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AIMS AND OBJECIS

The Peopic’s Education Society, Bombay is an educatiogal
imstitution. It takes its inspiration from the {eachings and ihie ideais
of the life of Lord Buddha. It believes in the principls of social
equality interpreted through the teachings, writings and speeches by
its Founder Chairman late Babasahib Dr. B.R. Ambedkar for the
promotion of higher education amongst the poor middle ‘classes in
general and Scheduled Casics in particular. Its motto is Kknowledge
and Jove.

gl & SR

T:.c Society is registered under the Societies KRegistration Act
1860 and under the Bombay Charitable Trusts Act of 1950. 1is
authoriiy is vestzd imb the Goverring Bedy of the Society. The
conduct of ihe affairs of the Suciety is governad by iho provisions
of the constitution framed for the purpose. The Governing Rody
of the Society is the supreme authority .and its decisions canaot, be
changed or altered by any other authority than its own. The amms
and objects of the Society are incorporated in its constitulon N

detail.
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CHAPTER-II

1. There shall be three Selection Boards for selecting candi-
dates te fill vacaacies in the—

B

(1) Teaching Staff ;
(1) (a) Secretariat Staff ;

(b) Audit & Accounts Staff ;

(c) Administrative Staff : A . i
(i) Class 1V Staff. : I

2. No appointment shall be made to fill auy vacancy in an';
post without the recommendation of the Selection Bourd and withou
the approval of the Chairman. o

g

A2 10

1

3. The Sccretary shall advertise' the posts in the Secreta
Office and the Principals shall advertise the posts in their respec
institutions with necessary partictiars. -

ol

a) ¢
LN SENNAPR -

o

4, When the vacancies ‘are . advertised, the Selection Boa
shall interview the candidates before making selection. The Selectif
Board shall prepare a panel on ‘mierita of the first three cand:
giving other particulats. ' 2 X

5. Selection Board shall meet in (ic fist week of June,
last week of October, . :

6. All posts thus accumulated in 4 quarter may be advert
in advance before the meeting of cach Selection Board. ‘

7. Candidates belonging to the Scheduled Castes or Sched
Caste converted fo Puddhists after 14th Ogtober, 1956 shall |
preference over others pro vided they (ulfil the “minimum presc
gualifications and are found suitable otherwise.
¢ Selection Boards shall act as a Recommendatory Bod!

).

their recommendations are subject to the approval of the Gov
Bedy. i
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CHAPTET-1V
PDUTIES . AND FUNCTIONS CF SOCIETY'S SECRETARIAT

1. The Seccretariat of the Society shall consist of the folldwing
staff :
Secretury, Assistant, Accountant, Estate Officer, Stenograplier,
Clerk, Custcdian, Telephone Operator, Electrician, Plumber

and {wo pcons.

2. SECBRETARY :
(i) His appointment shali be made by the Governiﬁgk Body in

a scale fixed equivalent to the duties performed.
(i) He shall be assisted by the staff appointed by the Govern-

ing Body.
(iiiy He shall act «s an Ex-officio member Sceretary to. the
Governing  Body aund also of the Selection Committessy and of
- Scheduled Castes Scholarship Cominutiee,

(iv) He shall isstc notices for convening ail
accordance with the provisions of the copstituiion in ¢
aith the Chairman. | |
| ¢y He shall draft minvtes of ali such- meetings and circulate
ithem to all the members well in advance as per mstructions of the
Governing Body. A :

(vi) He shall be responsible for implementing the policy and
decisions of the Governing Body and present a compliance report at
the subsequent meeting of the Governing Body.

(vii; He shall supervise and coptrol the work of ths Secretariai
and also grant leave and take disciplinary action, if necessary.

(viii) He shall present the annual budget of the Sociely~to the
Governing Body every year in March-April.

(ix) He shall be responsible for the preparation of the annual
report and submit the same to the Governing Body well in time
before their meeting i March-April.

(x) He shall serve as a link between the Society aod its

institutions through the heads of the institutions.

suclh meetings o
onsttitation

>
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(xiy He shall have general supervision over the staff, Society’s
property, moveable and immoveable and coordinate the work of all

the institutions of the Society.

(xiiy He shall keep the Chairman informed of all the activities
and developments of the institutions of the Society through a Weekly

Report.

(xiii) He shall be the controlling officer of the staff in his
office and no T.A. or D.A. bills of his stallf shall be passed by the
Accounts Branch without his signature,

(xiv) He shall countersign the bills of advance payments of the
claim of T.A. & D.A. of the members of the Governing Body and
Executive Commuittees and subsmit the same to the Chairman for his

fipal sanction.

{xv) He shall take the assistance of the Registrars, if any, or
such other officers of the Sociely as and when pecessary in such
matters as he deems them necessary.

(svi) He shall be under the direct control of the Chairman
and Governing Body and shall maintair his independent status with

the institutions as a representative of the Society.

(xvil) He shallsee that (he apnual and supplementary budgeis
. of the Sociefy relating to Iis institolions areput up before the Execu-
{ive Commitice and Governing Body swvell in time by the heads of (be
institutions. '

(xviii) He shall look after the construction, ropairs, mainte-
nance of property with the assistance of the Estate Officer and forwaid
to the Chairmas the progress reporis of the construction works of the
Cociety in hand. : ‘ '

{xix, He shall pay _periodical visits .to Sociely’s institutions
aud also take rounds over the property of the Socicty and keep
reports of his visits. |

(xx) He shall see the accounts and initial the ledgers, generals,
cash books, every day and scc that the day’s cash js credited io the
Bank. :

(xx.) Al cheques, re:quisitions, demands and bills shall be seen
by the Secretary before disbursement, to ensure that they are correct
and then pass on to the Chairman and®™a Trustce who signs the

cheques.
(xxi') He snall keep ugpto date in Lis safe custody the valuable
documen‘. pertaic 1g (o the property, moveable and irmoveable

azscts, debentures, ¢iares investment certificates and show them to
the Trustees periodically and obtain their signatures for having done

SO.

6
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(xxiii) He shall maintain confidential reports i i
( ) ; : of his st ;
prescribed forms and submit them annually to }(he Chai]rl:n'lsrt\aﬁ S

(xxiv) He shall coordinate and maintain
periaining to the affairs of thie Sociely. correspondence

3. ESTATE OFFICER :

(i) He shall look after the property of the Society f '
_ ty e rom
and damage and report to Secretary of any such loss or d)zllmage. .

(13) _He shall send the apnual requirements of repairs of move-
able and 1§nmoveablc property of the Saciety and assess its value
prepare estimates and get ithem executed after approval by the
Governing Body. '

(iii) He shall visit Auranga
attend to repairs of the property at those pla
by the Secretary. The tour progratmmes O
appraved by the Chairman. | .

{iv) He shalipreparc plans, estimates of new construction and
development plans of the Society.

represent the Socicty at the wor
keep waich over the contractors on

bad and Mahad periodically and
cee as and when directed
f such visits shall be got

(v) He shall k sites during
~onstructions and hehalf of the
Society. _
(vi; He shall attend
to time by thc Chairmas.

He shall be responsible for th
liftman, watchman, car

to the work cnirusted to mim from time

{vii) ¢ proper working of
Electrician, Pumpman, penters and sWecpers,

‘o
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CHAPTER—V
THE REGISTRAR/ASST. SECRETARY

The Society may. if necessary, _appo@nt a Registrar 1o each
- ctitution ar_for the combination ~f institutions Hig duties and

functions ¢hall be as under i—

(i The principal shall be the immediate saperior of {hC
Registrar. He shall work. ander the Pﬂncipal/?rincipals of the
Institutions aud shall assist them in the discharge of 1Socicety’s work
conceining development piats of the institutions, its dealings with
outside agencies, creation or aholition of posts. He shall serve as 2
ink between the Secretary and the principal for the day to day
fupctions of the institution exclusivel¥ in the gon-academic matters.

(ii) ‘He shall be in charge of tbe office of the institution and
shall bc responsible tor ihe maintegance and upkeep of the
building.

(iiiy He shall advise the Sccretary for ¢cnvening the meectings
tive Com Tuitess and Sclection Boards.

L

of the Bxecu

(iv) He chall prepare, under ‘the instructions of the Principal,
the Agenda and 1ssuc nolices for the meelings of the Executive
Committee and other Bodies, | '

(vy He chall see that the work of the Administrative office is
{unctioning punctuatly .nd smoothly and teport to the Principals
conceraed. - 8

(viy He shall help the Principal in his administrative work.

_ (viiy He shall keep all cecords of financial and other tramsac-
tions relating to the Institution.

(vii_i) [Te shall make such communicitions to the Press on
the affairs of the Institution as the Executive Commitiee may
authorise. .

(ix) He shall conduct the correspondence re.ating t

_ Con¢ re.: o tb
business of the Ingmut}on. the Exccu(ll)vc Commitee Ez;md uthcf
Coml_mtlcc and Bodles,.mqludmg all correspondance referring to
appointments and Constitution of Committees.

_ (x) He shall receive epplications for admissions to ths Institr-
tiops and [free-ships and scholarships and submit the same to

the Principal.

8
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He shall receive moneys and deposit them in e Bank in

(xi) ARy
f the Societly.

the name O
chall submit a weekly report to the Princ pal and to

(xii) He . . , :

(he Chairman of the Swvcicty of the mcome and expen iture of the
d of other important matters.

t-ve Commi-

College an
a dralt budget for the Excct

(xir) He shall prepare
ttee for its consideration and submission to the Goverilii,,

Body for

sancticn.
(xiv) Hesh rincip.) when the
cjsitors are request
(xv) All papers T¢g
the sarction of the Chairm

initial them.

all be invited to accompany the P
ed to visit the fnstitution.

arding leave, P.F.
an shall pass through

advance which require
him and be shail

All bills including T.A. bills of the stall; requsitions and
n by him and he shall be responsibie for any

disbursement of the payment.

ye meeting o the

(xvi)
ctatements shall be see
overpayment or illegal

(xvii) He shall be responsible for convening tl

purchase Committec and drafting its minuies.
He shall be responsible for maintaining the
Head Cletk i Attendance Register, Leave
p.F. Regisier, Register of the receipts for fees received
students, Scholarship Register, Fecs 2 efund Register £tc.

(xix) He shall invite sedled quo
~rms for printing, stationery arficles and sanitary materials.

(xx) Heshall bc respoansible for checking the purchases for the
college and their bi.ls for payment and sign vouchess.

(xxi) He shall sanction payment for the refund of caution
money, library deposits and other 2dmissible items under the guidance

of the Principal.
He shall independently brin ;
¢ developments in the institu

(xviily followink
reeisters by the Register,
{from the

—
-

G

¢ations from thie approved

i

(xxi1) g to the poticc of the Chair-
man all importan tion through a weekly
report.
(xxiij)
galary bills and Schcl
(xxiv) He shall assisi the

Administralivc work
as may be entrusted

He shal® perform such other duties
tive Cominitice consistent with these Regulations.

He shasl check daily collection of fees, sign requisitiogs,

arship bills.
Secretary of the Society in ali the

(xxv)
to Lim by the Exccu

9
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CHAPTER VI
TEACHING STAFF

1. The service conditions oi: this category of stafl shall be
regulated by the rules of the University but wherever the service
condition which is not covered by the Upiversity rules, shall be

governed by these regulations.

2. Every member of the teaciing siaif shall put in the
rescribed hours of teaching every week, Ne member of the teaching
staff shall remain absent without the knowledge of the Piincipal and
the absence due to the reasons hevond his contiol shall be intimated

to the Principal at his earliest convenience.

hese regulations, officers skall bz

placed into two Divisions. Division I shali comprise of permaneot
officers, namely, Vice-Principal, Professors, Assistant Frofcssors,
teachers, - Demonstralors, Tutors, Fellows, Physieal instructor aud
other members of the teaching staff, the jibrarian, the Registrar and
cuch other officers as may be appointed by the Goveriing Body 0
this Division. Division II shall compiiss of temporary oficers and
officers on probafion ond officers employed cn fcnure basis and
part-iime Professors of lecturers or demonstialors. :

3. Yor the pusposes of .t

nts shall come into foree unless otherwise speci-

4  Appointme i
e day on which the officer reports himself for

fically provided from th
duty at the college.

5 Within three months of entering upon his duties, every

5.
officer shall be required to sign an_agreement form specifying the
conditions under which he is employed.

pointed as a teacher in the college may be

6. A person ap
0 years service as a pro-

required fo put in a maximum period of tw
pationer bejore he 18 confirmed. A

7. Unless otherwise specified in  his agccement or unless an
extension of service has been granted by the Govermng Body, an
officer of the college shall reticc from service ¢n the date of his

attaining the age of 58 years.

8. The Professors, Asstt. Professars and Lecturers shall be

appointed in the first instance for a probationary period of two years

after which the appoiniment is confirmed, shall continu¢ till the date

10

Scaiiiieu wiui uadinSc



age of 58 yoors of il the termination of his

i attaining the ’ o . :

g hbc "1;"”"‘“”9 (o law and/for the jrovisions of the Regulations for
ceiviIC being in force. This provis Hh shall not apply to an officer
e the terms of a spe sial contract. It shall, however,

the time
who is gove

T
he open to the B¢ )
{iic tenure of ¢ _.»pomtmcnt to a

yped by " :
I circumstances to restrict

Geverning Body in specia
stated period.

g Pr- :SSOfS, Lecturers and other members of the teaching
ctaff shall be perinitled 0 SCIVE as Ex.uminers on behalf of University
» . of the Principal, The Princi-

aand other ‘nstitutions with the cOTSCEL &
t the names of Exammers SO recommended and

nal shall repor .
appointcd cvery year to the Chairmag.
j0. Any member of the teaching stail wishing to apply for

' i his/her application through

oo elsewhere ¢hall be bound to 5UIK
The Prncipal shall not forward such an application

sent of the Chairman.

e stafl o‘th-;r't)zz_m the iea’chiﬁg‘
rincipal in consultation

Crvi
(he Principal.
without the prior con

The daily hours of work of th
the colieze shail be laid down by the P
4 of the Governing Body.

1k
staff of
with the Cliairma
2. member of the teaching st2fl shaii attend the college
for atlcast four hours cvery day. In addition, he shall be bound o
(rer dutics as may be assizned to hint by the Principal

porform such ot
rying out the geaeral administraton of the college.’

2. Every men

%-LT cart
THE PRINCIPAL

1. The Principal sball be Head of the nstitution.  He shall be
responsible for the smooth running of the Institution. The pcst of
41 be a temure pPOsi of 3:to 5 yeurs. The same

the Frincipal sB
eligible for reappomtoent.

incumbent skiad be

y on the business of the Institation
ders and Regulations of the Society
and of ihe Executive Coni-
ations of the Unive ssity

2. The Principal shall carr
in aceordance with e Standing Or
the Governing Body

3
and the directions of
s, Osdinances and Regul

mittce and the Statute
and Goverament authorities.
. 'R\

3. Wiere.jn any emergency, the Principal may have fourd it

pecessary to take action without express authority, in any matter for
in thc Standing Orders and Regulat‘ons

which there is no provision
he shall bring thc samce 1o the notice of the Goverring Body thre agh

the Chairman.

4. The Princ;ipal shall be incharge of the day to day adminis-
tration of the Institution and subject to the right of appeal ta vhe
Chairman of the Governing Body, shall takc such disciplinary action

11
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as may be necessary against any members of the staff whether engaged

in teaching or otherwise.
.ible for disciplinc among the students

5. He shall be respan
and the staff of the institution fot {he safetv and security of the furni-
ks and ttings.

ture, science apparatus, library boo
ower to pt mit members of his staff to

6. He shall have the p )
ds of absence not exceed- _A

n short 5.7iogds

serve as Examiners and sanciio

ing 15 days.
7. He shall be responsible for writing annual Confidential

Reports of the staff under MM and submit them to the Chairman by
31st March every yearl.

‘ 8. _Heads of the Departments chall be responsible (o the
I'rincipal in their respective sphere and the Principal shall allot them
such duties as he considers necessary in the intercst of the smoath

working of the institution. ’

9. Vice-Principals and Assistant 10 Principals shall be resuon-
sible to the Principal and shall perform such duties as are allotted 10
them by their respective pimcipals.

10. He shall act as an ex-officio
Committee of his instifusion.

11.+ It shall be the . _
system of intorials is fully beneficia
Sohedrled Casi=s OF Neo-BuddBbist in potiicwiar.

12, It sh_all- be the duty of 1he Principal to se that the results
of his college in generdl j;f:;d c.heduied Castes and Neo-Bradhists in
particular are fairly high. iJe shall report about these maticrs 0 e
Chairmas |p¢ riodically. .

13, The Principal shall bave guch other powers as ar¢ possessed
by Principals i similar Government fastitutions in all academic

matters:

Qecretary of the Executive

duty of (he' Principal to see that the
| to all studcots in gencral and

| UEAD LIBRARIAN

;. The Librarian shall hotd the qualifications as pet regula-

tions of the University concerned.
5. Librarian shall be assisted by the Asstt. Librarian and statf
in the library and shall have gcncral supervision over thestafl workicg

in the library.
3. It shall be his duty to

catalogue of books purchased ©
4. Librarian shall be responsib
of books and for the loss of boo

library. | |
5, The Chairman shall have the power to combine the duties
hange in the duties or combiae

of any tWo of these posts, make any C .
a sel 0 nstitutions of the Society.

f stafl for onc or two 1

keep' the ACCESSOTICS required and the

+ donated uptodate.
le for the propat mainten?uce
ks, articles, furniture etc. 10 the

12

Scdiliieu wiul vamsSc




CHAPTER---VII
ADMUMISTRATIVE STAFF

1. Head Clork ——Sav: and cxcept when he is promoted, he
shall be recruiied by the .clection Board. He shali hold a degree
of recognised Upiversity. He shall work under the head of the
(nstitutiEn and shall die~’ rge’ all the functions as direcled by the
Principal. .

9 Senior Clerks, Assistants, Clerks shall assist the Head
Clerk in the discharge of his duties. Their qualifications shall be
prcccribcd by the Governing Body from {ime to time.

3. Typist—He shall do the typing work and his minimum
average ouiput of typing shall be 2500 words per day. Hc shall
work under Head Clerk.

4. Stewographer—He shall take the dictation and typing work
as dirccted by the Registrar and Principal, ' :

CLASS IV STAFF

5. All the members of the ciass IV staff shall be appointed
through the Selection Board constiluted for the purpose and they
shall be ailofied to the insututions concemned according to their
requiremenis. ' |

6. No class IV member who is less. than 18 years shall bs
appointed 1nto the ses vice of the Saciety, The minimum qualifications
for the post, as far as possible, shall be pre-matriculation class passed
or Vernaculor Finai Examiuation Passed, MR L

7. Candidate for the posi must be medically fit and shall have
sober habits and shail have a clear record of his integrity. |

g Clags IV staff shall work under the 'rc.smc'ﬁve heads of
institutions and shall be sub-ordinate to them fer all practical
PUrposes. _ ‘ ‘ '

9. Class 1V staff shall be supplied with the ftlowing items

of uniform cvery alternative year and they are expected to keep.
them clean and wear during office hours only :

{a) Two pairs of khaki bushirt and a paat.

(b) One khaki cap;
(c) One umbrella,
(d) Society’s badge.

13
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uUpper Dnmon
Lower Division
Steno- l\pl%(

Telephone
Ty pl\!

ler’:m an
Asstl Librarian.

Sr. Lib. Asstt.
yr. Lib. Asgstl.

_—~1ab. Asstl.

Clectrician

Operator-cum

T ypis(-(‘.lcrk.
T ypis(-Clcrk.

70-5-120-EB-8-200
555150
1 50-8-230-10-280.

55.5-150/70-5~ 120 EB-%-200.
250-15-400-20- 500

125-10- 995--15-255

55-5-150
45-13-75 p.A. 10/-,
70-5-120-EB- 8-2090

55-5-150

CLASS IV STAFF

Head Peon
peons, Hi

Liftman, Watchman, Sweeper,

Custodian

~ categories of officers
Aurz naabﬂd The scales

reqmmmcz,ir of Ma
Principal
Professors

Lecturers
Part-fime Lecturcrs

Tutors

Demonstrators

Part-time Demonstrators
Librarian

Stenographer

Head Clerk

Clerk
Junior clerk

amals, Pumpman Mali,

4. The following pay ‘scales are  pr
emp?OVed

pay
rathwada Umvcxsn)

Rs. 50~ 1§~65 _EB-2-85
Rs. 45—«1% 75

- Rs. 50~5-’73-EI}~5 150

eccribed for di ﬁc:rem
¢ ipstitutions at

in the Society’
are as per

for Teachmsz Staft

— Rs. 400~25—-330—30—700

- Rs. 300-20-400-25-600

— Rs: -200-15-300-20-400
— TRq 100—-”%—-150 10-200

— (a) Rs. 150-10-250 with M. A.
N degres

__ (b) Rs. 100-10-150 with B. A.
| - degree

— {a) Rs, 150-10-250 with M. A
- degree

B. A

— (b) Rs. 100-10-150 with
degres

— Rs. 100/ fixed.
— Rs. 150-10-300

— Rs. 100-8-140-10-250

— Rs. 125-5-200

— Rs. 55-3-85-4-125-5-130
— Rs. 55-3-85-4-125

15
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Rs. 50/ to Rs. 64 consoirdated
Rs. 125-5-200

- Rs. 100-8 14010250

— Rs. 125-5-200

[art-ume clerk

Cazhier

Steno typist

Library clerk
5. The followmng paY¥ ccales are prescribed for different

categorics of officers employed in the Society's institutions at Mahad.
The scales of pay for Teaching taff are as per requirements of Poona

University.

Pracipal — As fixed by the Poona University
Professor — #s. 300-20-400-25-500

Assi. Prof. —_ Rs. 250-15-430-20-43U
Pa:t-time Asstt. Prof. — Rs. 125-7}-215-10-225

Lecturer —_ Rs. 200-15-380-20-400

L ecturer-cum-pDcmonsivator _. Rs. 150-10-200-EB-10-259
Demonstrator _. Rs. 100-5-150-ER-10-200
Tutor-cum-English —. Rs. 100-5-150-EB-10-200

Sy. Ci=1k-cum-Cachier — Rs. 120-8-160-8-340
Accouniant —— Rs. 100-8-155-10-236

Clerk — Rs. 55-3-85-4-105

Fypisi-clerk — Rs. 55-3-85-4-105->-130 '
Clerk — To be fixed.-

Librarian — Rs. 125-10-225-15-255

Lib. Asstt. ' — Rs. 55-3-85-4-105

[ #h-as<t(-Cum-Store-Keeper  — Rs. 55-3-85-5-105

6. Ojficiating Pay : A parmancnt incumbent whe officates
against a higher post will draw the minimum of the higher scale. If
e js already drawing higher pay than the minimum of the officiating
post he will be eligible to draw onc increment in hig existing pay.

7. Incremcnts arc 10 be drawn as a matter of course woless
otherwise withlield after proper enquiry. ~

g All increments are 10 be sanctioned by the Chairman of
the Society.

9. Mo prematurc increments are to be granted otherwise *han
by the G.B. for special reasons on ths merits of each case.

(0. No employee of the Society is allowed to Crost the
Efficiency Bar unless it is specifically canctioned by the Chairman

- after the examination of a Confidential Repori of the incumbent and
a certificate is attached for his eligibility by the Head . the

lnstitution.
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CHAPTER IX
LEAVE RULES

1. No leave shall be claimable as a matter of right; but shall
a( the diseretion of the sanctioning authority with due
terests of the cellege. The sanctioning authority shall
an of the Sccisty in cvery case except as regards a
aksence not zxceeding 15 days which may be

cipal at his discretion.

be granted
regard to the in
be the Chairm
short period of
canctioned by the Prin
2. All employces of the Saciety shali be entitled to casual

leave for 15 days in a year in the aggregate and for not more than i0
as prescribed by the Uni-

davs at a time or for the number of days /
versity, provided that unlcss permitted by the Principal, he shall nat
be entitled to have such leave prefixed or afixed to Sundays and
public holidays or vacation.

3. Members of the Teaching Staff whe have vacations shall

‘ot be entitied 1o privilege leave. Those who do not have such
vacations shall e entitfed toone month's privilege leave for every

eleven :sonths of completed service.

4. A member of thz tfeaching staff who is entitled to have
vacations but who is required 10 work during a vacation shall &=
entitled io privilege leave calculated on the basic of one-third of the
perio¢ for which he has worked during the vacation.

5. All employees of the Sociely shall in addition to any
privilege leave eained under para 3 above, be entitled in a ycar o
sick leave on medical certificate for 15 days on ful] average pay or 30

days on half average pay.

6 An officer although not required to be present during
vacation continves to be in charge of and rcsponsibie for his  depart-
ent wherever he may  be, excepting when another offiddr has becn

appointed to act for hinn.

7. The Prncipal shall not absent himselt during vacation
without he permi .ion of the Chairman, The Principal may retain
any member of the stafl for the annual verification of the stock in the
departm.nt during tI'c vacation and the person so retained on duty
shall get the henefit of leave vacation on full pay for one-third of the
period which he is ret “ined on duty.

17
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8.
authority

absence of the Vice-Principa

9. The
Staff, Accounts
eligible for the su
jeave oa full pay
of service. Suc

The Principal can av
after making ovet

maximum of threc months.

10.

own discretion and its interpre
in the case of dispu

18

The Governing Body may ¢
{ations of the mcaning

te shall be final

Leave other than the ¢

prescrided form. Leave
in the offices of the Heads

accoun
of jnstitutions on the Pr

ail himself of 4 days lecave ~n his own

charge to the Vice-Principal or in the

1 to another member of the staff.

Asst. Secretary Admi istrative

Secretary, Registrar,
Staff, Librarian and the class 1V staff st il not be

mmer vacations.
to the extent of
L leave may be a

They may, nowever, @ pranted
onc month for each cor yleted yeat
llowed to accumulate upto a

hange the regulations at its
of any of them

a-ual leave shall be applied on the
¢+ of all the staff shall b maintained
escribed forms.

SN
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CHAPTER X
PROVIDENT FUND RULES

{. DEvery permancnt employee of the Socicly shall become a
depositor 10 the P.E. of the Society. However, persons drawing less
than Rs. 30/- per racnsem chall have the option o become 2

depositor or not.

all subscribe to the P.F. of the Saciety

1 sum equivalent 1o onc-lwelfth  of his pay. This suin shall be

Jc ducated monthiy from the salary which the permancnt employes

receives and the amonnt s deducted shall be paid to tic Society’s
dit of the depositor. A permanent employee on leave

T.F. to the cre
ey subscribe on (he actual salary drawn by him during the period

of icave.

3 Every depositor sh

3 The Socicty's contribution to the P £. shall be equal fo thc
suhsciipdon of such dopositor and shali be made monthly. The

Society shall pay to cach depositor interest at the rate of 3}’ pcr
sapes on the total amount s{andi:

\g to his credit and shall credit
the ipterest in the name

of the depositor at the end of each year.
This rate is liable to iacrease OfF decrease, if ioterest rates rise
OF rﬁﬂ, .

4 The Head of the Institutions of the Sociely shall keep
unt relating to the P.F, and shall give to

proper and separate acco
each depositor a staiement in the prescribed form before the 30th
june each year of the amount standing to his credit in the P.F.

account on the 3ist of March preceding.

5. A depositor may be allowed by the Chairman of the
Society to take loans against (he P.F. to the extent of 50% of the
amount of his own contribution to the P.F. The ate of interest on
such loans shall be fixed [rom time to time by the Governing Body
of the Society. Fresh withdrawals shall not be allowed unless the
amount previously withdrawn has been fully repaid. The loan may
be granted by the Chairman on the recommendation of the "ead of
the Institution to the subscriber in the event of his ill ess or of the
members of his family, or the marriage of his son o1 daughter or for
any other reason deemed sufficient by the Head of the Institution.
The Joan applications should be submitted on a preseribed form.

or s! 1l be recover.d
hich in no casc shall

19
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6. The amount 50 withdrawn by a deposit
from his pay by equal monthly instalments w



deductions <hal] be made
yment of a full month's salary after the depositor
The depositor may at his option pay any
{ the instalment fixed.
jres OT TESIZNS, he shall be
d to his credit of the
A subscriber S d to the Society’s
i ¢ permancat sorvice and his

exceed rwenty-four. The first  Of such
from the firsi pa
has withdrawn the sunt.
additional sum above the sam O

7. When 2 pcrmanent

entitled tO th
s P.F. accodlic
contribution
resignation 18 accepted:
e, No permancit employce who 18 dismissed from service
shall be entitled 1O ,eceive either the amount contributed on his
gccount bY the instilution in which he was working or the interest
thcreon. But he shall be entitled to receive from the Society the
ameunt of his OWR coptribution t0 the P.F. with interest thercon.
y after the

9. A depositor’s account shall be closed on the da
¢ his death OfF hich he ceascs o be in the

date O©i rom theday on W

service of the Socicty. )
shall be credited in respect -of

10. No contribution of interest

eriod aftcr the date on which tne account is closed.

11, In the casc of death of a permanent employee while 1D
service, the amount sianding 10 hjs creditin the P.F. account shall
be paid to his pominees or bis legal heirs as providcd in employed s

deciaration.

any p

12, A depositer from time to tiwe shall make & Jeclaration
in tbe prcscribcd form stating tha namts of the person of persons to '
whon he desires in the.event of his demise while in service that the
amount standing 10 his credit 1N the P.F. including the Society’s
contribution shall be paid and the said amount shall be paid to such
a person o Persons. On such payment being made the Society shall
e absolved from 411 Jiability 1n connection thepewitn, I defanlt of
all persons named in the declaration the amount <hall be paid to the
legal heirs of the depositor and in the absence of any legal heirs the

'z p. notes or bonds 0T postal cash certi-

arpount shall be invested in C. '
{hereon shall be gsed in giving in the name

ficates and the interest
of the doceased deposior 2 scholarship orf prizes 10 an institution or

institutjons conducted by the Society. : , -
13. T1he accumulation of the P.F. shall be invested 10
governmeant securitics within the meaning of Clafise () of Sec. 2 of
the 1ndian Sccuritles ct. 1020 or inthe gecuritics of the nature
specified in Clause (a) and {5) of Sec. 20 of the Indian Trust Act,

1882 through the Reserve Bank of India.

14. All applications of withdrawals 0

must have the sanction of the Chairman.

The term ‘pay’ 1Means only
iccluding D.A. & P.A.

f money {rom the P.F.

Explanation : the basic salary not

20
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CHAPTER —XI

ALLOW,. NCES
| Pearncss aliowarce : Afl employees of the Socicty and
working in the institutions ot Bombay and Mahad shall draw the
foliowing scale of decarness allowance at the rate of Statc
Goverament :

Basic Pay Rate of dearness allowance
s, 50/

Uptc Rs. 50;-
Rs. 51 to Rs. i0D/- ... Rs. 60/
Rs. 101 to 150/~ . Rs. 70/
Rs. 151 to Rs. 200~ Rs 75/--
Rs. 201 to Rs. 500/- s, 80/-
Rs. 501 and above » e RSS;Z’L'-

the nstitutions

2. All emplovees of the Soctely ana working .
st Aurangabad shall draw the foliowing scale of '‘dearacss allo-
Wance :— | - |

Rate of dearness allowance

Rs. 50/-

Easic Pay ;
RS. . 60",}

upto Rs. 57%/-

Rs. 51 to 100/~ o | 1s.G0;
Rs. 101 to 151/- e Rs. 70/-
Rs. 151 to 200/- . | .- Rs.T5]-
Rs. 201 to 500/- ' g Rs. 80/-
Rs. 51 to 750(- ... Rs 85/

. " ... -~ Rs:100/-

Rs. 751 i 1,000
1 nil

Rs. 1,100 and above
The above rates of dearness allowanie are subject to change.
+  This allowance is paid to the

3. House rent allowance
bay at the cxisling rates,

Principals and menial staff’ at Bom

4. Overtime aliowanee @ 'This allowanco is paid atsthe rate
of 1} times of basic salary when an employee puts in six hours or
morework in a week of 48 hours. Only class [l and Class Vv
employees are entitled to the overtinme allowance,

5. Washing allowance : This allowaace is pavable to the
employees of Class IV staff at the ratc of SO nP. p.m.

6. Secretary, Principal, Registrar, Administrative Staff and
Class 1V siaff of the Society’s colleges shall draw T.A. & D.A.
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during the journey outside Bombay for Socicty’s work at the follow-

ing ratcs \—

i
i
T.A D.A. Journey
.___._—_‘___‘_____————”——-—--——‘— ——— S —————— ‘i——‘——-—————— e i .
!
(i) Secretary, principal | Threc Ist class ! Rs. 10/- nii
and Registrar : railway fares . pes day
— o -_____——‘ i e — — ;__ R = ‘ e s ———
(1) Adminis(ralivc Three | Rs. 5/- Rs. 3/-
Staff ' 2nd class i per day per day
~ railway fares. ‘.
hii) Class 1V Staff t Tnree 3rd class | Rs. 3/- : Rs. 3/-
per day | per day

i railway fares

i

a——— el

‘The Governing Dody may grant a
who are shouldering additional
nte | to the Vice Principals at the
tants to Principals at the rate of

7. Special allowance :
special aliowance (o the persons
rc:ponsibili!ics. Thes . tnay be g1
rate of Ro. 50/- p.m. and AssIS

Rs 25/- p.m-
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CHAPTER--XH
SCIPLINE AND AFPEAL RULES

DS
1. Appoiniing authority means an authority _em%ox:ergtg “tlg
make :xppnintmcms i.c. the Chairman of the Governing Body 0l
f?&m?c’s Fducation Society.
an officer appointed by the Chairmar}

2. faguiry Officer means
e ‘ , employee and recommen

to investigate into the allegations of ar
ench action as he deems fit.

of ithe Society means an officer of the Society

N 3. Aun cmployee _ . el
of any clas: who is paid from the revenues of the People's Education
Socicty. ' N

deprive any employee

4, Nothing in these rules shall operate to dep :
he1s entitled ;—

of the Socicty of any right or privilege o which
der anv law, rule, ordinance or orders for the tinie

{a) by or unc , ord _ _
being in force by the University concerned ;

) by or under any agreement between such person and ifc
Chairman of the People’s Education Society |

(a) No authority lower than the authority
of the Chairman of the Society shall
suspend Class T and 1I officers of the
Society ;

~ (L) No authority lower than the head of the

institution shall suspend class I & IV

officers of the Society.

3. Suspension

b 4

6. An employee of the Seciety could only be suspended when
a disciplinary procecdings against him are contemplated or are pend-
ing and whercas the case against him in respect of any criminal
offence s under investigation or trial. .

7. An order of suspension could be revoked by an authority

which made it or by the higher authority that is Chairman.

8. The following offences for good and suflicient reasons shall
make an emplovee of the Society liable for disciplinary action :
(1) Conviction by a criminal court for the offences involving
moral terpitade ;

23
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(ii)
(iii)
(iv)

)
(vi)
(vi1)
(vii)

9

good and
Society :-

(i)
(ii)
(i)

10

adopted

Nature of penaliies :

for the termination of the services of an employec &

Serious misconduct including rude and intemperate be.
haviour ; i
Disobedience
ordination ;|
Negligence of duties and thereby causing the Saociety
financial loss .

Absenting himself from duty without sanctioned leave ;
Inefhiciency ;

Taking part jn anti-social activities leading to disreputz
) 4 :

the prcstige of the Society ;

Repeated minor offences.

orders of his or insub-

of

superiors

The following penalties ymay for

cfcient reasons be imposed on the employees of the

b

Censure ;

Withhiolding of increment or promotion ;
Recovery [rom pay the amount eguivalent to the loss
suffered by the Society >
Compulsory retirement ;

Removal or dismissal from service.

The following procedure may be

Tennisation of seryice |
i the

Society as and when required -— .

The service of a probationer €an be torminated on un-

W satisfactory work ar inefficiency ;
) Or
(i) If the postis temporary and it is abolished ;
(iiy tailure to gualifv to the post as required under the rules
or contract of service.
11. Before his services are ferminated, a member of the
1> con-

Teaching Siaff shall be cntitled to three months naotice if he

irmed and one month’s
srovided however, that if such naiicr is nou given
10 be paid an amount cqu
uotice.  This provigion shall 0

" by the (¢

12.
c~rvice of ine college, he i8
notice if he is confirmec
on probation provided al

~e required rotice, the

24

notice if he is temporary or on probation
he shall be entitled
al to the salaay for thv,ﬁcriod of the

t apply to oflicers who dre governed

15 of a spzcial contract:

When a member ol the teaching staff desires (o leave
bound to glve the Society three months’
{, and one month’s notice if he is temporary oI
ways that in ease the member does not give
college authorities shall be entitlzd to claim
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from

nolile

cedure may

(1

(i)

(111)

(1v)

(v)

(vi)

snlary for the period of the

an amount nod excecthne the

fm
13 Procedure for impuosing  penalties The fellowing pro-

be adopted for impesiog penalties :
I'he cmployee shall be mformed in writing of the proposed
action Lo he taken aga ast him with the statement of allega-
tions on which it is proposed to be taken and given an
opportunity 1o make representation within {0 days which
he may wish to make Such representation shall be taken
into consideration and appropriate orders passed and com-
municated to the employce |
No order for imposing any penalties shall be passed except
afier an enquiry held in the manner prescribed in thesc

rules .

The Inquiry Ofificer
allegations on which the

Such charges together with a sla
on whaich they are bascd shall be communicated in writing

t6 the cmployee concerned and he shall be rcquired to
submit within 10 days (o an authority a written statement
of his defence and also o state whether he desires to he'

heard in person ;

shall definc charges on the basis of
cnquiry is proposed to be held.
tement of the allegations

An employee so charged shall fur the purpose of  preparing
his defence be permitted to inspect and take cxiracts as he
may speaily in documcenis connected with an equiry. Such

permission, fowover, il be refused on the grounds of
Society's general interest.  The Chairman shall decide

whether it is In Socicty’s general interest or not ;

On receipt of the written statement of defence the Inquiry
Officer may inquire into such of the charges as are not
admitted. JIf no cuch statement is received within the time
specified, the authority may inquire into all the charges and
definite charges shall be framed in writing and vxplained to

not been

the employec each of the charge which has _
admitted, by him and (he cvidence in support of 1t along

with any evidonee which he may adduce in defence shall be
recorded in tits presenec. If {he authority cpmes to the
conclusion that the emj:ioyee is cvading or avoiuing to take
pari in the enquiry he may procced with the enquiry

ex-parte;
may take such documentary or oral

‘The Inquiry Ofiicer

evidence including the cross-examination of an employee
and the witnesses relevant (0 the charges, The cmployco
so charged shall be given ample opportunity to delend his

case ;
25
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(vii) At the conclusion of the inquiry the Inquiry Officer shall
prepare a4 repori, record his findings on ecach charge to-
gether with reasons thercof ;

(viii) The Inquiry Officer after having recorded  his findings is of
" the opinion that any one of the per .tics quoted above
shall be imposed, he shall recommend : ypropriate orders in

that case to the Chairman ;

(ix) If the Inquiry Officer having regard to his findings on the
charges is of the opinion that any one of the penalties shall
be imposed, he shall furnish to the employce a copy of
the report or statement of his findings together with brief
reasons for disagieement, give him a noticc stating the
action proposed and calling upon him within 15 days such
representation as he may wish to make against the proposed
action

(x) On receipt of the representation, it shall be determiped as
to what suitable penalty shall be inmiprsed and pass appro-
priate orders on the case . )

(xi) The orders passed shall e communicated to the employee
with acknowledgement due.

14. APPEALS:

{iy No appeal shall lie against this orders passed by the Chair-
man in consultation with the Governing Body ;

(i) An appeal may be preferred against the order of the head of
the Institution to the Chairman ;

(i) Al appeals shzll be seat to the Chairman who shall consuit
the Goyerning Body with regard to the major penalties
imposed under different sections ¢f these rulcs

(iv) AppeaiS'Sh.ali be filed within a _péziod of one month from the
date of passing and conmununicating the order to the
employee of the Society.
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CHAPTER—XII!

BUDGET

ge shall submit a budget to the

{. The Principal of every colle
of revenuc and

Executive Committee containing the estimates
expenditure DY 31st March every year.

2. The Budget shall show under
and Bxpenditure the actuals for the prev
ween the actuals and the estimates with exp
, 3. There shall be O niiscellancous Head of Expendituie.  Any
new item of expenditure shall be shown separately.

4. The budget shall pot become pperative until it has been
approved by the Executive Committece and the Governing Body.
5. The Budget after scrutiny of the Execptive Committec should
ot up veforse ihe Governing Body as early 45 possible. In any
case ot later than 10th June. The dates asto when the Budget
Fetimatcs shall be placed before the Exscutive Commitiee and tbe
Governing Body may Dbe fixed in . consuitation with the Chairman
while sending the budget estimafes for his approval. : |

6. Before the estimates are prepared, the various deparomnents
shail be asked to give in their requirements to the Principal before 3ist
March for the next financial year. The Principal thea shall discuss
the requiremments with the Head of the D,epart-ments,a'iid, the Registrar
.od come to a firm and definite conclusion in finalising the demands
of the departments. ~As far other items the Principal and the Registrar
shall sit together and finalise the proposals in the budget estimates
submitted by the office. The bidget estimates shall originally be
preparcd by the Accountant and the Office Supdt. n jaint'éc;nsultation
gmd submitied {6 the Registrar and ths Priacipal for finalising them
before submission to the Executive Committee, Governing Body as
stated above. R ' | e By

7. The income from the receipt of fees should be shown as one
?:gjorfhead giving detailed receipt under vartous sub-heads of income
m fees, - |

§. After a detailea budgei is pres=nted it‘s'nall be acca i

h | i accompanied
%'oadz??l!:\(?ry x;hncl:'_shall fogni) the first page of the budgetl estil;nates
. iled cxplanations need be given in this su i [
the Heads and Amcounts prcvided% l mmasy fa support of

approved heads of Revenue
jous year the difference bet-
lanation for the difierence.

be p
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0. The budget estimates must contain the following

o 0 VEArs ding e yea
(1) Accounts for theiast two vears preceding the year of
budget cstimates—estimates and actuals.

% Yo
tic

(i) Revised budget estimate of the year immediately preceding
the budget year.

(ii))* Estimates for the year ror which budget is submiltcrl‘.

10. A spccial column for “Amounts Sanctioned' must be
provided in all budget estimates.

13, After completion of a pariod of six months of the yea, for
which the budget has been approved, the position must _be revised
in the light of actua! income and expenditure for the last six
The revised budget must therefare be pr
November and submitted to the Se
dates for submistion of the revised
and the Governin
man when appro

Tionths
eparcd by the ist weelk of
cretary before 15th November, The
budget to the Executive Committee
g Body may be fixed in consultation with the Chair-
val to the revised budget is requested for.

12, The revised estimates may contain the followin

.
GE

o

(1) Accounts for the last year ;

(i) Actuals for the last six
budgei ;

»

months of the vear of rav

(i) Revised estimnates for the year.

13. Whilc submitting the bud
attached with it explaining in a
prescnted.  Every item in the bud
detziled notes on varioys items.
Or Increase in budget items, ¢
increase shall be recorded.

get estimates, a note
general way how the budest is
get shali be explained by attachin

It t_herc is a considerable degere
xplapation eiv

shal! be

UE]

i toas
‘g reasons for decrease o

-~y £F

I4.  Every new item included =aall have iu support
tion for such inclusion and all the proposed iems
possible shall be supported by details a5 to how the
liave been arrived at,

a0 explana-
a8  far asg
Proposals

15, The salaries of (he stafl’ belonging o various ghsscs of
emplovees shall hf: shovn separately. The budget estimates mav
accompany a detailed scheduyle of salaries. )

16. The budget
stafl who puts (he budp,

17.
recorded.

cstimu.tcs shall bear the inttials of the office
et and signed by the Principal and Registrar.

On the summary sheet the  Chairman's approv

al may be
30
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CHAPTER XIV

AUDIT AND ACCOUNTS

b S

1. Notwithstanding anyihing contained in these Regulations
the Audit and Accounts Department shall be under the direct supervi-
<ion and control of the Chairman of the P. E. S.

2. All monceys received from whatsoever source shall be in the
~ustody of the Cashier/Accountant who shall immediately put it ir;
she Bank to the credit of the Society cxcept such amount which is
received after bankiag hours,

3. No disbursement of any payment {0 any persern of body is
‘o be miade unless it is accompanied by 2 billor 2 requisition presen-
tcd in & prescribed form -by that person in writing who has preferred
the claim against the Society. Such bills, requisitions or the demands
~re first to be checked by 'hz Accountant and finally certified by the
ecretary as.the case may be 0 see that the claim is

Principal or the S ,
reculations prescribed for the

:n accordance with the rules and

Turpose,
e made unless the amount js provides
sder the relevant head in the annual budget of the institution and
hat budect is approved by the Governing Body and the pay order is

:ven by the Chairman on requisition with the details of pavinent.

4. No payment is (0 O

The biil shall be checked by the Accountant who shail

i
d the amount 15 correct.

certify that the claim is proper an
making payment shall examine the

6. The Cashier befare _ ‘
hat the voucher is a proper voucher

voucher and satisfy himself
belore parting with money.
7. It shall be the responsibility of the Accountant and the

Cashicr (o prepare annual statements of accounts for the S’gcmt_v and

for each college scparately.
{ of the requisition i3 objected to by

g If any bill or any par )
1y appeal to the Chairman for the

L&
the Accr~untant, he Principal ni
-esolution of the difercnce of opinion.

9. It shall be the duty of the Cashier and Accountant to have
the acccunts andited and certified by an Auditor appointed by the
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Society for the said purpose ob or before 31st July of the succeeding

year.

10. All moneys received by way of scholarships shall, in the
first instance be deposited in Society’s account. The Account Books
regarding payment of schorarships and deposit refunds shall be the
responsibility of the P ;incipal and Registrar, if any.

13. The Principal and Registrar, if any, of every college shall
be bound to help the Accounts office in the cxecution of their

duties.

{2. The Accounts Office shall matntain such books of account
as the Chairmau may direct.

13. The Accovuts Office is responsible for introducing a uoiform
systcm of accounting and disbursement of the payments il all the
offices of the Institutions.

14. Security Deposits : The Cashjer, A. v *tant, Store Keeper
‘and Fees Receiving Clerk holding  direct charg »  cash and stores
muust furnish security of an amount of Rs. 2,000/- and Rs. 1,000/-
raspectively, If it is not possible to give a cash security then a
Fidelity Bond from Insurance Comipany of the equal amount may ve
furnished. A letter of surety enuivalent to the amount shown above
from ihe person approved by the Sociely may be accepted as a
security. Mo interest shall bz paid on the cash securities held by the

Sociely.

15. Any loss or damage to the Socicty py thie peisons respon-
sible Tor handling cash shall be adjusted against this security.
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APPEND X T
OFFER OF TEMPORARY APPOINTMENT

PEOPLE'S EDUCATION SOCIETY

Anand Bhavan
Dr. Dadabhai Nowrop Read,
Fort, BOMBATY-1.

NO....ocvveeesr  oee - Dated. the........ ...

The Chairman, People’s Education Society is picased hereby
to offer Shri/Shrimati/Kumari.......ccocioriie coevinenn ...a tem-
porary Post Of.......cc.. coonieiinieceee 1M {1 S ———

P in the scale of Re........ .......

onapayof Rs..........o.eee
e ereennn... with effect from..........
to draw dearness and other allowances at the ra
and subject to the conditions laid down im, rules and orders
governing the grant of such allowances ia force from fime to

The appointee will also be entitled
tes admissible under,

timc.

2. The terms of appointment are as {ollows :-

(1 The post is temporary. In the cvent of its becoming
permancnt, his/her claims for permanent absorption will
be considered in accordance with the rules in force.

or

(iiy The appointment is part-time and will not confer any
title to permanent employment.

(iiiy The appointment may be terminated at any time by a

month’s (appointecs governed by the  University Rules
will be subject to such rules) notice given by
cither side, viz., the appointee or the appointing authority,
without assigning any reasons, The appointing authority,
however, reserves the right of termmating the services
of the appointes forthwith or before the expiration of
the stipulated peiiod of notice by making payment to him
of a sum ecquivalent to the pay and allowances for the
period of niotice or the unexpired portion thereof.
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The appointment carrice  with it the hability to serve in
any of the ipstitutions run by the Pcople’s t:ducation
Socicty.

(v) Other conditions of service will be governed by the
relevant ruies and orders 1n force from timc to time Or as
prescribed by the University concerned.

3. If any declaration given or information furnished by the

candidate proves 10 be false or if the candidate is found to have

wilfully suppressed any material information he will be liable to
removal from service and such other action as the Society may deem

NECCSSary.
4, If Shri/Kumari/Shrimati .......... e i A o 5§ A w4 #50
accepts the offer on the above terms, hefshe should communicate

his/her acceptance Or report to the undersigned by the......cooceee v oo
If no repiy is received OF the capdidate fails to report for duty by

the prescribed date, the offer will be treated as cancelled.
for joining the

(v)

5. No travelling allowances will be allowed
appoiniment. )
(Signature of Chairman)

N
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APPENDIX IT (A)

PEOPLE’S EDUCATION SOCIETY

CONFIDENTIAL REPORT ON ADMINISTRATIVE STAFF

FOR THE YEAR 196

Name of the Institution :

© o

'3
L]

LA

;-\

CRS

Name in full (Surname first)

Prescnt Designation

Qualifications

(it Date of entry in service |

(ii) Designation at the time of appointment

Gty Starting zalary on entry in seivice with scale of pay and
allbwances ‘

Present basic salary wiih scale and allowances.
Total service -

Date of birth, vevrviiin i AgR L
Date of increment

Officiating appointments if any beld during the year

Department in which employed } Depactment....................

--------------------------------------

during greater part of the year

----------------------------

Department where now employed.

Whetber the employee has been careful and consistent in
obseiving routine €.g. - ,

(a) Prompt and accurate in disposing of work without
pressure.

(b) Putting up relevant papers belpful to the disposal of Lis
case.

(c) Submitting returns and reminders in time.
(d) Keeping his files and papers in tidy conditions.
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-
- e
.

i8.

s he considered a

Obscrvations on :-

(a) Intelligence.

(b) Knowledge of procedure, rules and regulations.

(c) System and aplitude for work.

(d) Cuergy in applying himself to wark.

(é) Proficiency in noting and drafting.

(f) Amenability to discipline.

(2) Behaviour towards students and teaching stafl.

(h) Capacity to render assistance to other staff.

(i) Puonctuality of attendance.

(j) Willingness to woik outside office houis, when necessary.
(k) Nature of cascs he can be relied upon to deal with.

bove or helow the average of work expected

for the salary he receives, and reasons for opinion expressed ?

Do vou consider him fit for promoting, and if 5o, what ?

Whether he has been responcibie for any outstanding work
during the period under review meriting special commendation 7
Whether he has been reprimanded for indifferent work or
for other causes during the period under revies. If so, brief
particuiars are to be given ? :

R cmarks as to any dcfects in character, indebtedness, eic.

Remarks by the Registrar.

Resmarks by the Principal.

Ohservations by the Chairman °

Note : Adverse remarks should be communicated to the pérson
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concerned and his 1cceptance oF otherwisc recorded.
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APPENDIX 11 (B)

PEOPLE'S EDUCATION SOCIETY

CONFDENTIAL REPORT ON TEACHING STAFF

FOR THE YEAR 196

NAME OF THE INSTITUTION

i

t

"
:

A

o.

10.

Name in {oll
(Surrame first)

Present Designation............ - ccoooees T —
Qualifications... . .. ......

Dote of entry in Serviee @, ..., ISSP——

(it Desiznation at the time of appointment.... ... L

{1iy Svating salary on entry in service with

scale of pay and allowances.

Precent basic salary with scale and  allowances. ...

Total gervice

Date of birth oo viiirrinenn.

Date of inerement. ... .ooooviiiereiinens

Officinung appointments if any beld during the year

Obscivetions on °

(1)
(i)
(iii)

(v

(v)

Ability 10 teach bis cwn subject. ",

Academic @ ifications obtained duriag the year
Prof “iesncy in be subject.
Capa ity 1o inspire confidence amoag the students and
stafl
Whe her regular i taking Lectures ?
39
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(vi) Kmnowledge of the nbject.

(vii)  Whether respornsibie for any outstanding work in the
academic field during the year?

(viii) Whether reprimanded during the year for any defect?
(ix) Remarks as to Gefects in character, indebtedness etc.

(x) Any special qualities or defects which need to be
mentioned as a merit or demerit.

Remarks by the Principal.
Remarks by the Registrar.

Observations by the Chairman:

Note : Adverse remarks should be communicated to the person
concerned and lis acceptance or otherwise recorded.
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APPENDIX IT (C)

PEOPLE'S FDUCATION SOCIETY
‘ CONEIDENTIAL REPORT ON "OTHER 5TAFF”
FOR THE YEAR 196

NAME OF THE INSTITUTION :

Name in fuoll,
. Desigoation.
Qualifications.

4, Date of entry in service.
Present salary with scale of pay and allowances,

Pt

38 ]

[

LA

&. Total service.
7. Pate of birth.

Date of incicment.
9. Denartment in which cmployed.

10, Observalions :
(i) Honcsiy and integrity,
(i) Amenability o discipliac.
(iii) Behaviour cowards students, office stafl and teaching stafl.
(iv) Punctuality in attendence.

(v) Obedience to carry oul orders.
(vi) Willingness 10 work outside office hours when necessary.
work o for

Whether he has been repnmanded for mdifferent
other causes during the period under review. il s, briet

particulars are 0 be given.
y defects in character, inde otcdnc;:, ele,

it

i7. Remarks as to an
Remarks by the Registrar.

Remarks by the Principal.

Note - Adverse remarks should be communicaed to e person
concerned and his acceplance or atherwise reccrded.
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APPENDIX ITI
PEOPLES’ EDUCATION SOCIETY
Institution

FORM OF APPLICATION FOR LEAVE OTHER THAN
CASUAL LEAVE

s, leave should novmally he applied for

Except in very urgent casc
ate from which it is required.

two months in advance of the d
1 Name of Apnlicant in full........oooooe e

Designation  ..........ooooee ....3. Deptt

t\,

(a) Whether permanent Of {CMPOraty . ....oo -

:..»J

(b) Date of appointment...........-

4 Pay excluding allowances..........ooooooo —

Nature & period of ieave applied for... .

L}

. Date from which required......... -

(% 2

7 Ground on which leave is applied fero........

9 Address while on leave, local/out of station... .........

o Date of return from last leave & ihe nature and period of that

o
. o

Date Signature of applicant
Remarks andfor reccommenuations of the
Head of the Institution
Signature. .
Date Designation... .. 2

(Vo be filled in by the Oilice)

Certified that ieave on average pay for.. .

d.vs combiued with LAP/LWDP for . ... days from................
to " is admissible under . e

muy kicdly see for favour of sanction.
Orders of the Chairman.
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APP} NDIX IV
PEOPLE’S EDUCATION SOCIETY, BOMBAY,
Name of the Institution

FORM OF LEAVE ACCOUNT

Name & designation......cooevaio oo

5. Date of appointment ..o PP S i S5
3( Datc of conﬁrma{ion..u ........ ...-.--'_-' ------ "“‘i“"“'j‘.“‘-""-dlbch,.,
4. Date of retirement......... T TR - B e i )
5. Scaleof pay.....ccov ineunnse b 18 o ; ) )
G, Pay drawn......c.eeoe : " il o
B e ";G‘-‘ ».N— s ‘ ‘ !
DUTY 1 ~ave admissible under rulcsl - b
;' ; | <& &g
Mo of | Leave | . No.of g | §EF gz | &
From ,, e Ot a1 From. T Tgay, Balancs ! XU F G <
- Pays ¢ oy i ;o ~Jays p P Sl B -2 2]
P ocredit : P : 132y i S« Q
' tmera ! b &

[
e i —— ——

e 1 s 154




