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XXX) 

21. DISCIPLINARY ACTION: 

XXXI) 

Do not dodge responding to students' queries; if you do 
not know the answer to a query, say so and attend to it 
in the next class. 

a) An employee against whom the disciplinary action is proposed or likely to be taken shall be given a 
charge sheet clearly setting forth the circumstances appearing againsthim/her, and a date shall be 
fixed for the inquiry. 

21.1 MINOR PENALTIES: 

Do not ever attempt to earn cheap popularity by 
awarding them high grades, which they do not deserve, 
or keep quite on their misconduct, etc. 

XXXI) Do not let your image be tarnished by your 
irresponsible talks and acts. 

b) Sufficient time of at least one week shall be given to him/her to prepare and give his/her 

explanation, as also to produce any evidence that he/she may wish to tender in his/her defence. 
He/She shall be permitted to appear before the officer conducting the inguiry, to cross-examine 
any witness on whose evidence the charge rests. The employee will be permitted to produce 

evidence/witness in his/her defence. 
c) At the conclusion of the inquiry, the inquiry officer shall prepare a report of the inquiry regarding 

the findings on each of the charge. 
d) The Director shall consider the findings of the inquiry and may impose a major penalty, a minor 

penalty or no-penalty at all depending on the merit of the case. The action taken by the Director 
shall be got ratified by the Board of Management. 

21.2 MAJOR PENALTIES: 

e) Appeal can be preferred within 15 days of the receipt of the Order appealed against, direct to the 
Appellate Authority (here the BOM) who may condone delay if valid reasons are given. (1) In an 

appeal against a major penalty if the Appellant specifically requests for a personal hearing, this may 
be granted by the Appellate Authority at its discretion. 

Reduction in rank 

Stopping increment 

Censure in writing which will be placed in the service record. 
Recovery from pay, the whole or any part of pecuniary loss caused to the lnstitute by 
negligence or breach of orders 

a) In addition to the minor penalties mentioned above,the following will bemajor Penalties: 
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Compulsory retirement from service, which shall not be disqualification for future 
employment in any other University. 
Dismissal from service, which may ordinarily be a disqualification for future: employment 
in any other institution. 

213. Pending the outcome of any inquiry, the employee may be suspended and he/she may receive a 

subsistence allowance as approved by the BOM, but shall not be paid salary when under suspension. 

22. Meetings 

meetings. 

22.1 Participation and co-operation is of vital importance for any center of education to progress and 
deliver goods. Good work, new ideas for improvement, difficulties found on the way must be discussed 
and where required remedies suggested. Therefore, regalar meetings possibly once in à month are to be 
held. Active participation in the Institute activities will be reflected through participation in the 

22.2 All the employees concerned will attend such meetings. Attendance and punctuality at these 
meetings is compulsory. 
22.3 Teachers, selected to attend conferences, seminars, workshops, courses etc. will be required to 
comply as these relate to their profession and development of the Institution. 
22.4 Such teachers will be required to submit a written summary of the meetings and communicate to 
the other members of the staff through circulation or by a seminar. 

23. GENERAL DUTIES AND RESPONSIBILITIES 

Duties and responsibilities as prescribed in Staff Compendium shall be adhered to by every 
employee, Every employee shall also abide by any additional duties & responsibilities 
prescribed / notified from time to time by the BOM. 

24. REWARD & RECOGNISTION POLICY 

Lingaya's Lalita Devi Institute of Management & sciences is committed to recognizing 
employee contributions / extra stretch beyond his / her regular role to the overall 
objectives of the institute, supports and encourages for their contributions, exemplary 
performance. 

In the simplest way rewards and recognition promote the extraordinary accomplishments 
andcontributions of employees. 
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Definitions: 

Eligible Employee -Eligible employees include: 

Full-time Faculty and Supporting staff. 

PROCESS:- All recommendations from Schools will be sent to Head HR for seeking 
approval from R&R Committee and announcement of award 

CATEGORIE OFAWARD 

The following categories of award shall be recommended by Head of Departments: 

Spot Award means Instant recognition for outstanding performance : 

Process :- Spot Award on the outstanding performance by individual in his/ her team with 

detailed outstanding contribution. 

Employee will be given cash award of Rs.5000/- which will be paid through the payrol. 
However, Certificate of Appreciation shall be given instantly before the end of working 
hours by Director. HR & Admlnistration Department will ensure arrangement of 

Appreciation Certifcate & Payment of Award Money along with Monthly salary. 

Director's Choice Award: Annual award to recognize those Professors/Employees 
who have contributed to the realization of institute objectives during the year 

Nominations shall be sent to Reward Recognition Committee for evaluating the 
recommendations. Needless to say, that recommendations should be the true and facts 
base HOD along with contribution/ achievement of his / her performance / extra stretch 
during the year. 

Awardees to be announced in the last week of the last quarter of the year. 

An amount of Rs.15,000/- in the form of reward be given and displayed in the website of 

the Institute. Tax Liability if any shall be borne by employee. 
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To recognize those leaders who have shown consistent notable performance during the 

year. Team Leader could be Head of Department, Convener of the Conference or lncharges 

Process: Nominations will be sent to R&I Committee who will take tip with Hon'ble 

Chancellor and announce the names of the Awardees. 

Awardees shall be entitled to spend an amount of Rs.20,000/- among his / her team. 

Team Leader needs to submit the details of expenses along with bills to Accounts 

Department for Awarded Team Leader shall be the authorized person to use the winning 

amount among the team members. Team Leaders to be recognized in a year will not be 

more than five & it will beannounced in the last week of the December of the year. 

GENERAL TERMS& CONDITIONS: 

a) Only regular teaching/non- teaching employees shall be entitled for the above said 

categories of the awaTd. 

b) False / Incorrect recommendations shall be treated as misconduct leading to disciplinary 

action against the employee / employees. 

c) Recommending authorities should ensure to attach facts base data. 

d) In case of any dispute/ disputes decision of Director shall be final. 

e) The nomination will be considered only when it fulfills the desired parameters. 

f) Management has the right to amend/ withdraw the benefits as stated above in 

this policy as and when such circumstances arise. 
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