclosure restrictions at least as protective as those in this Agreement. Receiving Party shall 
not, without prior written approval of Disclosing Party, use for Receiving Party’s own benefit , 
publish, copy , or otherwise disclose to others , or permit the use by others for their benefit or to 
the detriment of Disclosing Party, any Confidential Information. Receiving Party shall return to 
Disclosing Party and all records , notes ,and other written , printed, or tangible materials in its 
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possession pertaining to confidential information immediately if Disclosing party requests it in 
writing.

5.0 Copying and Return of Furnished Instruments: 

5.1 The Receiving Party shall not be entitled to copy samples, models, computer programs, drawings, 
documents or other instruments furnished by the Disclosing Party hereunder and containing 
Confidential Information, unless and to the extent it is necessary for the Purpose. 

5.2 All samples, models, computer programs, drawings, documents and other instruments furnished 
hereunder and containing Confidential Information shall remain the Disclosing Party’s property. 

5.3 At any time upon request from the Disclosing Party or upon the conclusion of the Purpose or 
expiry of this Agreement, the Receiving Party, at its own cost, will return or procure the return, 
promptly and in any event within 14 days of receipt of such request, of each and every copy of 
Confidential Information given by the Disclosing Party, and satisfy the Disclosing Party that it no 
longer holds any further Confidential Information. 

6.0 Non-Disclosure of Negotiations: 

Except as provided in Clause 4, each Party agrees that it will not, without the other Party’s prior written 
approval, disclose to any third party the fact that the Parties are discussing the Project. The Parties 
acknowledge that the provisions of this Agreement shall apply in respect of the content of any such 
discussions. The undertaking set forth in this Clause 7 shall survive the termination of this Agreement.

7.0 Term and Termination: 

This Agreement shall become effective on the Effective Date. The provisions of this Agreement shall 
however apply retroactively to any Confidential Information, which may have been disclosed in connection 
with discussions and negotiations regarding the Project prior to the Effective Date. 

7.1 This Agreement is irrevocable and shall have a binding effect in all communication.

7.2 The rights and obligations of each Party with respect to all Confidential Information of the other 
Party that is received under this Agreement shall remain in effect for a period of five (5) years from 
the date of disclosure of Confidential Information.

7.3 Time Periods- The nondisclosure provisions of this Agreement shall survive the termination of 
this Agreement and Receiving Party’s duty to hold confidential information in confidence shall 
remain in effect until the confidential information no longer qualifies as a trade secret or until 
disclosing party sends receiving party written notice releasing receiving party from this agreement, 
whichever occurs first.

7.4 Relationship- Nothing contained in this Agreement shall be deemed to constitute either party a 
partner, joint venture or employee of the other party for any purpose.

8.0 Severability- If court finds any provision of this agreement invalid or unenforceable, the remainder of this 
agreement shall be interpreted so as best to affect the intent of the parties. 

8.1        Integration- This agreement expresses the complete understanding of the parties with respect to 
the subject matter and supersedes all prior proposals, agreements, representations, and understandings. 
This agreement may not be amended expect in a writing signed by both parties.

8.2          Wavier- The failure to exercise any right provided in this Agreement shall not be a                  
waiver of prior or subsequent rights.

9.0       Intellectual Property Rights: 

All Confidential Information disclosed herein shall remain the sole property of the Disclosing Party and the 
Receiving Party shall obtain no right thereto of any kind by reason of this Agreement. 

Intellectual Property Ownership: 

No license to existing intellectual property- except for any intellectual property rights included to use the 
parties hereby acknowledge that this agreement does not constitute a grant by either party to the other of 
any license or right to either party’s intellectual property existing as of the effective date. 
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9.1 Ownership of developed intellectual property – If either party develops any new intellectual property in 
connection with this, the parties shall enter into a separate definitive agreement regarding the ownership of 
that new intellectual property. 

9.2   Future Agreement:
       Nothing in this agreement shall obligate either party to enter into any further agreements.

10.0 Amendments: 

Any amendment to this Agreement shall be agreed in writing by both Parties and shall refer to this 
Agreement. 

11.0 Severance: 

If any term or provision in this Agreement is held to be either illegal or unenforceable, in whole or in part, 
under any enactment or rule of law, such term or provision or part shall to that extent be deemed not to 
form part of this Agreement, but the validity and enforceability of the remainder of this Agreement shall not 
be affected. 

12.0 Governing Law: 

This Agreement shall be governed by and construed in accordance with the laws of India and in any 
dispute arising out of or relating to this agreement, the Parties submit to the exclusive jurisdiction of the 
Courts situated at Gautam Buddha Nagar, Greater Noida,Uttar Pradesh, India. 

13.0 General: 

13.1 Upon 45 days written notice, the Disclosing Party may audit the use of the programs, materials, 
marketing materials, services, and such additional disclosed resources. The Receiving Party 
agrees to co-operate with the Disclosing Party’s audit and to provide reasonable assistance and 
access to information. 

13.2 The Disclosing Party shall not have any liability to the Receiving Party for any claims made by 
third parties arising out of their use of the Disclosing Party’s trademarks (including “Logo”) or 
marketing materials. The Receiving Party agrees to indemnify the Disclosing Party for any loss, 
liability, damages, cost or expense (including attorney’s fees) arising out of any claims, which may 
be made against the Disclosing Party arising out of their use of the Logo or marketing materials 
where such claim relates to their activities, products or services. Notwithstanding above, the 
Receiving Party shall have no obligation to indemnify the Disclosing Party with respect to a claim 
of trademark or copyright infringement based upon their use of the Logo or marketing materials, 
as expressly permitted under this Agreement. 

13.3 The Receiving Party shall disclose of any similar agreements explicit or otherwise, for similar 
purpose/application with in its own organization, or any other third party. 

In the event of a breach or threatened breach by the Receiving Party of any provisions of this Agreement, the 
Disclosing Party, in addition to and not in limitation of any other rights, remedies or damages available to the 
Disclosing Party at law or in equity, shall be entitled to a temporary restraining order / preliminary injunction in 
order to prevent or to restrain any such breach by the Receiving Party, or by any or all persons directly or indirectly 
acting for, on behalf of, or with the Receiving Party. 

IN WITNESS WHEREOF, this Agreement was duly executed on behalf of the Parties on the day and year first 
above written.

For  and  on  behalf  of For  and  on  behalf  of
Sharda University Employee Name ___

Sign: ________________________ Sign: ___________________________
Name: Name:
Title:

Witness 1: Witness 2:

Sign: _____________________ Sign: _____________________



Annexure (Manual of HR Administration (Policies & Regulations), Amended vide 21st EC, 29.12.2021) Page xliii

Annexure 12

EXIT INTERVIEW FORM

(Part-I)

1. What is the reason of leaving Sharda ? (please √)

1. Compensation 5.    Role / Work allocated 

2.   Promotion / Career Growth 6. Team  issues

3. Working Conditions(travel, working 
hours, flexibility, culture)

7. Personal Reasons

4. Managerial Issue 8. Higher Studies

Please elaborate on your reason:
__________________________________________________________________________________
__________________________________________________________________________________

2. What were the most positive aspects of your time with the organization? (please √)

1. Role / Work allocated

2. Appraisal & recognition 

3. Co-worker interaction 

4. Working Conditions

5. Culture

Please give details and elaborate on your reason:
________________________________________________________________________________
________________________________________________________________________________

3. If you accepted another job, please complete the following.

1. Title 

2. Role

3. Salary 

4. Other Benefits

4. Any other comments or feedback ?
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________

Employee Signature: ________________________________Date: _______________

Name: Emp. Code:
Designation& Department: DOJ:
Reporting Manager: Last day in organization:
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EXIT INTERVIEW FORM

(PART-II)

To be filled by HR and Manager

1. Manager Comments

__________________________________________________________________________________

__________________________________________________________________________________

Can we rehire  person ?      YES/ NO

Manager Name &Signature: ________________________________       Date: __________________

2. HR Comments

__________________________________________________________________________________

__________________________________________________________________________________

HR Name &Signature: ____________________________                          Date: _______________
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Annexure 13

HAND OVER FORM

Name: Employee Id: 

Department : Designation :

Employment Period:

Brief Description of Duties: (Separate JD may be attached)
 ______________________________________________________________________________
 ______________________________________________________________________________
 ______________________________________________________________________________
 ______________________________________________________________________________

Hierarchy Tree (Please Specify Reporting Officer & Reportee)

Regular/re-occurring meetings, reports, Process or Procedures:(Detail may be annexed separately)

 _______________________________________________________________________________
 _______________________________________________________________________________
 _______________________________________________________________________________
 _______________________________________________________________________________

Key Documents/Reference Material (hardcopy and or in electronic form)(Navigation in case in electronic 
form): 

 ______________________________________________________________________________
 ______________________________________________________________________________
 ______________________________________________________________________________
 ______________________________________________________________________________

Status of recent and current Assignments / Reports/ Meetings:(Detail may be annexed)

1. Name of project/report/meeting/assignment

o Status

o Action needed

o Budget (if applicable)

o Critical issues/challenges

2. Indicate priority projects / Assignments (If any)
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Calendar of major activities and/or events (optional):

 ______________________________________________________________________________
 ______________________________________________________________________________
 ______________________________________________________________________________
 ______________________________________________________________________________

Equipments/Instruments/Machines/Others

Sl.No.
Equipments/Instruments 

Name Quantity Location

Condition 
(working/ 

nonworking) Remark

Your contact information after departure:

 Phone: 
 E-mail:

____________________                      __________________ __________________            
Handed Over By                                  Received By                                              Supervised By

Name: Name: Name:

Signature: Signature: Signature:

Date: Date: Date:
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Annexure 14

NO DUES FORM

Name __________________________________ Designation _______________________________

DOJ __________________________________
Last Working 
Day _______________________________

Department __________________________________
Employee 
Code _______________________________

Permanent 
Address _________________________________________________________________________________

E-mail ID __________________________________ Contact No _______________________________

S.No
Department

Department
Name & 

Signature

1.1

IT  Infrastructure

I-Card Yes        Not 
Applicable

1.2 Computer Lab Yes        Not 
Applicable

1.3 SIM Card/ Data Card Yes        Not 
Applicable

1.4 Mobile
Yes        Not 

Applicable

1.5 Any other item Yes        Not 
Applicable

2.1
Hostel 

Administration

Hostel Yes        Not 
Applicable

2.2 Mess /Food Charges if Any Yes        Not 
Applicable

2.3 Maintenance /Electricity Charges Yes        Not 
Applicable

3.1 Library Books Yes        Not 
Applicable

4.1

Estate Department

Transport Yes        Not 
Applicable

4.2 Staff Quarter Yes        Not 
Applicable

4.3
Any other 
Charges

Yes        Not 
Applicable

5.1 Store Department Pen Drive / Hard Disk Yes        Not 
Applicable

5.2 Computer/ Laptop Yes        Not 
Applicable
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5.3 Any other item Yes        Not 
Applicable

6.1 Security Vehicle Sticker Yes        Not 
Applicable

7.1 Accounts 
Department

Salary Clearance
Yes        Not 
Applicable

7.2 Any other Dues 
Yes        Not 
Applicable

8.1

Sharda Hospital

Pharmacy 
Yes        Not 
Applicable

8.2 Hospital Billing 
Yes        Not 
Applicable

8.3
MRD (For Employee working in SMSR, 
SH & SDS)

Yes        Not 
Applicable

9.1
Office Of Dean 

Research
Ph. D Fee exemption

Yes        Not 
Applicable

10.1
HR Department

Comply with Service Undertaking   (if 
any)

Yes        Not 
Applicable

10.2 Exit Interview Form Submitted/Attached
Yes        Not 
Applicable

(Please Tick) Yes / No

DepartmentHead  and  Dean’s Signature Dept Head  and 
Dean’s Name

Date

_______________________________
(My signature certifies that all separation requirements for the individual have been 
satisfied& proper handover has  been Completed)

Employee Signature Name Date

(I hereby declare that I have completed my  hand over & there are no dues against me, to the 
university  and I am giving  the No Dues Certificate obtained from various departments.)

HR NOTES
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-----

Department Location Contact Details Concerned Person
IT Infrastructure
I - Card**

(** will be Surrender 
after 3pm in IT Server 
Room)

School Dental 
Sciences Building
IT Date Room, 1st 
Floor

Ext. 2859/
Email Id: 
prashant.srivastava@sharda.a
c.in

Mr. Prashant Srivastava

Computer Lab Departmental Lab HOD

SIM Card / DATA 
Card

Sharda Hospital 
Building
C - Block

Ext. 9938 / 9800
Email Id. 
Puneet.gujarati@sharda.ac.in

Mr. PuneetGujrati/
Mr. Alok Gupta

Inter Hostel 
Administration

Mandela Hostel Ext. 2428/2492
Email Id.
sharat.chandra1@sharda.ac.in
juhi.shrivastava@sharda.ac.in

Mr. Sharat Chandra/ 
Ms. Juhi Shrivastava

Library Block 45 Mob. No. 7428435963
Email Id: 
satishkumar.srivastava@shard
a.ac.in

Mr. Satish Srivastava

Estate Department Block - 3 Ground 
Floor

Ext: 2424
Email Id: 
sandeep.rana@sharda.ac.in

Mr. SandeepRana

Transport Block 2, Basement Ext: 2020
Email Id: 
bhisham.atri@sharda.ac.in
/ amit.bansal@sharda.ac.in 

Mr. Bhisham Atri / 
Mr. Amit Bansal

Staff Quarter Block 2, Basement Ext no. 2920                                
Mob. No. 8802072725
Email Id: 
inderpal.singh@sharda.ac.in

Mr. Inderpal Singh

Store Department Block 4, Basement Ext  No. 2869
Email Id: 
sushil.kumar4@sharda.ac.in

Col. Sushil Kumar

Accounts Department Block 2, Basement Ext No. 2057
Email Id: 
deepak.agarwal@sharda.ac.in

Mr. Deepak Agarwal

Pharmacy Block F, Ground Floor Mob. No. 9891895111
Email Id: 
naturepharma44@gmail.com
Mob. No. 9818788224

Mr. Saurabh Gupta

Mr. Naveen Sharma
Hospital Billing Block F, Ground Floor

Block B, 6th Floor

Mob. No. 8800998870
Email Id: 
pankaj.gupta@sharda.ac.in
Email Id: Sonia@sharda.ac.in

Mr. Pankaj Gupta

Ms. Sonia
MRD Block A, 4th Floor Ext No. 9761

Email Id: 
pawan.kumar1@sharda.ac.in

Mr. Pawan Kumar

RTDC Block 2, 1st Floor Extn no. 2302
Email Id: 
abhishek.kumar12@sharda.ac.
in

Mr. Abhishek Kumar

Security / Vehicle 
Sticker

Security Office,
Block 2, 1st Floor

Extn No. 1122/1123 
Email Id: 
sudhir.kumar3@sharda.ac.in

Col. Sudhir Kumar




