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Motto: Light to Enlighten
Knowledge is light. SFSC is imparting Knowledge which is
light. Students, when they become knowledgeable are
enlightened. They in turn are expected to enlighten others and
thus bring out the transformation of society.

Focus: Inspiring Excellence

Vision: Holistic Development of Individuals

OUR MISSION
'To strive for excellence in all aspects of education, to form
integrated persons who are conscious of their responsibility to
build a just and humane world, and to enlighten the students to
dispel the shades of ignorance.

Quality Statement: SFS College is a nurturing ground for the
holistic Development of Individuals leading to the
transformation of the individuals and the society.

OUR EMBLEM:
SFS College emblem signifies the importance of Knowledge
and Divine Wisdom.  The Open Book represents the Holy Bible
which is the source of Divine Wisdom.  Our effort and endeavour
are not limited to imparting knowledge alone but more
importantly true wisdom that leads to holistic development of
the individual and all round progress of the society.  It is from
this Book the burning light emanates.  This light illumines whole
humanity and removes the darkness from the world.  Every
person, who receives this Light in return, is reminded to be "A
Light to Enlighten" his/her fellow human beings. Every student
of SFS College is sent out with this mission: to be a burning
light in the society by being the beacons of peace, hope and
justice.
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SFS VALUES AND BELIEFS

* Faith In God

* Love For The Nation

* Love For The Knowledge

* Moral Uprightness

* Skill Enhancement
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CHAPTER 2
STAFF POLICIES, PROCEDURES,

MAINTENANCE, DEFINITIONS AND
CLASSIFICATION OF EMPLOYEES

2.1 GENERAL POLICY

2.1.1. These  rules  and  codes  of  conduct  called  “The
Fransalian  Educational  Institution”  Staff  Service
Manual and Code of Conduct for the staff members of
the Educational Insitutions of the MSFS in North East
India Province, shall come into effect from the academic
year 2019. 

2.1.2. The purpose of this staff service manual is to provide
information, guidance and employment standards to be
applied  in  the  human  resource  (staff)  management  of
Fransalian  Educational  Institutions. It  is  the
responsibility of all employees to be familiar with the
contents of this manual. 

2.1.3. This staff service manual supersedes all previous
service rules and memos that have been  issued
from  time  to time on subjects covered in this manual. 

2.1.4. The staff  service  manual  is  neither  a  contract  nor a
guarantee of employment, compensation or benefits. 

2.1.1 APPLICABILITY 

2.1.1.1. The staff service manual and code of conduct apply to
every  staff  member  or  employees  (already  employed
and  employable  in  future)  whether  employed  in  a
continuing position by a letter of employment or by an
employee contract except when specifically excluded
in this policy; in the service of its educational institutions 
from the time of its promulgation and thereafter. 
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2.1.1.2. In case of persons appointed on honoraria, part-time or
contract basis, the applicability of these rules shall be
subjected to such special terms and conditions as may
be decided by the management from time to time. 

2.1.2 MAINTENANCE AND DISSEMINATION 

2.1.2.1. The aims and objectives for which the institution has
been  established  and  the  service  rules  and  code  of
conduct  shall  be maintained  by the Fransalian
Educational Society or the Founder Body. 

2.1.2.2. The Head of the Institution is responsible for providing
a  copy  of  the  manual,  amendments  and  revisions,  as
they occur, to the staff/employees. 

2.1.3 CLARIFICATION AND INTERPRETATION OF
POLICY AND PROCEDURE 

2.1.3.1. It is the responsibility of the Head of the Institution to
clarify the meaning  and  intent of  the  manual  in  the
ordinary circumstances. 

2.1.3.2. Should  any  policy or  procedure  require any further
clarification, it shall be referred to the President of the
Governing Body. 

2.1.3.3. In case of contradictory interpretations, the governing
body  of  the  Fransalian  Educational  Institution  shall
give the authoritative interpretation and its decision shall
be final. 

2.1.4 REVISION AND AMENDMENT 

2.1.4.1. The  management  of  the  Fransalian  Educational
Institution reserves the right to revise, amend, alter or
add  to  any  of  the  rules,  conditions,  policies  and
procedures  from  time  to  time  as  circumstances,
employment legislation and economic conditions dictate
or  as  and  when  found  necessary.  Such  modifications
will come into effect from the date of notification. Such 
modifications/alterations/changes,  shall  be  applied
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immediately  to  all  employees  of  the  institutions,
superseding  the  rules  and  regulations  in  force  at  the 
time of appointment. Notification will be circulated to
all staff members. 

2.1.4.2. The Governing Body may amend, modify, subtract
or  add  to  these  rules  through  resolutions  or
additions, which shall take effect from the date as
stated therein and shall be binding on all employees. 

2.1.4.3. The  Governing  Body  reserves  the  right  to  add,
alter, modify or amend any of the rules as and when
necessary without giving any prior notice with effect
from such date they may fix. 

2.1.4.4. Such amendment, alteration, modification or addition
shall be binding on all the teaching and non-teaching
staff  of  the  Institution  when  officially  communicated
to them. 

2.1.4.5. No  individual  Supervisor  or  Administrator  has  the
authority  to  change  the  policies  at  any  time.  No
statement or promise by a Supervisor or Administrator
may  be  interpreted  as  a  change  in  policy  nor  will  it
constitute an agreement with a staff member. 

2.2. DEFINITION OF TERMS 

2.2.1. A Fransalian College is a Christian Minority
Educational Institution,  established, managed and
run by the MSFS. The MSFS College,  imparting
formal education, comes  within the purview of Article
30 of the Constitutions of India. Though is established
primarily for the benefit of the Catholics, it is open to
all, irrespective of religion, caste, creed and language. 

2.2.1. CHRISTIAN   MINORITY   EDUCATIONAL 
INSTITUTION 

2.2.1.2. Christian Minority  Educational  Institution  means, an
educational  institution  established  and  run  by  the
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Christians  and  enjoys  the  privileges  under  Article  30
of the Indian Constitution and the terms and conditions
of the service of employees shall be governed by the
agreement between the employer and employee. 

2.2.2. FOUNDER SOCIETY 

2.2.2.1. The Founder Society (FS) of an educational institution
means  a  registered  society  under  the  Societies
Registration  Act,  XXI,  1860,  which  establishes,
administers and manages the educational institution. 

2.2.3. GOVERNING BODY 

2.2.3.1 Governing Body means the President and the executive
members of the above said registered society, as per its 
memorandum of association and rules and regulations 
having with its headquarter at Aalo, Arunachal
Pradesh.. 

2.2.4. PRESIDENT 

2.2.4.1 President means the Head of the Founder Society and
ipso facto president of the Governing Body. 

2.2.5. INSTITUTION 

2.2.5.1 Institution means  College /Colleges established  or 
entrusted to and administered by the Founder Society. 
Here it means the SFS College, Aalo, AP. 

2.2.6. MANAGING COMMITTEE (MC) 

2.2.6.1 The  Managing  Committee  (MC) means  the  Local 
Managing Body of an  institution  constituted  and 
approved by the Founder Body in accordance with the 
ru l e s  and  r egu la t ions  o f  t he  Cen t r a l  /St a t e
Governments  and applicable to minority institutions
and  entrusted with the implementation of the
educational objectives  of the founder body and the
management of the affairs of the College . 
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2.2.7. APPOINTING AUTHORITY 

2.2.7.1 In relation to an employee, appointing authority means 
the Managing Committee empowered by the Founder
Society  to  make  appointments  to  the  grade  in  which 
the employee is for the time being included or the post, 
which the employees for the time being holds. 

2.2.8. MANAGER/ SECRETARY/LOCAL SUPERIOR 

2.2.8.1 Manager/ secretary/ local superior is a person
appointed  by the Governing Body of the Society in
the managing  committee of the College. Subject
to the general control  of the Governing Body, he/
she shall exercise supervisory and disciplinary
authority over the Head of Institution  and staffs
as and when necessary. 

2.2.9. HEAD OF THE INSTITUTION/ PRINCIPAL 

2.2.9.1. Head of the Institution/Principal means the academic
and administrative head  of  the  Institution  and  its  Chief 
Executive Officer, by whatever name designated by the 
founder body, entrusted with the responsibility for the day
to-day administration of the institution and appointed
for  a specific period by the President of the governing
body. 

2.2.10. DISCIPLINARY AUTHORITY 

2.2.10.1. Disciplinary authority means the appointing authority
or any other authority empowered by the management
and  competent  to  impose  any  of  the  penalties  as  per
service and conduct rules. 

2.2.11. V I C E  P R I N C I PA L / A S S I S TA N T  V I C E
PRINCIPAL / ASSISTANT HEADMISTRESS /
LOCAL BURSAR. 

2.2.11.1. Vice  Principal  / Local Bursar means one who is
appointed by the President of the Founder Society and
whose duty will be supervision in nature, of the
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specified department to assist the Head of the
Institution/Principal in all his/her duties. 

2.2.12. STAFF MEMBER OR EMPLOYEE 

2.2.12.1. Staff member or employee means any person
appointed to any post or service in connection
with the affairs of  the College for remuneration,
but does not include: 

2.2.12.2. Employee of a contractor even though working within 
the premises of the College . 

2.2.12.3. Any person whose services are temporarily loaned or 
hired by the College. 

2.2.12.4. Any person doing gratuitous work. 

2.2.12.5. An apprentice. 

2.3. CLASSIFICATION OF EMPLOYEES 

2.3.1. Probationary  employee:  is  one  who  is provisionally
employed  with  a  view  to  being  considered  for  the  
employment  on  a  permanent  post  on  successful/
 satisfactory completion of the probation period of two
(02) years. 

2.3.2. Temporary  employee:  Employee  who  is  not  a
permanent employee and works for a fixed period of
time with fixed/agreed wages. 

2.3.3. Ad hoc or Casual employee: is one who is an employee
for  work of casual  nature or  for  some unexpected or
unforeseen work  of  short duration  or to  meet  the
requirement of emergency or during the absence of any
regular employee. 

2.3.4. Part-time employee: is one who is employed to work
for less than the normal working hours constituting a
day’s work. 
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2.3.5. Trainee or Apprentice:  means a person or learner who
is undergoing apprenticeship training in pursuance of a
contract  of  apprenticeship;  and  is  paid  an  allowance
during the period of training or apprenticeship. 

2.3.6. Contractual  teachers:  Teachers  recruited  on  a
temporary, contractual basis, for a specific period which
will end at the completion of the contract; often as a
response to difficulties in recruiting sufficient numbers 
of qualified teachers, or to meet budgetary restraints.
Such  an  agreement  will  not  bind  the  employer  to
continue with the employee.  However, the contractual
employee may apply in writing for a fresh contract and
the contract can be signed/ renewed again for a specific
period subject to fulfilment of conditions. 

2.3.7. Confirmed  Employee:  means  one  who  has  been
appointed  against  a  long-term  post.  The  employee
should have satisfactorily completed his/her period of 
probation  for  two  years.  The  Managing  Committee
should   conf i rm  the   employee   in   h i s /her
post  on  long term basis  in  writing, provided  the
employee has fulfilled all the required qualifications
and competencies as required by  the Educational
department/ University and Managing Committee
of the college. 

17



CHAPTER 3
VACANCIES, STAFF PLANNING

AND RECRUITMENT

3.1. GENERAL POLICY

3.1.1. It  shall  be  the  policy  of  Fransalian  Educational
Institution  to  actively  recruit  and  hire  qualified
candidates for all positions.

3.1.2. The eligibility for recruitment at Fransalian Educational
Institutions  will  be  based  on  merit  of  academic
qualification, work  experience  and  recruitment
assessment.

3.1.3. The endeavor will be to bring on board highly motivated
individuals  who  are  committed  to  safeguarding  and
promoting the welfare of all the students of Fransalian
Educational Institutions.

3.1.2. ESTABLISHMENT OF THE STAFFING PLAN

3.1.2.1. The Principal in consultation with other departments
establishes  a  staffing  plan  specifying  the  number  of
positions, job, titles, and descriptions for the College.
The  human  resource  plan  will  identify  staff
requirements, considering the current and future needs
of  the  College.  Any  such  proposal  shall  be
recommended  by  the  MC  and  approved  by  the
Governing Body.

3.1.3. VACANCIES

3.1.3.1. The  method  used  in  advertising  a  vacancy  will  be
determined  according  to  the  type  of  position  and/or
need(s) of the Vacancies.
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3.1.4. JOB APPLICATIONS

3.1.4.1. Applications for positions shall be submitted in written/
online by email form  to  the  Head  of  the  Institution.
A  resume  or  curriculum  vitae  can  be  attached  to  a
completed application form. When required, licensure,
certification and/or degree(s) from an accredited college,
university and/or  program  must  be  provided  within
30  calendar days  from  the  initial  date  of  joining.  All
information submitted with the application is subject to
verification. Failure  to  provide  official  transcripts  or
documents defined  in  this  paragraph  may  be  grounds
for disqualification and/or termination.

3.1.5 DISQUALIFICATION OF APPLICANTS

3.1.5.1. An applicant shall be disqualified from employment  on
reasonable  grounds  related  to  job  requirements,  bona
fide occupational qualifications, and/or for the following
reasons:

3.1.5.2. Not meeting the qualifications required for performance
of the job duties and requirements;

3.1.5.3. Making  a  false  statement  or  failure  to  disclose
information  or  facts  on  the  application  form  or
attachment or otherwise making a misrepresentation.

3.1.5.4. Committing or attempting to commit a fraudulent act at
any point in the application process;

3.1.5.5. Has  been  convicted  of  a  felony,  or  any  misdemeanor
relating to criminal conduct involving a minor or sexual
harassment.

3.1.5.6. Failing a background check.
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CHAPTER 4
SELECTION AND HIRING

Selection  and  hiring  of  employees  shall  be  based  on  individual
qualifications, job requirements and the needs of the College .

4.1 SELECTION PROCESS

4.1.1. The establishment of a new position shall be approved
by  the  Governing  Body.  The  authority  to  recruit  and
make selections for these positions is delegated to the
Head of the Institution. However, he/she may seek help
from a subject matter expert in terms of interview and
selection.

4.1.2. The assessment of the candidates comprises of a written
examination/ interview. Preferably every candidate
called for demo class should have scored at least 60%
mark in the written examination.  The candidates short
listed  for  interview  may  be  required  to  prepare  a
presentation  to  demonstrate  their  teaching  skills/
expertise to the Selection Committee.

4.2. SELECTION COMMITTEE

The Selection Committee for recruitment of new staff
shall comprise of:

4.2.1. Principal;

4.2.2. Vice Principal;

4.2.3. Manager/Local  Bursar/Member  of  the  Managing
Committee.

4.2.4. A Subject Matter Expert from relevant subject/area of
work./ University Representative.
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4.3. CRITERIA  FOR  SELECTION  OF  TEACHING
STAFF

4.3.1. Teacher  personality  &  academic quality  is  a  major
determinant of quality education, outcomes for students
and  therewith  the  best  teachers  are  selected  to  inspire
and  support  the  students  of  Fransalian  Educational
Institutions.

4.3.2. The Fransalian Educational Institutions usually adopt
the designation, minimum qualification and experience
prescribed  by  CBSE  (Central  Board  of  Secondary
Education) /ICSE/State Boards/other Boards.

4.4. THE  EXPECTED  MINIMUM  EDUCATIONL
QUALIFICAITON ARE THE FOLLOWING

4.4.1. MA /MA with NET or PHD in the mentioned subject

NB: The  teachers  who  do  not  fulfil  the  above-mentioned
educational qualifications may be appointed as staff on
contract  only.  They  may  apply  for  the  renewal  of
contract at the expiry of the contractual agreement. The
final decision will be taken by the College  management.
Any exception to this rest with the Managing Committee
approved by the Governing Body.

4.5. CRITERIA   FOR   SELECTION   OF   NON-
TEACHING STAFF

4.5.1. The governing body shall from time to time prescribe
the minimum qualification and experience in respect of
such positions.

4.5.2. The minimum qualification required for the office staff
such  as  clerk,  librarian,  lab  assistant,  etc.  shall  be
graduation in any discipline.

4.5.3. The minimum qualification for Grade IV Employees
shall be at least SSLC/HSLC passed. Besides  academic
qualifications,  every  candidate should have an upright
character; should abide by the rules and regulations of
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the Institution in which he/she is  working  and  must  be
willing  to  make  personal sacrifices for the cause of
education.

4.6. HEALTH EXAMINATION

4.6.1. A  person  selected  for  potential  employment  may  be
required  to  undergo  a  health  examination  as  a
prerequisite for employment. The health examiner may
be  determined  by  the  college  approved  by  the
management.    The  purpose  of  the  examination  is  to
determine the ability of the candidate to perform job
duties  and  responsibilities.  In  such  instances,  the
decision to employ will be based on the examination
results. The applicant/candidate has to bear the expense
in meeting this requirement.
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CHAPTER 5
APPOINTMENT AND EMPLOYMENT

GUIDELINES

5.1. APPOINTING AUTHORITIES

5.1.1. The  appointments  of  the  Head  of  the  Institution,  his
assistants and other religious staff shall be made by the
President of the Governing Body.

5.1.2. The appointment of all other categories of staff, whether
teaching or non-teaching shall be made by Principal on
behalf of the Managing Committee, in accordance with
the  directives  and  guidelines  given  by  the  Founder
Society/Educational departments.

5.2. PROCEDURE OF APPOINTMENT

5.2.1. Every appointment is made in writing, stating clearly
the type of employment offered and whether the same
is  confirmed,  temporary,  contractual,  part-time,  or
otherwise. Such letter must also contain the provision
and period of employment, and shall also describe in
general, the nature of duties, salary and other benefits,
and the manner of termination of services. It may also
include such matters as may be deemed necessary by
the Institution.

5.3. ACCEPTANCE  OF  TERMS  AND  CONDITIONS
OF APPOINTMENT

5.3.1. All members of the staff thus appointed must return to
the appointing authority the duplicate copy of such letter
of  appointment  duly  endorsed  with  his/her  signature
on such copy. Thereafter such letter shall be deemed to
be the valid contract of service.
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5.4. EMPLOYMENT DOCUMENTATION

5.4.1. Upon acceptance of a job offer and prior to beginning
work,  all  newly  hired  staff  members  must  submit
relevant  documents  pertaining  to  age,  educational
qualification and work experience to the Principal. The
date  of    birth  of  a  staff  member  once  entered  in  the
record of the Institution shall be the sole evidence of
his/her age in relation to all matter pertaining to her/ his
service.

It  is  required  that  the  selected  staffs  produce  the
following certificates:

(a) Medical  certificate  of  fitness  from  a  doctor.    (If
necessary approved by the Management)

(b) Two  character  certificates  from  educationists  or  any
other responsible members of   society, not related to
the candidate, certifying the character and conduct to
the  satisfaction  of  the  College   authorities  or  police
verification.

(c) Original certificates, duplicate copies of the certificates
duly attested, a recent pass-port size photo, certificates
of  experience  if  any,  with  self-attested  photocopies
thereof.  Original  certificates  shall  be  returned  after
verification.

5.5. COMMENCEMENT OF SERVICE

5.5.1. Except as otherwise provided by or under this Manual,
service of a staff member shall be deemed to commence
from the working day on which the staff member reports
for duty in accordance with the letter of appointment
issued to her/him.

5.5.2. Service  includes  the  period  during  which  the  staff
member is on duty as well as on leave duly sanctioned
by the Principal/Vice Principal , but does not include
any period during which a staff member is absent from
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duty without  permission  or  overstays  leave,  unless
specifically permitted by the Principal/Vice Principal .

5.5.3. Selected staff members would be required to join duty
within  a  specified  date  failing  which  the  offer  of
appointment would stand withdrawn.

5.5.4. At the time of commencement of service,  a copy of the
Service Rules shall be made available to the newly
appointed staff member.

5.6. PROBATION

5.6.1. Ordinarily, a member of the staff appointed against a
permanent  vacancy  will  be  placed  on  probation  for
two  years,  renewed  annually  against  a  written
application for renewal, one month before the expiry of
the term.

5.6.2. The period of probation may be further extended for
another year only at  the sole discretion of the Managing
Committee,  on  the  basis  of  the  performance  of  the
candidate and satisfaction of the staff member.

5.6.3. Probationary  employment  may  be  terminated  by  the
Institution or the staff member by giving one month's
prior notice in writing or with a month's salary in lieu of
prior notice.

5.7. CONFIRMATION OF APPOINTMENT

5.7.1. A  staff  member  will  be  confirmed  in  service  after
completion of the probation period on the basis of her/
his satisfactory performance.

5.7.2. Confirmation to permanent post shall be made against a
written application after being approved by  Managing
Committee and shall be notified to the staff concerned
in writing.

5.7.3. Confirmed  employment  may  be  terminated  by  the
Institution  or  by  the  staff  member  by  giving  thre
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months' prior notice in writing or with  three months'
salary in lieu of prior notice.

5.8. RETIREMENT

5.8.1. Every employee shall retire from service on attaining
the age of Fifty Eight years.

5.8.2. However, if the date of retirement of a superannuated
staff  falls  on  any  date  other  than  the  first  day  of  the
month, the concerned staff will be allowed to retire on
the last day of the month/year.

5.8.3. The  Managing  Committee,  in  its  discretion  and  if
considered necessary in the interests of the institution,
may grant extension to any staff member beyond the
age of Fifty Eight years on such terms and conditions as
may be decided by it. But the extension in any case shall
not be above 60 years of age.

5.9. RECORD OF SERVICE

5.9.1. Record  of  service  including  maintenance  of  a
continuous  Performance  Appraisal  Report  in  respect
of each employee shall be maintained in such form and
manner  as  may  be  prescribed/  approved  by  the
Competent Authority from time to time.

5.10. SENIORITY

5.10.1. The  seniority  of  staff  members  appointed  shall  be
regulated by the joining date and by the order in which
their names are included in the selection merit list for a
particular post.

5.11. WORKING DAYS

5.11.1. The College will work on all days marked as working
days  in  the  College  Diary  and  all  Saturdays  that  are
legally permissible to work in a given academic year. In
an unforseen situation if any working day is lost, it may/
shall be compensated on a day marked as holiday in the
College  Diary.

26



5.11.2. All the members of the staff are expected to come to
College on a holiday to attend a function or for any other
specific purpose connected with the College when it is
required by the Principal/ Vice Principal .

5.11.3. Every staff member shall stay back after the class at
least one hour to do their copy checking, departmental
meeting,  staff  meetings,  daily  lesson  plan  making,
answer sheet correction or any other work as deemed
important by the college.

5.12. RESIGNATION

5.12.1. A staff member on probation may resign from service
by giving 1 (one) month's written notice to the Principal
or  one  month's  salary  in  lieu  of  prior  notice.  It  shall
however be open to the College to accept one months'
salary in lieu of the notice.

5.12.2. A confirmed staff member may submit resignation by
giving 3 (three) months' written notice to the Principal
or three month salary in lieu of prior notice.  It shall
however be open to the College to accept three months's
salary in lieu of the notice.

5.12.3. The  vacation  period  cannot  form  part  of  the  notice
period. No salary will be paid for leave taken during the
notice period.

5.12.4. By the end of the notice period the staff member will
hand over full charge of the work assigned to him/her to
the assigned supervisor and give an undertaking to that
effect  as  deemed  correct  in  accordance  with  the law.

5.13. TERMINATION OF SERVICE

5.13.1. The  service  of  a  member  of  the  staff  engaged  on  a
temporary service or on probation, may be terminated
during the period of such temporary or probationary
appointments, with one month's notice in writing on
either  side  or  by  payment  of  one  month's  salary  in
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lieu of notice without having any reason to be assigned
by either party. Here salary shall mean basic pay plus
DA.

 5.13.2. The College Managing Committtee has the authority to
terminate the services of a confirmed staff in service
upon three months' notice in writing or by payment of
three months' salary in lieu of notice in writing after
following the standard procedures of termination. In the
event of suppression of a subject, post, class, section or
department or for any other reason considered sufficient
by the College authority, in the best interest of the
institution. Over  and  above  the  said  reasons,  the
service  of  a confirmed employee may be terminated
also on grounds of  misconduct,  persistent  inefficiency,
disobedience, continued  poor  performance,  prolonged
illness  which interferes  with  his/her  regular  attendance
or  breach  of  standard of conduct and rules of the
College. In such cases, the Managing Committee will
follow the set proceedure of serving one written  memo
to the said staff and a final letter of  termination. In case
of severe misconduct the College Managing Committee
may take immediate actions as well.

5.13.3. Fransalian  society  is  committed  to  provide  safe
environment  for  children,  by  adhering  to  child protection
policy in accordance with the law of the land. All  the
members  including  staff  are  to  adhere  to  the same. In
case of any violation in regards to child safety the guilty
will be proceeded against in accordance with the law.

5.14. ORIENTATION

5.14.1. The Managing Committee expects that all the newly
inducted staff members are successful in their new jobs
and therewith remains open for any clarification that a
new  staff  member  may  have  about  his/her  specific
responsibilities, work hours and general policies and
procedures  relating  to  employment  in  all  Fransalian
Educational Institutions.
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5.14.2. The  Principal  of  the  College  is  expected  to  orient
the new  members  of  the  staff  at  the  College  to  their
responsibilities,  code  of  conduct,  Fransalian  spirit  of
education and assist them in adapting to the norms of
the College  environment.

5.14.3. There will be orientation  sessions for new teachers prior
to  the  beginning  of  the  college  year  for  imparting
information about curriculum and educational resources
and providing opportunities for sharing and networking
with teachers and administrators of the College.

5.14.2. It is mandatory for the staff members to attend refresher
and update courses during the course of the year
especially during summer or winter break.
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CHAPTER 6
SERVICE CONDITION AND
STANDARD OF CONDUCT

6.1. GUIDING NORMS AND SERVICE CONDITIONS

6.1.1. Every staff is subject to the rules of discipline and code
of conduct as laid down herein and as may be modified
from time to time by the Management of the College .

6.1.2. Every  staff  is  expected  to  carry  out  diligently  and
faithfully, to the best of his/her ability the work assigned
and creatively contribute to and further the interest of
the  Institution.  The  Institution  being  Christian,  he  or
she is expected to strive in a special manner to set an
example of Christian conduct and devotion to duty.

 6.1.3. In all matters concerning the entire administration and
general running of the Institution the authority or the
Head of the Institution should be respected and his/her
decisions carried out under their direction.

6.1.4. A said staff being an educator is bound to show good
example to the students in and outside the educational
institution. He/she must be clean and tidy, modest and
sincere,  above  all  patient  and  polite  in  speech  and
behavior.

6.1.5. A  teacher  shall  teach  well  the  subjects  assigned, maintain
a high standard of discipline in the class, and train  the
students  in  honesty,  good  manners,  polite s p e e c h
and  smart  deportment,  giving  them  personalexample.

6.1.6. A  teacher  must  be  keenly  interested  in  the  all-round
development  of  the  students,  by  giving  emphasis  on
good handwriting, without however undue interference,
foster/ inculcate in the pupils a spirit of respect, docility

30



and  gratitude  towards  authority  as  well  as  love  and
respect for others, follow the rules of the College relating
to  the  way  of  teaching,  setting  question  papers,
correcting home works, class-works and answer scripts.

6.1.7. All staff are expected to follow uninterrupted attendance
during working hours and availability to students is a must.

6.1.8. A  teacher  shall  not  act  in  any  manner  that  might  be
harmful or detrimental to the interest of the institution.
Opinion  regarding  such  detriment  and  consequent
decision thereof shall be the absolute discretion of the
Management.

6.1.9.  In addition to ordinary College work of 3 to 4 periods a
day,  within  a  range  of  18- 24  periods  a  week, excluding
any substitution, a said staff shall be required to  participate
in  co-curricular  activities  and  be cheerfully  available  to
help  everyone  and  to  take  up extra assignment that the
Head of the Institution may find it necessary to give.

6.1.10. All teachers shall utilize their free periods in preparation
for  the  next  class  and  correction  of  student's
assignments  or  other  duties  given  by  the  college
and not in any way engage in personal works, or
discussions on  politics,  or  against  colleagues,  or
against  the management.  Discussions  have  to  be  pro-
active, academic based and for the growth of the College

6.1.11. Participation in in-service training programs, seminars
organized  by  the  management  periodically  shall  be
compulsory for all.

6.1.12. The Management has the right to modify the service
hours from time to time according to the exigencies of
the situation.

6.1.13. Staff room is a place of relaxation and work. However,
care  must  be  taken  and  proper  decorum  befitting
teachers must be maintained and cause no disturbance
to one another.
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6.1.14. Teachers proceeding on leave other than casual leave
should  hand  over  all  such  relevant  and  necessary
materials for the purpose of facilitating the work of the
teacher substituting during such absence.

 6.1.15. Every teacher should do whatever is his/her power to
promote harmony and team sprit among the members
of the staff. A teacher who is the cause of disharmony
among  the  members  of  the  staff  will  be  considered
guilty of a serious misconduct affecting the good and
efficient running of the College .

6.1.16. No employee is permitted to apply for any job or appear
for any exam or interview, without obtaining the prior
permission/ No objection certificate from the Principal
or concerned authority.

6.1.17. Staff  appointed  in  the  College  either  directly  or
indirectly, carry on or be concerned with any trade or
business  whatsoever  without  having  obtained  the
permission  of  the  said  authority,  nor  shall  she/he
concern himself/herself with any political party or any
of  their  other  activities  or  be  a  member  thereof,  nor
bring into the institution active politics nor stand for
public  elections.  Exceptions  to  holding  public  office
may be made but only with the written approval of the
said authority. Under no circumstance whatsoever shall
the  said  staff  hold  a  public  or  private  meeting  in
the premises  of  the  Institution.  The  decision  of  the
Governing  Body  regarding  what  constitutes  political
activity at any point of time shall be final and binding.

6.1.18. No  employee  shall  accept  any  gift  or  gratification  in
kind or in cash from the students or their parents for the
work done by him/her in the College.

6.1.19. No  employee  shall  resort  to  any  form  of  strike  in
connection with any matter pertaining to her/his service
or  the  service  of  others  under  the  Management.  Any
difference of opinion or dispute of any kind shall be
resolved through dialogue and discussion.
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6.1.20. Instigating the students for selfish or for personal gains
is highly objectionable. He/she is liable to be discharged
from service if found guilty.

6.1.21. Any employee, if arrested for a criminal charge shall be
considered as under suspension from the date of her/
his arrest and shall be allowed payment admissible to
him/her under suspension until the termination of the
proceedings against him/her is complete.

6.2. CODE OF CONDUCT FOR EMPLOYEES

6.2.1. Every employee of Fransalian Educational Institution
shall be governed by the Code of Conduct.

6.2.2. All  staff  members  are  expected  to  demonstrate  a
professional, cooperative, knowledgeable and courteous
demeanor  in  all  interaction  with  students,  parents/
guardians, colleagues and members of the community.

6.2.3. It is expected that all staff members will follow general
and specific work and employment guidelines, carry out
instructions and direction appropriately issued by the
Principal  and  perform  job  accountabilities  in  a
responsible manner.

6.2.4. Every  staff  member  is  expected  to  adhere  to  the
Standard of Conduct to maintain and sustain an orderly,
efficient and professional work environment.

6.2.5. The following acts shall Constitute breach of Code of
Conduct:-

6.2.5.1. Use  of  abusive  language,  quarrelsome  and  riotous
behavior

6.2.5.2. Disrespectful behavior, rumor mongering and character
assassination.

6.2.5.3. Making false accusations or assault either provoked or
otherwise.
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6.2.5.4. Use of liquor or narcotics in the College premises.

6.2.5.5. Mutilation/destruction of College records and property.

6.2.5.6. Conviction by a Court of Law for criminal offense.

6.2.5.7. Possession  of  weapons,  explosives,  and  other
objectionable materials, in College premises.

6.2.5.8. Indulging in or encouraging any form of malpractice
connected with examination or other College activities.

6.2.5.9. Divulging confidential matters related to College.

6.2.5.10. Obstructing other  members  of  the  staff  from  lawful
duties and indulging in any sort of agitation to coerce or
embarrass the College  authorities.

6.2.5.11. Carrying  out  personal  monetary  transactions  among
themselves, with the students and/or with the parents.

6.2.5.12. Taking active part in politics.

6.2.5.13. Propagating  through  teaching  lessons  or  otherwise
communal or sectarian outlook or inciting or allowing
any  student  to  indulge  in  Communal  or  sectarian
activity.

6.2.5.14. Showing sustained neglect in correcting class work or
homework.

6.2.5.15. Taking  private  tuitions  to  the  students  of  the  College
without the permission of College  authorities.

6.2.5.16. Organizing  or  attending  any  meeting  during  College
hours except when he/she is required or permitted by
the Head of the College  to do so.

 6.2.5.17. Absenting from work even though present in the College
premises or absent without leave.

6.2.5.18. Asking  for  or  accepting,  except  with  the  previous
sanction of the Principal, any contribution or otherwise

34



associating himself/herelf with the raising of funds of
any find or make any collection whether in cash or in
kind, in pursuance of any object whatsoever.

6.2.5.19. Participating  in  any  activity  which  is  disrespectful,
harmful  or  otherwise  damaging  to  the  Christian
Principles.

6.2.5.20. Participating in any activity which brings disrespect to
the College, Government or civil society.

6.2.5.21. Instigating the students for selfish end or for personal
gains.

6.2.5.22. Refusing  to  accept  any  communication  from  the
competent authority.

6.2.5.23. Abuse of leave facilities.

6.2.5.24. Habitual breach of rules or instructions.

6.2.5.25. Inflicting corporal punishment upon students.

6.2.5.26. Wilful insubordination or disobedience whether alone
or  in  combination  with  others,  to  any  lawful  or
reasonable order of superior;

6.2.5.27. Theft, fraud, embezzlement, sabotage or dishonesty in
connection with the employer's business or property;

6.2.5.28. Demanding,  taking  or  giving  bribes  or  illegal
gratification or commissions.

6.2.5.29. Habitual absence without leave;

6.2.5.30. Habitual late coming,  negligence or neglect of work or
not  keeping  to  established  norms  and  rules  for
efficiency and care;

6.2.5.31.      Tampering  with  official  documents,  records, attendance,
registers, etc. either of himself/ herself or of any other
employee;
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6.2.5.32. Conviction by any court of law for any criminal offence
involving moral turpitude;

6.2.5.33. Causing  disturbance  or  creating  nuisance,  making
annoyance, teasing or causing physical harassment, pain
or  injury  to  other  employees,  visitors,  students,
guardians etc;

6.2.5.34. Obtaining   employment   by   concealment   or
misrepresentation  of  material  particulars  by  an
employee  which  would  have  prevented  his/  her
employment  had  they  been  made  known  before  the
appointment;

6.2.5.35. Distributing or exhibiting within the premises any bills,
pamphlets,  posters,  etc.  except  when  previously
authorized by the management.

6.2.5.36. Being engaged in private tuition for the students of the
same  College   and  be  partial  on  account  of  private
tuitions;

6.2.5.37. Engaging  in  any  kind  of  activities  that  hampers  the
reputation  of  the  institution,  management,  principal/
staff and students through electronic, print or social media.

6.3. STANDARD OF CONDUCT

6.3.1. As an Educational Institution, we must hold ourselves
to high standards of quality service and ethical conduct.
A Standard of Conduct is required in every workplace
to  ensure  that  everyone  works  together  efficiently,
effectively and harmoniously.

6.3.2. The purpose of this Standard of Conduct is to ensure
that  staff  members  understand  the  conduct  which  is
expected  and  necessary  to  fulfil  our  mission,
responsibilities and duty to our students, their families,
our colleagues and members of the community.

6.3.3. All teachers are expected to be exemplary in their public
and private life. Their loyalty, sense of dedication and
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ntegrity  of  character  should  be  at  all  times  an
inspiration to the students entrusted to their care.

6.3.4. Every  Employee  shall  be  governed  by  the  following
standard of conduct;

6.3.5. Every staff member has to report to College minimum ten
minutes before  the  commencement  of  the  College   Day.

6.3.6. A  staff  member  who  comes  late  has  to  report  to  the
Principal;

6.3.7 The staff room during working hours is a place of work
related to the teachers and staff. Hence an atmosphere
of silence should be maintained during working hours;

6.3.8. No teacher should enter the classroom while another
teacher is teaching there, except with the permission of
the Principal//Vice Principal.

6.3.9. All information, registers or other documents required
are to be submitted on stipulated time;

6.3.10. All  employees  of  the  College   should  treat  each
other  with  great  respect  and  courtesy.  Disagreements,
disapprovals  and  corrections  should  be  done  in
parliamentary or diplomatic language;

6.3.11. The use of profane language is prohibited and may be a
cause for disciplinary action;

6.3.12. Discussion on the problems of the students or sharing
of information about students should be done aside in
private without letting it be known to others;

6.3.13. Prayer time for students is also prayer time for teachers.
They should be present along with the students.

6.3.14. Teachers/Non  Teaching  staff  who  travel  by  College
buses are responsible for the maintenance of discipline
and order among the students travelling by the bus. They
should appoint responsible students as monitors for  the
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month  and  the  names  of  the  indisciplined students
should  be  communicated  to  the  teacher  in charge;

6.3.15. All teachers/employees are expected to dress neatly and
decently. Work attire should reflect the professional role
of  the  staff  member  exhibiting  concern  for  safety,
hygiene, neatness, cleanliness and projecting positive
role models for the students;

6.3.16. Every teacher shall wear the College uniform/Dress code
according to the norms and rules of the College.

6.3.17. No teacher is allowed to leave the College  premises or
meet  outsiders  or  receive  visitors  without  the
permission  of  the  Principal/  Vice Principal   during
working hours.

6.3.18. The  Standard  of  Conduct  is  applicable  to  all  staff
members of the Fransalian College   subject to the nature
of work.

6.3.19. No employee  is  allowed  to  use  mobile phones  inside
the class room..  In order to maintain an atmosphere of
silence conducive for academic engagement staff
members are advised not to use mobile phones in the
common places such as staff room, common room of
the staff, corridor etc

6.4. EVERY TEACHER SHALL ….

6.4.1. Be  punctual  in  attendance  and  in  respect  of  his/  her
class-work and also for any other work connected with
the  duties  assigned  to  him/  her  by  the  Head  of  the
Institution;

6.4.2. Abide by the rules and regulations of the College and
also show due respect to the constituted authority.

6.4.3. With the permission of the Head of the Institution may
appear  for  any  examination  to  improve  his/  her
qualifications; without affecting the regular functioning
of the College .
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6.4.4. Become  or  continue  to  be  a  member  of  any  literary,
scientific or professional organization.

6.4.5. On occasions such as wedding, anniversaries, funerals
or religious functions when a gift is given in conformity
with the prevailing religious or social practice, a teacher
may accept;

6.4.6. Move briskly to their respective teaching class room.
No transaction or discussion or passing of information
should  be  done  on  the  verandahs  and  lobbies  when
classes are in progress. Each teacher should maintain a
recollected  atmosphere  to  be  able  to  recapitulate  the
planned lessons for that period;

6.4.7. Use their free periods for correction and other College
work;

6.5. NO TEACHER SHALL:

6.5.1. Knowingly or willfully neglect his/her duties;

6.5.2. Propagate  through  his/her  teaching  or  otherwise,
communal or sectarian outlook; allow any  student to
indulge  in  communal  or  sectarian  activity;  organize,
support or become member of any such organization or
union which have political affiliations;

6.5.3. Discriminate any student on the ground of caste, creed,
language,  place  of  origin,  social  and  cultural
background or any of them;

6.5.4. Indulge  in  or  encourage  any  form  of  malpractice
connected  with  examination  or  any  other  College
activity;

6.5.5. Show  sustained  neglect  in  correcting  class  work  or
homework done by students;

6.5.6. Absent  himself/  herself,  while  being  present  in  the
College   (except  with  prior  permission  of  the  Head
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of the Institution from the class which he/ she is required
to engage);

6.5.7 Remain absent from the College without leave or without
the prior permission of the Head of the Institution;

6.5.8. Engage  himself/herself  as  a  selling  agent  or  canvass
for any publishing firm or trader;

6.5.9. Ask  for  or  accept  without  previous  sanction  of  the
Principal/ Vice Principal  of the College  any contribution
or associate himself/herself with the raising of any funds
or  make  any  other  collection,  whether  in  cash  or  in
kind in pursuance of any objective whatsoever in the
name of the Institution;

6.5.10. Enter into any monetary transaction with any student or
parent,  nor  shall  he/she  use  his/her  influence  for
personal ends nor shall he/she conduct his/her personal
matters in such a manner that he/she has to incur debt
frequently;

6.5.11. Accept or permit any member of the family or any other
person acting on his behalf to accept any gift from any
student, parent or any person with whom he/she has to
come into contact by virtue of his/her position in the
College  (The expression "gift" shall include transport,
boarding,  lodging  or  other  service  or  any  pecuniary
advantage when provided by any person other than a
near relation or personal friend having no dealings with
him in connection with the College );

6.5.12. Shall practice or incite any student to practice tribalism
or ethnicism.

6.6 LIMITATION

6.6.1. The Standard of Conduct is not a comprehensive manual
that covers every situation which may arise; however it
establishes  principles  to  be  followed  by  all  staff
members of Fransalian Educational Institutions.
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CHAPTER 7
LEAVE

7.1. GENERAL PRINCIPLES

The following general principles shall govern the grant
of leave to the staff members.

7.1.1. Leave  means  authorized  absence  from  duty  or  any
absence during the employee's assigned hours of work
and can be with or without pay.

7.1.2 Leave use requires supervisor approval and cannot be
transferred from one employee to another. Advance of
any type of leave is prohibited.

7.1.3. The period of calculating and availing of leave will be
confined  to  the  duration  of  the  academic  year  of  the
College.  Leave  granted  for  a  College   year  or  for
the remaining  part  thereof  will  expire  at  the  end  of
the College  year for which such leave is granted.

7.1.4. Leave  applied  for  a  specific  period  may  be  refused,
postponed,  revoked  or  reduced  by  the  sanctioning
authority if considered necessary for the interest of the
pupils and the smooth running of the College .

7.1.5. All leaves must be applied minimum a day ahead of
time  through  a  written  application  addressed  to  the
sanctioning authority. If a prior application cannot be
submitted owing to a sudden emergency, the employee
shall personally inform the principal/Vice Principal  over
phone  and  take  explicit  permission.  Prior  to  the
commencement of the duty the employee must submit
the written application.

7.1.6. Every unauthorized leave will be considered as casual
leave taken plus the forfeit of the day's pay.
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7.1.7. During the period of leave, an employee must not take
up or accept any employment or work with or without
remuneration.

7.1.8. Before  proceeding  on  leave,  the  staff  member  must
inform the Principal/ Vice Principal  of the institution
about his/her address and other contact details while he/
she is on leave and shall keep the said authority updated
of the changes in address, if any.

7.1.9. Any  absence  more  than  the  number  of  days  allowed
for leave will be considered as unauthorized absence
from  duty  which  is  a  matter  of  serious  disciplinary
action against the teacher.

7.1.10. All leaves except Maternity Leave will be calculated on
a pro-rata basis from the start of the academic year or
date of joining in the said academic year.

7.1.11. An employee who does not avail casual/medical leave
shall  be  remunerated  for  the  days  at  the  end  of  the
academic year.

7.1.12. Any employee who exceeds the number of leave shall
not be paid for those days.

7.1.13. Each individual Fransalian institution can put a cap on
the total number of employees to be allowed on leave
on  a  particular  day  subject  to  the  approval  of  the
Governing  Body.      This  is  important  for  the  smooth
running  of  the  College .  If  the  teacher  takes  a  leave
beyond the agreed leave for the day, it shall be treated
as casual leave without pay.

7.2. TYPES OF LEAVE
* Casual Leave
* Medical Leave
* Maternity Leave
* Paternity Leave
* Vacation Leave
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7.2.1. CASUAL LEAVE

7.2.1.1. All  confirmed  staff  members  and  probationers  will
be eligible for 12 (twelve) days casual leave in a year. If
an employee is taking a leave before and after any of
the holidays, the intervening days too will be treated as
Casual Leave. Casual leave is not to be prefixed or
sufixed to with any type of leave or with any holidays
like summer vacation, Christmas, Deepawali, Puja etc.
and holidays before the beginning of the new academic
year.    An  employee  is  eligible  for  causal  leave  for
personal and special needs.  The number of such leave
in a year will be decided by the Governing Body.  This
leave shall not be taken without sufficient reason and
shall not be accumulated.  It shall not be combined to
any other leave.  Normally not more than 3 days of casual
leave shall be allowed at a time in a month.

7.2.1.2. For all the non-confirmed employees Casual leave may
be granted at the rate of one leave in a month.

7.2.1.3. Casual leave can be taken for half day also.

7.2.1.4. Unavailed  casual  leave  during  the  year  will  lapse  at
the end of the academic year.

7.2.1.5. Casual leave will be forfeited for late arrival at the rate
of 1 (one) day's casual leave for every 3 (three) days
late arrivals.

7.2.2. MEDICAL LEAVE

7.2.2.1 All staff members will be eligible for 3 (three) days'
medical leave in an academic year.

7.2.2.2 A  medical  certificate  must  be  submitted  from  the
authorized medical practitioner for availing the medical
leave.

7.2.2.3. Medical leave can be taken for half day also.
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7.2.2.4. In cases of surgery or any other illness requiring long
period  of  recuperation,  the  staff  member  may  be
allowed  to  club  the  medical  leave  along  with  casual
Leave  or  any  other  leave  at  the  discretion  and  prior
sanction of the sanctioning authority subject to approval
of Competent Authority.

7.2.3. MATERNITY LEAVE

7.2.3.1. A confirmed lady staff member in service may be granted
maternity  leave  on  full  pay  up  to  60  (sixty)  days
and  another  30  days  without  pay  inclusive  of
intervening holidays and Sundays.

7.2.3.2. A lady staff member who has completed one full year of
job  in  the  College   on  probation  may  be  granted
maternity  leave  up  to  30  (thirty)  days  with  pay  and
without  pay  up  to  60  (sixity)  days  inclusive  of
intervening holidays and Sundays.

7.2.3.3. Any extension of the maternity leave over and above
the above mentioned norms will be considered by the
College  management on a case by case only.

7.2.3.4. A female employee will be entitled  for maternity leave
only twice during her service.

7.2.4. PATERNITY LEAVE

7.2.4.1 A  permanent  male  staff  member  may  be  granted
paternity leave up to 2 (two) days.

7.2.4.2 A male employee will be entitled to paid paternity leave
only twice during his service.

7.2.5. VACATION LEAVE

7.2.5.1 Teaching  staff  members  will  be  eligible  for  vacation
leave in accordance with the Academic calendar.

7.2.5.2 During vacation leave, teaching staff members may be
required  to  report  for  duty  based  on  requirements  of
work.
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 7.3. Summary  of  types  of  Leave  (in  calendar  days)  -
Confirmed Staff Members

Type of Leave  Teaching Non Teaching

Casual Leave 12 days 12 days

Medical leave 3 days 3 days

Maternity leave 90 days 90 days

Paternity leave 2 days 2 days

Vacation leave As per academic Not applicable
Calendar

7.4. Summary  of    types  of  Leave  (in  calendar  days)  -
Non confirmed Staff Members.

Type of Probationer Temporary Part-time Casual
Leave Employees

Casual 12 days-one 12 days-one 12 days-one Not
Leave day in a day in a  day in a applicable

month month month

Medical 3 days 3 days Not Not
leave applicable applicable

Maternity Not Not Not
leave 90 days applicable applicable applicable

Paternity 2 days Not Not Not
leave with pay applicable applicable applicable

7.5. SANCTIONING AUTHORITY

 7.5.1. The  Principal/    will  be  the  Sanctioning Authority for
granting leave to all the members of the staff.
Accordingly, members of the staff will apply for their
leave to the Principal.
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CHAPTER 8
HOURS OF WORK AND ATTENDANCE

8.1. All members of the staff, teaching and non-teaching must
attend College  punctually at the specified time and shall
leave only half an hour after the College  closes for the
day. Library staff, office staff and administrative staff
members are suppose to be in the college one hour before
the class begins. As such college timing will be from
08:30 AM to 03:30 PM

8.2. All  the  members  of  the  staff,  teaching  and  non-
teaching  must  sign  regularly  the  Attendance Register
on  arrival  and  departure  which  is  to  be maintained
by the Head of the Institution.

8.3. Attending the duty later than the appointed time or
leaving the College before the specified College time
by  the  teaching  and  non-teaching  staff  shall  be
recorded as late attendance.

8.4. If a member of the teaching or non-teaching staff is
marked for three days' late attendance, one day's casual
leave will be deducted from his/ her casual leave.

8.5. A teacher's routine shall consist of 80% of the total
periods of teaching/supervisory work per week and 20%
of the periods for the correction of homework,
substitution or any other work assigned by the Head of
the Institution. He/she must be ready to conduct/ help
the College for  co-curricular activities too.

8.6. In the larger interests of the students, no teacher shall
refuse to take the class of an absent colleague if allotted,
whenever necessary by the Head of the Institution/his
delegate.
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8.7. The normal working period for the staff shall be of  eight
hours duration, six days a week excluding the recess
time.

8.8. In pursuance of the general interest of the College, all
staff members shall be required to attend duties on  any
national  or  festival  holidays,  in  case functions to
celebrate such occasions are organized by the College .

8.9. Working days for non-teaching staff will be from
Monday  to  Saturday  and  other  special  days,  as
instructed by the authority.

8.10. During  the  hours  of  work  all  are  expected  to  be in
their  respective places of work. During the free period
teachers are expected to be in the staff room attending
to their duties.

8.11. Frequent  absence  from  place  of  work,  or  being
outside the College  premises during hours of work may
call for disciplinary action. The College  shall maintain
the record of such absence from place of work.
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CHAPTER 9
COMPENSATION AND BENEFITS

9.1. COMPENSATION

9.1.1. The scale  of  pay  and  allowance  shall  be  those
agreed upon by the appointing authority and the
employee as per the directives of the Governing
Body.

9.1.2. Every employee shall be paid his/her salary latest
by the 5  of each succeeding month.

9.1.3. The  College   shall  deduct  from  the  salary  of
the employee any dues legally recoverable and
will pay the same on behalf of the employees.

9.1.4. Salary increment or the pay shall not be automatic
but  will  be  subject  to  all-round  performance
of the employee to the satisfaction of the
Managing Committee  and  adherence  to  the
policies  and procedures of Fransalian Educational
Instititions.

9.1.5. Newly  appointed  staff  members  are  entitled
for vacation salary provided they have put in at
least six  month's  services  prior  to  the  beginning
of vacation.

9.2. PROVIDENT FUND AND OTHER BENEFITS
9.2.1. PROVIDENT FUND

9.2.1.1.    All  employees  shall  subscribe  to  the  Provident
Fund  by  contribution to be deducted  from  their
salary in accordance with the P.F. Act and Rules.
The College shall  contribute in accordance with
the P.F. Act and Rules as applicable.
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9.2.1.2.    Members  of  Provident  Fund  will  automatically
have  in-built  employee  pension  subject  to
satisfying statutory conditions.

9.2.1.3. The EPF Scheme covers Provident Fund, Pension
Scheme  and  Deposit  Linked  Insurance.  12%  of
the employee's salary (Basic & DA) as employee's
contribution  and  12%  as  the  employer's
contribution  and  further,  1.61%  from  the
management towards administrative charges. This
amount  is  to  be  deposited  to  the  Employees
Provident Fund Office by the 15th of every month.

9.2.2. EMPLOYEE STATE INSURANCE

9.2.2.1.    All  employees  shall  subscribe  to  the  ESI
contirbution to be deducted from employees salary
in accordance with the ESI rules.  The College  too
shall contribute in accordance with the ESI rules
as applicable.

9.2.3. GRATUITY

9.2.3.1. Any teacher who has continuosly served 5 years
or more is entitled to get gratuity at the time of
discontinuity from the instititution provided he or
she is leaving the institution on retirement or after
the  completion  of  an  academic  year  in  proper
procedure.

9.2.3.2. No gratuity shall be paid to an employee whose
service is terminated on disorderly conduct.

9.2.3.3. Gratuity will be paid to confirmed employees as
per  govt.  sanction  and  as  fixed  by  aided
Institutions  and  as  fixed  by  the  Management  in
the case of others.

9.2.3.4. Gratuity may also be paid to the nominee or the
heir of the employee at the death of a confirmed
employee in service.



9.2.4. Incentives for the Staff Members both Teaching and No
Teaching Staff

9.2.4.1. Teaching staff

* Interest free loans up to 50 thousand for a confirmed
staff and up to 30 thousand for a staff in probation.

* Partial travel allowance for staff for workshops,
refresher courses, seminars etc

* Free transportation for normal working days in college
bus

* Publication fee for papers published in UGC recognized
journals

* Free accommodation for outstation staff in the campus

* Paid leave for attending competitive exams, national
seminar or conferences or training programs up to three
days in a semester

* PF for all

* College organises exposure programs and picnics for
staff members at its own expenses

* Gifts are given on special occasions

9.2.4.2. Non teaching staff

* Interest free loans up to 25 thousand for a confirmed
staff and up to 15 thousand for a staff in probation.

* Free transportation for normal working days in college
bus

* Free accommodation for outstation staff in the campus

* PF for all

* College organises exposure programs and picnics  for
staff members at its own expenses

* Financial assistance for children studying in the school

* Gifts are given on special occasions
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CHAPTER 10
DISCIPLINARY ACTION AND

PROCEDURES

Disciplinary  action  is  the  right  of  the  management  as  part  of  the
administration. The one who appoints has the right and the power to
remove or punish provided that natural justice is maintained and
proper procedure is followed.

Performance  of  one's  duty  demands  the  acceptance  of  certain
standards of behavior from all the members of staff. It is, therefore,
considered necessary that the staff should be forewarned of those
violations  in  writing,  which  could  result  in  formal  disciplinary
proceedings being taken against them and that in those cases deemed
to be gross misconduct, such proceedings may result in dismissal.

The term misconduct shall denote any offence or act of commission
or omission on the part of the employee, which falls in the general
connotation of the word misconduct. This connotes offences or acts
of commission or omission under or against rules, regulations and
practices of the institution detailed in the foregoing clauses of the
Service Rules especially the clause on code of conduct.

Without  prejudice  to  the  generality  of  the  term  misconduct,  the
following are acts of commission and omission and shall be treated
as misconduct, which shall include the following:-

 10.1. MISCONDUCT

Misconduct comprises willful acts of omissions and
commissions on  the  part  of  a  member  of  the  staff
under  one  or  more  of  the following headings.

10.1.1. Neglect of duty; absence without leave; absenteeism;
repeated late attendance; and leaving the place of work
during the working hours without permission.
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 10.1.2. Chronic  laziness;  incompetence  and  inefficiency  in
works assigned; and irresponsibility.

10.1.3. Sleeping while on duty or disturbing the diligence or
work of co- employees during working hours.

10.1.4. Inflicting corporal punishments on students

10.1.5. Want of due diligence in performance of one's duties;
not making due improvement and not growing on the
job or being stagnant in his/her work.

10.1.6. Any act or conduct within the premises, that which is
likely to endanger the life or safety of any person.

10.1.7. Unauthorized  handling  of  any  machine,  apparatus,
equipment  or  material,  failure  to  observe  safety
instructions  or  failure  to  make  use  of  safety  devices
provided by the management; failure to take preventive
measures.

10.1.8. Engaging  in  private  work  or  trade  within  the  College
premises; engaging in other employment while in the
service  of  the  Institution;  engaging  in  the  same  or
different  profession  outside  the  College   without  the
written permission of the Management.

10.1.9. Failure  to  report  promptly  any  accident  or  hazard
noticed inside the premises or to report any occurrence
or defect or mistake, which might endanger the lives of
persons, damage to property of the Institution etc.,

10.1.10. Use  of  indecent  gesture  or  language,  making  false
allegation  against  superiors  and  co-employees  or
workers and failure to account for the same.

10.1.11. Furnishing false or incorrect information or withholding
any  relevant  or  pertinent  information  at  the  time  of
appointment or whenever situations warrant.

10.1.12. Trespassing  or  forcible  occupation  of  any  portion  of
the College  premises; unauthorized use or occupation
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of the accommodation; or refusal to vacate the same
when called upon to do so by the Management.

 10.1.13. Unauthorized  use  of  the  Institution's  name,  address,
telephone,  or  other  description  of  the  Institution,
unauthorized use of the Institution's facilities, whether
or not for personal gain.

10.1.14. Violation of orders and directions regarding attendance,
College   or  office,  discipline  etc.,  issued  from  time
to time in the interest of the general administration of
the College .

10.1.15. Willful  insubordination,  disobedience,  disregard  or
violation  of  any  lawful  and  reasonable  orders  of  the
superior  authority,  whether  alone  or  in  combination
with others.

10.1.16. Moral delinquency affecting the discipline or reputation
of the College  or the welfare of its pupil like immoral
or illegal cohabitation, state of adultery, drunkenness or
drug abuse and smoking during the working hours.

10.1.17. a)  Physical contact and advances,
b)  Demand or request for sexual favors,
c)  Sexually colored remarks,
d) Showing pornography, and/or
e)  Any  other  unwelcome  physical,  verbal  or  non-
verbal conduct of sexual nature.

10.1.18. Sexual  harassment  of  a  co-employee,  unwelcome
sexually  explicit  behavior,  whether  directly  or  by
implication  such  as:  Infidelity,  unfaithfulness,
dishonesty, untrustworthiness, theft, fraud, suspicious
behavior of any kind in connection with the property of
the institution or other employees or visitors to the
institution or attempting to do so.

10.1.19.  Using  intoxicating  drugs,  liquor  or  smoking  in  the
College   premises  or  reporting  for  work  in  an  unfit
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condition because of previous indulgences or under the
influence of any intoxicant.

10.1.20. Tampering  with  the  records  of  the  institution,
falsification, defacement or destruction of any records
of  the  Institution  including  those  pertaining  to  other
employees or attempting to do so.

10.1.21. Disclosing to any unauthorized person, without written
permission  of  the  Principal/Vice Principal   or  any
other competent  authority,  any  information  affecting
the interests of the Institution with regard to the
procedures, practice and functioning of the Institution.

10.1.22. Possessing firearms, other weapons or any other article
in  the  premises  detrimental  to  the  security  of  the
Institution or persons.

10.1.23. Soliciting,  demanding,  collecting  or  canvassing  the
collection  of  any  money  from  anyone  or  selling  any
kind of tickets within the premises for any purpose or
without prior written permission of the Management.

10.1.24. Creating  disturbance  or  nuisance  inside  or  in  the
immediate neighborhood of the premises, including its
residential  sectors  by  fighting,  abusing,  threatening,
intimidating,  coercing,  assaulting  or  threatening  to
assault  employees  or  others:  riotous  or  disorderly
behavior, gambling or otherwise.

10.1.25. Erection,  inscription,  exhibition  of  any  matter
whatsoever on any place or property of the Institution
including its buildings, walls, fences, tress, boards or
vehicles;  erasing  or  disfiguring  of  any  inscription,
notice or publication put by the Management.

10.1.26. Unauthorized removal from or affixing on notice boards
or any other place in the Institution and its premises.

10.1.27. Organizing,  holding,  attending  or  taking  part  in  any
meeting,  exhibiting,  sticking  or  distributing  any
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handbills, notices, leaflets, pamphlets or posters in the
premises  or  in  its  immediate  neighborhood  without
prior written permission of the Management. Preaching
or inciting disaffection or violence in relation to matters
and people concerning the Institution. Surrounding or
forcibly detaining superiors or other employees of the
Institution or resorting to hunger strike or similar action
in or outside the premises. Obstructing the movement
of goods, persons or vehicle pertaining to the activities
of the institution, willful damage to work in progress or
to any other property of the Institution.

10.1.28. Organizing or participating in any form of protest or
demonstration  in  the  College   premises:  instigating
colleagues or students against the College  authorities.

10.1.29. Inciting communal violence or indulging in anti-social
activities:  committing  any  act  which  is  an  offence
punishable under the Indian Penal Code or punishable
under any law or involving moral turpitude.

10.1.30. Indulging in any act of sabotage affecting thereby the
smooth functioning of the institution: any act prejudicial
to the interest or reputation of the institution or any act
or  conduct  involving  moral  turpitude  or  immoral
behavior or act in or outside the premises.

10.1.31. Habitual breach of any standing order, service rules or
any  other  rules  or  regulations  in  force  in  the  College
from time to time.

10.1.32. If an employee, acting individually or in group, absent
from  work  or  being  present  at  the  work  place  and
refusing to work.

10.1.33. To be a member or otherwise associated with or having
connection with any kind of banned organization and
other extremist groups.

10.1.34. Joining  in  any  political  demonstration  against  the
government  or  introducing  political  parties  and/or

55



politically  related  organizations/associations  into  the
premises or compound of the Institution.

10.1.35. Any  act  or  conduct  likely  to  affect  adversely  the
peaceful  working  of  the  Institution  in  any  manner
whatsoever.

10.1.36. Any other misconduct unbecoming of an employee that
gives doubt about the faithfulness of the employees and
for any other good and sufficient reason, which makes
an employee unsuitable for retention in service.

10.1.37. Taking or giving bribes or any illegal gratification or
demanding or offering bribes or illegal gratification.

10.1.38. Refusal to accept a charge sheet or order or any other
communication (also by post) from the College .

10.1.39. Taking tuition for the students of the same College  and
being partial in awarding mark to them or offering any
kind of inducement or force to other students inviting
for tuition.

10.1.40. Posting scandalous statement or critical remarks about
the  Institution/Management,  Principal/Students  or
Colleagues in social, print, digital or any other media
either directly or indirectly so as to harm the good name
and reputation of the persons or institution.

10.1.41. The College  has the right to impose penalties or call for
disciplinary  action  after  assessing  the  gravity  of  the
misconduct.

10.2. DISCIPLINARY AUTHORITY

There may be occasions when the authority may need
to  question  an  employee  or  call  for  an  explanation,
bringing defects to the notice; and giving an opportunity
for explanation.

If  the  lapse  is  not  serious,  like  negligence  or
carelessness, lack of thoroughness, etc., to justify the
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imposition of the formal punishment or a censor, calls
for some formal action such as the communication of a
written  warning/admonition/reprimand,  it  may  be
administered and the copy of such warning and so on
should be kept in the personal file of the employee.

10.2.1. Written warning/admonition/reprimand should not be
administered or placed on record unless the authority is
satisfied that there is a good and sufficient reason to do
so.

10.2.2. If in the opinion of the authority, despite the warning,
etc. the employee concerned has not improved, it may
make  an  appropriate  mention  against  the  relevant
column in the confidential report. This will constitute a
serious  entry and requires to be communicated.

10.2.3. The Principal, on behalf of the Managing Committee
shall be the disciplinary authority in respect of all aspects
of misconduct, which warrant only minor penalty as
defined above.

10.2.4. The  Principal  shall  refer  allegations proposed to the
MC which shall advise the Principal or the Vice Principal
as to the action to be taken against the delinquent staff
member.

10.2.5. MC shall be the disciplinary authority in respect of all
aspects  of  misconduct,  especially  in  the  case  of  a
confirmed employee through all kinds of legal notices
including the letter of suspension or dismissal.

10.2.6. The Founder Society shall have the power to reconsider
all  the  evidences  produced  in  the  case,  admit  fresh
evidence, if necessary, hear the parties concerned, and
confirm,  modify  or  set  aside  any  decision  of  the
Management.

10.3. The Managing Committee and Principals of Fransalian
Educational Institutions shall strive to maintain good
morale among all staff members and as problems arise,
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shall  encourage  all  concerned  individuals  to  make
sincere  efforts  in  working  towards  constructive
solutions of problems in a courteous and cooperative
atmosphere.  In  addition,  staff  members  are  expected
to follow the standard code of conduct and Fransalian
Educational Institution policies in the performance of
their duties. Any staff member who deviates from these
rules and standards will be subject to corrective action,
including termination of employment.

10.4. CORRECTIVE ACTION

Fransalian  Educational  Institutions  will  attempt  to
administer discipline in a fair  manner to all the staff
members and will take measures that are designed to
correct the issues which a staff member may have at
work  to  maintain  an  orderly  and  efficient  work
atmosphere. The purpose of corrective action is not
intended to inflict punishment but to make the staff
member aware of the importance of adhering to the
operating  policies  and  procedures.  In  some  cases  it
may be necessary to discharge a staff member because
of  the  seriousness  or  continuation  of  unacceptable
conduct. The following types of corrective actions are
applicable in the workplace.

10.4.1. MINOR CORRECTIVE ACTION

10.4.1.1. Censure:  A  formal  reprimand  given  in  writing  or  an
explanation sought.

10.4.1.2. Recovery of damage or loss suffered by the College .

10.4.1.3. Suspension  from  duties  without  pay  for  a  period  not
exceeding seven days.

10.4.2 MAJOR CORRECTIVE ACTION

10.4.2.1. Withholding of increment

 10.4.2.2. Compulsory termination of service

10.4.2.3. Dismissal
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10.5. PROCEDURE  FOR  IMPOSING  CORRECTIVE
ACTION

10.5.1. Major corrective action

10.5.1.1. Major corrective action shall be imposed on confirmed
staff members after an enquiry is completed, as far as
may be possible in a manner as provided in the Staff
Service Manual.

10.5.1.2. Every order, notice and other process made or issued
under  these  rules  shall  be  served  in  person  to  the
member of the staff concerned or communicated to him/
her  by  registered  post/  courier  at  his/her  last  known
address with the Fransalian Educational Institution.

10.5.1.3. If the  member  of  the  staff  refuses  to  accept  a
communication  addressed  to  him/her,  a  copy  of  the
same will be put up on the institute's notice board after
recording  the  refusal  in  the  presence  of  2  (two)
witnesses and the same shall be deemed to be effective.

10.5.1.4. The disciplinary authority shall ascertain the ground
based on the charges for which if required an enquiry is
to be held;

10.5.1.5. Such charges shall be communicated in writing to the
staff  member  and  he/she  will  be  required  to  submit
within such time as may be deemed necessary by the
disciplinary  authority,  a  written  statement  of  his/her
defense and to also state whether he/she desires to be
heard in person;

10.5.1.6 On receipt of the written statement of defense from the
staff member, or if no such statement is received within
the  time  limit  specified  in  the  charge  sheet,  the
disciplinary  authority  may  or  may  not  order  inquiry
into the charges as are not admitted by the staff member,
or if the disciplinary authority considers it necessary to
do so, appoint a board of enquiry / committee or an
enquiry authority for the purpose;
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10.5.1.7. The  disciplinary  authority  may  nominate  any  person
whom it deems fit to present the case at the enquiry in
support of the charges made;

10.5.1.8. The authority enquiring into the charges is referred to
as the enquiry authority;

10.5.1.9. The enquiry authority shall in the course of the enquiry
consider such documentary evidence as may be relevant
or material in reference to the charges;

10.5.1.10.  At the conclusion of the enquiry, the enquiry authority
shall  prepare  a  report  on  the  enquiry  recording  its
findings;

10.5.1.11. The  disciplinary  authority  having  considered  all  the
findings  from  the  record  of  the  enquiry  shall  record
their judgment on the report of the enquiry authority;

10.5.1.12.  If the disciplinary authority is of the opinion that any
major corrective action   shall be imposed, they will
have to pass appropriate orders;

10.5.1.13.    Orders  passed  by  the  disciplinary  authority  shall  be
communicated to the staff member, who will be given
on request a copy of the report of the enquiry.

10.5.1.14. .The staff member may appeal to the governing body if
he/she wants to.

10.5.2. Minor corrective action

10.5.2.1. Minor penalties shall be passed after the staff member
is informed in writing of the charges made against him/
her  and  is  given  an  opportunity  to  make  any
representation  he/she  may  wish  to  make  and  such
representation,  if  any,  is  taken  into  consideration  by
the disciplinary authority.
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CHAPTER 11
GRIEVANCE AND REDRESSAL

11.1. GRIEVANCE

11.1.1. A grievance is any feeling of dissatisfaction or unfair
treatment which staff members experience in relation
to  their  work  and  employment  situation  excluding
appeals  against  corrective  action.  The  College 's
Employee  Grievance  Procedures  are  available  to  all
regular  full  and  part-time  employees.  Temporary
employees  who  have  not  successfully  completed  an
initial  probation  period  do  not  have  access  to  the
College 's  Employee  Grievance  Procedures.  The
Employee  Grievance  Procedures  exist  to  provide  an
administrative procedure for an employee to appeal a
formal disciplinary action.

11.2. GRIEVANCE PROCEDURE

11.2.1. Complaints  and  requests  shall  be  raised  informally.
Should any feeling of injustice or dissatisfaction arise
from  informal  discussions,  it  may  be  then  handled
formally  through  the  grievance  procedure. A  staff
member who has a complaint shall contact the Principal
and explain the compaint and desired action to relieve
the  situation  through  the  Grievance  Handling  Form
(Annexure)

11.2.2. The Principal  will  have  to  dispose  of  the  grievance
preferably  within  one  month  of  the  receipt  of  the
grievance,  unless  he  is  prevented  by  compelling
circumstances from doing so. In case grievance does
not fall under his jurisdiction or invloves a matter of
policy,  the  same  shall  be  referred  to  the  Managing
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Committee  or  the  Governing  Body  by  the  Principal
within  a  period  of  fifteen  days  from  the  date  of  the
receipt of the application by him.

11.2.3. In the  event  of  the  concerned  staff  member  being
dissatisfied with the decision of the Principal he/she/
they  will  be  entitled  to  an  appeal  to  the  Managing
Committee within a period of 15 days from the date
of intimation of decision of the Principal.

11.3. REDRESSAL  THROUGH  THE  MANAGING
COMMITTEE

11.3.1. If an appeal on a decision of the Principal is received by
the managing committee, the managing committee shall,
unless  prevented  by  the  circumstances  beyond its
control, dispose of the appeal as early as possible after
considering  the  evidence  and  if  necessary  after giving
a hearing to the concerned member of the staff or one of
the representatives of the group of staff.

11.3.2. The  managing  committee  can  also  appoint  a  sub
committee with the authorization to solve the dispute in
consultation with the president.

11.3.3. In the event that a grievance involving a policy matter is
referred to the managing committee by the Principal,
the same shall be referred by the managing committee
to the governing body at the earliest.

11.3.4. In the event of concerned staff being dissatisfied with
the decision of the managing committee, he/she/they
may further appeal to the governing body of the College,
within a period of 15 days from the date of intimation
of the decision of the managing committee.

11.4. REDRESSAL  THROUGH  THE  GOVERNING
BODY

11.4.1. If such an appeal is received by the Governing Body,
unless prevented by circumstances beyond its control,
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shall  endeavour  to  dispose  of  the  appeal  as
expeditiously as possible after considering all materials
on record.

11.4.2. The governing body may refer a matter to anyone or
group of conciliators for guidance in any matter where
the governing body considers it necessary to do so.
The governing  body  may  or  may  not  accept  the
recommendation in arriving at a decision on the
appeal.

11.4.3. The decision of the governing body in the matter shall
be final and binding.

11.5. SUSPENSION

A  staff  member  may  be  placed  under  suspension  by
the disciplinary authority:

11.5.1. Where disciplinary  proceedings  against  him/her  are
contemplated or are pending;

11.5.2. Where a case against him in respect of criminal offence
is under investigation or trial;

11.5.3. Except  in  suspension  due  to  custodial  detention,  a
member of the staff under suspension shall be entitled
to draw subsistence allowance equal to 50% of his/her
basic pay provided the disciplinary authority is satisfied
that  the  staff  member  is  not  engaged  in  any  other
employment or business or profession or vocation.

11.5.4. When the staff member under suspension is reinstated,
the Institution may or may not grant him/her the
following pay and allowances for the period of
suspension.

11.5.5. If the member of the staff is exonerated and not awarded
any of the penalties, he/she shall be given full pay and
allowances which he/she would have been entitled to if
he/she had not been suspended, unless the subsistence
allowance already paid to her/ him.
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 11.5.6. If otherwise, such proportion of pay and allowances as
the Institution may prescribe.
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CHAPTER 12
TEACHERS' MANUAL

12.1. The Teachers of Fransalian Educational Institutions will
comply  with  standard  practices  and  ethical  conduct
towards  students,  professional  colleagues,  College
officials,  parents  and  members  of  the  community.  In
fulfilling the responsibilities of their individual roles,
teachers will demonstrate personal integrity, exemplify
honesty  and  good  moral  character  and  measure  the
progress of each student toward realization of his/her
potential as an effective citizen. All staff members are
expected  to  work  together  in  a  cooperative  spirit  to
realize the mission and vision of Fransalian Educational
Institutions.

12.2. ATTENDANCE

12.1.1. Students'  attendance  should  be  recorded  faithfully
and correctly at the beginning of the day as required, so
that the students realize the importance of attending
College. Attendance on  the  first  day  of  the  College
and on important days as decided by the principal is
compulsory;

12.1.2. Leave of absence for students to attend social functions
will  not  be  generally  granted.  Exceptions  in  case  of
unforeseen  circumstances  are  given  only  by  the
Principal;

12.1.3. 75%  of  attendance  is  the  minimum  requirement  for
admission  to  final  examination.  Medical  reason  and
death in the family will not count towards 10% absence,
provided they are excused by the Principal;
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12.1.4. Attendance register will have to be deposited with the
College  office every day;

 12.1.5. Absence from College during a test/ examination will
not be condoned except in case of very serious illness.
The Principal has to be intimated about it on the same
day and a medical certificate will have to be submitted
on the day the student joins the College ;

12.1.6. No  re-test  or  examination  shall  be  conducted  for  an
absent student for whatever be the reason. The projects
not  submitted/presented  on  stipulated  dates  shall  not
be accepted except in cases where such provisions are
announced  by  the  Head  of  the  Institution  or  by  the
teacher on certain subjects with prior permission from
the head of the institution;

12.1.7. If a test/ examination of a particular student is condoned
on  the  ground  of  ill  health,  the  average  is  to  be
calculated from the performance of other tests of the
same subject.

12.3. ASSEMBLY

12.3.1. Every teacher should attend the morning assembly and
participate actively in its proceedings;

12.3.2. All  the  teachers,  especially  the  class  teachers  are
responsible for the maintenance of discipline during the
assembly;

12.3.3. Organizing  the  assembly  to  make  it  a  learning
experience is the duty of the teachers;

12.3.4. No  student  will  be  allowed  to  absent  himself/herself
from  the  assembly  without  the  permission  of  the
Principal/Vice Principal

12.3.5. No student will be allowed to leave the College  early,
without a written note from the parent, countersigned
by the Principal/Vice -Principal/ any other competent
authority who is assigned for it;
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 12.3.6. Students  are  not  to  be  sent  on  errands  from  the
classroom;

12.3.7. Use of students to carry books/ records from one place
to  another  should  usually  be  avoided    during  class
hours;

12.3.8. It is the duty of the teachers to see that students maintain
personal  hygiene  and  they  come  in  clean  and  proper
uniform.

12.4. DISCIPLINE

12.4.1. Teachers are expected to do their work diligently and
regularly;

12.4.2. Teachers should not engage themselves in their personal
work during College hours;

12.4.3. Teachers  are  required  to  devote  the  entire  teaching
periods to the students;

12.4.4. Teachers are expected to be standing while teaching,
unless  they  are  unwell,  they  need    the  permission  of
the  Principal to sit and teach.

12.4.5. Teachers are to read and explain well to the students,
the rules and regulations given in the College  diary;

12.4.6. Individual  attention  to  the  student  is  essential  and
teachers  are  encouraged  to  solve  personal  problems,
behavioural and educational. When a student does not
show  improvement,  this  fact  must  be  brought  to  the
notice  of  the  Principal  immediately.  When  a  teacher
feels that a student needs special help or is suffering
from any emotional problems, he/ she must immediately
inform the Principal/Vice Principal;

12.4.7. Poor discipline is usually the result of lack of proper
planning.  Properly  planned  activities    in  and  outside
the class help to maintain proper discipline;
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12.4.8. The teacher should be firm, just and consistent but not
unreasonable in his/ her demands;

12.4.9. The  teacher  must  always  give  due  respect  to  each
student. Ridicule, sarcasm in speech, unreasonable and
unproductive punishment are to be avoided;

12.4.10. Expulsion  of  students  from  the  class  because  of
indiscipline is strictly forbidden.

12.5. INJURIES AND SICKNESS

12.5.1. Any injury to students is to be reported to the Office
and made sure that the first-aid is given. Parents should
be contacted if the injury needs medical attention;

12.5.2. If a student gets sick during the College hours, parents
should be contacted with permission of the Principal
and the student is sent home. Meanwhile the  student
will  rest  in  the  infirmary/  any  other convenient room;

12.5.3. Student   returning   after   recovery   from   any
communicable  disease  must  bring  fitness  certificate
from a Doctor.

12.6. OUTSIDE THE CLASS ROOM

12.6.1. Teachers are responsible for the discipline of students
even outside the classrooms;

12.6.2. Supervision during the break or play-time is vital for
the protection of the students. Teachers allotted to such
duties will be held responsible for any mishaps.

12.7. LIBRARY AND LAB EQUIPMENT

12.7.1. Students must be trained to make extensive use of the
library facilities;

12.7.2. Teachers concerned are responsible for the safe return
of the library books, teaching learning equipments;
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12.7.3. Teachers  are  responsible  for  the  proper  care  and
operation  of  all  equipment,  charts,  lab  equipments,
sports  equipment,  etc.  Needed  repairs  should  be
reported to the Principal/ immediately;

12.7.4. Students must  be  trained  to  take  care  of  the  College
property,  books/equipments  damaged  or  lost  by  a
student should be made good.

12.8. CLASS-ROOM

12.8.1. A Teacher is judged by the room in which he/ she works.
Every teacher should strive to have a neat and attractive
classroom;

12.8.2. The teacher is responsible for College property for its
use and maintenance in his/her classroom;

12.8.3. Social  cleanliness  is  a  part  of  basic  discipline.  The
teachers are therefore responsible to educate students
in keeping their class and College surroundings tidy;

12.8.4. It is the teacher's responsibility to take immediate steps
to report to the office the need of maintenance of College
property;

12.8.5. Destruction or damage to College  property desks, books
etc. is a serious matter. The teacher must be alert and
take immediate steps to correct the student or to report
it to the Vice Principal / Principal;

12.8.6. The  classroom  should  be  properly  displayed  with
instructional chart. The Students themselves should be
encouraged to prepare such charts periodically;

12.8.7. Before leaving the classroom the teacher should insist
that: students pick up waste and any unwanted material
from the floor and place it in the waste paper basket;
desks  and  chairs  be  left  in  proper  arrangement;  the
blackboard is erased; lights and fans are switched off;
windows are closed and the room is left in a condition
fit to be used again;
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 12.8.8. Students'  report  card/  test  result  should  be  properly
maintained by the teacher.

12.9 HOUSE SYSTEM

12.9.1. The students may be divided into houses during college
week. This house division must help to develop a  sense
of  healthy competition and achievement;

12.9.2. Each house will have teachers as animators and others
to assist them;

12.9.3. At the beginning of the year elections will be held to
choose captains for the respective Classes ;

12.9.4. Class  -wise meeting of students will be held whenever
necessary. The aim of this meeting is to promote better
understanding  between  the  students,  to  organize  and
carry out any programme or idea for the benefit of the
College , to evaluate the performance of the class etc
and take measures to improve upon it.

12.10. WEAK STUDENTS

12.10.1. Teachers  are  expected  to  pay  attention  to  every
individual student, and more specifically to the weaker
students. All efforts should be made so that the weak
students reach the average level of the class as quickly
as possible;

12.10.2. Neglect of any student, specially a weak student is a
grave breach of conduct;

12.10.3. Teachers may be asked to conduct remedial classes even
outside the teaching hours for the benefit of the weak
students, for no extra remuneration;

12.10.4. Teachers  will  have  to  stay  back    one    hour  after  the
class to check copies, prepare lesson plan, meet parents,
prepare for assembly and allied educational activities.
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12.10.5. Teachers  will  also  have  to  stay  back  on  special
occasions  when  there  is  any  work  to  be  done  or
completed  as  well  in  preparation  for  any  program/
function  in  the  College   and  for  remedial  classes  for
weaker students.

12.11. HOMEWORK/ PROJECT WORK

12.11.1. Homework/  Project  work  is  an  integral  part  of  the
educational process, but it must be regular, reasonable
and beneficial to the students;

12.11.2. Home work should be so clarified by the teacher that
minimal parental help is required;

12.11.3. Teachers must see that every student returns his/ her
homework  copy,  complete  or  incomplete  within
stipulated  date  and  time.  In  case  the  work  is  not
complete; the teacher should find the reason/ cause for
it, which must be recorded in the diary;

12.11.4. Homework should be regularly and carefully checked
and  the  students  should  be  made  to  understand  their
mistakes and corrections to be done. The teacher must
append  her/  his  signature  and  date  at  the  end  of  the
corrected work;

12.11.5. The class teacher should confer with other teachers and
be  aware  of  overall  home  assignment  so  that  the
students are not overburdened.

12.12. MEETING

12.12.1. Participation  and  co-operation  is  of  vital  importance
for  an  educational  institution  to  progress.  Active
participation in the College  activities will be reflected
through active participation in the staff meetings;

12.12.2. There will also be regular monthly/weekly departmental
meetings  for  all  the  teachers  for  effective  and  result
oriented teaching to improve the quality of teaching in
the College .
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 12.12.3. There  will  be  conference  or  staff  meeting  held  to
animate  and  motivate  the  teachers  in  their  role  as
teachers of the  College  at regular interval. There might
be trainings and update programs arranged by the
College  for teachers in which all the teachers are
expected to participate

12.14. GENERAL

12.14.1. Students should be told not to bring valuables to College;

12.14.2. Teachers  must  insist  that  the  students  acquire  good
habits and manners, first of all setting an example by
their own conduct;

12.14.3. Parents wishing to meet a teacher should approach the
College  reception and they will be allowed to meet the
teachers after class or on prescribed days.

12.14.4. Teachers shall cooperate with the College  authorities
to implement the rules published in the College  diary.
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ACKNOWLEDGEMENT

Name of the Employee: __________________________________

Staff Code______________________________________________

Name of the Institution____________________________________

Place of the Institution____________________________________

 1. I hereby acknowledge the receipt of the Fransalian Educational
Institution  Staff  Service  Manual.  If  I  have  any  question,  I
should contact the Principal of the College .

2. I agree to read the Manual and abide by the standards, policies
and  procedures  defined  in  the  Fransalian  Educational
Institution Staff Service Manual.  I understand that the policies
in  this  Manual  are  not  all-inclusive  but  do  provide  the
guidelines  for  employment  and  service  in  the  Fransalian
Educational Institutions.

3. I understand that the information in this Manual is subject to
change and that such changes in policies which are notified by
the relevant authority of Fransalian Educational Institutions
may supersede, modify or render obsolete the information in
this Handbook. I accept responsibility for reading and abiding
by the changes in policy information which are provided by
the relevant authority of Fransalian Educational Institutions.

Signature Date

Please  submit  completed  Form  to  Principal  of  the  College   on
the day of Appointment.
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Have patience with all things - but first
with yourself. Never confuse your mistakes

with your value as a human being.
You are perfectly valuable, creative, worth

while person simply because you exist.
And no amount of triumphs or tribulations

can ever change that"

St. Francis De Sales
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