Human Resources Manual



Table of Contents

T (oo [¥Tord o] o HARU O TP PR PR PPR VPSPPI 6
1. ShOrt Title @nd EXEENT .c..ceiiieiiee ettt et ettt b e bt st st e e bt e s b e e saeesatesabeeabeebeennees 6
PR o] 4 Vo 0 T=T 0 ToT= 0 ¢ [T o | APPSO PPPI 6
T U 1= 57T [PPSRt 6
N 1Y T 1 o] o TP OO POV PO PPTOPPROPRROPRRPION 6
(@15 = 1 aT74= ) 4 o] o F N 11
5. INtroduction Of UIT UNIVEISITY ..ceccuiieiiiiiiiieeciiee ettt et e s e e e s s vee e s ssabee e s ssreeessnbeeessnnbeeessnaseeas 11
6. FUNCLIONAl RESPONSIDIIILY . cciiuriiiiiiiiiieciie et e e s s e e e st e e s e abee e e sssbeaeeenareeas 11
7. Organizational SEFUCTUIE ...c.uviiiicieee et e e e e e e st e e e s bt ee e e e ssbeeeesasbeeeesnseeeesnnbeeeeennsenas 11
T 1 VAT o P PP OPOPR ORI 12
S T - Yol U LA =T DY oF- [ 4 a0 (=T -SSP 14
10. JaN o] o] o)V =Te 1Y Y oY o o 1Y/ SRR 15
11. o110 o] T T PP UPR 16
12. Employee RECOrd ManagemENT.......cuuii ittt ettt e e tte e e et e e e e e abae e e et ee e e eabeeeeesabeaeeennbeeeeennsenas 16
F XU o VoY | Y2 19
13. Ta 1A ge o [N Tot i Te] o DNURR O OO OO TP P OO TPV PTPPPUPRUPRONt 19
14. BOArd Of GOVEINOIS «...eiiiiieeiie ettt ettt et ettt e sa e st e s bt e e sabeessbb e e sabeesabeeesabeesabeeesnteesabaeesareens 19
T A Vor-To (<14 Y Tol 6o 1U 1 Yo 1 PP P PR PP PRPPPRRPO 20
16. ViICE CRANCEIION ...ttt ettt e bt st e st et e et e b e e sbeesaeesabeeabeebeesbeesanenas 21
17. PIOVOST ...ttt s e s s s s e s s r e s e nareees 23
18. VICE PrOVOST...oiiiiiiiiic ittt ra e s e e 24
19. =Y <1 - | O PP PP PP 24
20. LD L= o F ST P PO PP OPPPP T 26
21. ASSOCIATE DBAN .ottt et e e e s e s e e s nr et e e s anrneeenan 26
22. Chairpersons / Head of the Teaching DePartMent .........coceeecueiiiiieeciee ettt e 26
23. (D=t o Tl T o = o T = PP P PP TOPTP 27
24, Controller of EXamiN@tion ........cocieiieiieiienieee ettt ettt ettt st e ne e e e ean e e e s 27
25. All DIirectors @nd HODS .....c..eii ittt et st e s e e sar e e sareesnee e sareeesaneesnreeeanenesareeaane 27
26. General Responsibilities of All DIr@Ctors / HODS.........ccuieiveeeeieeeeeeeeeteeeereeeeteeeeteeeeeteeeereeeeteeeeareeeeaeeeeanes 28
27. RESIAENT AUITON ... ettt et st st st st e bt e b e b e s be e smeesaeesate et e enbeesneesanenas 29
28. SEATULS ettt e a e s bbb e 29
29. DElEGATION OF POWEIS ..eeiiiiiiiee ittt ettt e e et e e et e e e st e e e e e bt e e e e sabeeesennbaee e e nsaeeesanseeeesanseeesennsenas 30
EMPloymMeENt SErUCTUIE & Grades ...cceee it e e e e e et e e e e e e sttt e e e e e eeeeannsssaeeeeaeeessnsasaneeeeeannns 32
30. [[ai Ao Te [¥To1dTo] o D OSSO TSRTOPRRPI 32

Page 1 of 136



31. Creation and ADOIItION OF POSES......ccuiiiiiiiie e s s s e 32
32. BT TR e L e 1y £ PRSPPI 34
33. [0 aT o] {o)Y 0 a1t o1 A |- 1 ] f USSR 35
34. LCT T [ TSP P USSP POPRROPRRT 35
35. o] oI LT Yol o] d o o F PRSP SPR 37
Recruitment, SEIECLION & REIEVE ......ccoo et e e e e e e et be e e e e e e e e e s abasaeeeeaeeeesnsasaaeeaaeaans 39
36. Eligibility fOr APPOINTMENT ..eoiiieiiie e e e e e et e e e et e e e e earae e e eeabee e e eanbeeeeenarenas 39
37. AP O NEMENE A i 39
38. RECTUITMENT PIINCIPIES ooeeeeeee ettt ettt e e e e e et e e e e e ba e e e eeabae e e eenbaeeeesabeeeeeanseeeeennsenas 39
39. Method Of RECIUITMENT ...ttt et e et s e s bt e e s b e e s bt e e sareesneeesareean 39
40. Receiving Profiles Of AP PliCants... .. i 40
41. Y g d L1 AT gVl oYl 41
42. RECIUITMENT PrOCEAUIE ..ttt st sttt b e bt e s be e s ae e st e et e e sbeesbeesaeesanenas 42
43. Selection Board & COMMITIEE .....c.uiiiiii ittt ettt sttt et e s e sbee e sabe e sabeeesabeesaneeesanes 43
44, T T=q o1 L AV O g =T o - TR PP SPR 46
45, APPOINTMENT OFfIS...eeiiiiiiie et e e e e et e e e e et e e e e e abee e seataeeeenstaeeeassaeesantaeesannrenas 48
46. JOIN NG e 51
47. Probation and CoNfirMation..........c.eeiiiieiieiiee ettt st sttt e et e sbeesaeesane e 51
48. IMEAICAI FIENESS . nteeeitieetee ettt ettt ettt ettt e st e st e e s bt e e s bt e s bt e e sabeesabeeesabeesabeeesnteesabeeesareess 52
49. [0 aT'o] o)V | B I 6T o PRSP 53
50. (O] T=T 01 &= 410 o RO OO PSP PSP OPP PR TOPPPRTON 53
51. R =T Yo /75N 53
52. MOAE OF REIBVE.......c ittt st sttt et e s e st e sae e e e e et e enreesneesane e 54
53. (611 ol USSPV POPRRPRT 55
54. EXIT INTEIVIEW ..ottt s sa e s 55
55. oI A= o[l O =T o A1 Tor- | YRR 55
PUNCTUAlILY @NA DISCIPINE .eeeieeiiieeeeee ettt e et e e et e e e e st e e e e e bbeeeeeasseeeeensasesansbeeesanseeeeastenesannsenas 57
56. WOrKing Days and TIMINES ..occuveeeieiiiieeiciiee et ee ettt e e st e e e s rate e e e ssataeeesstaeeessasseeessssaeeessssaneeeansseeeessseeennn 57
57. UNQUENOTIZEA ADSENCE ...ttt st r e sre e saeesane e 59
58. LYY o LYo [ Y Lo 11 (= 4 [ o S SR URR 59
59. Time Maching SYSTEM (TIMIS) .....ueii ettt e e e ettt e e et e e e e e tb e e e e e araeeeenareeeeesseeeeennseeeeennsenas 59
60. [0 o] [ ol o T ] [T - 1Y £ USSP 60
61. D= 6o o [T P PP PR UPPUPRPRO 60
62. [0 g o] {1V I T a1 {1 PSR 61
ComMPENSALION & BENETITS.....uiiiiiiiiee et e e et e e e e bt e e e e e etteeeeebteeaeebeseasestaeasesseeeeassneaennes 63
63. L 1Y or- | L= 63
64. Y] LR A =T 5T 1 (0 o U 65

Page 2 of 136



65. LY 1= = L Tl =] LSRR 65

66. Leave Benefits and Time ManagemeENnt ... .cuiiiciie ettt see e e s sree e e s sbee e s s sabee e s esnreeas 66
67. DU T YRR 72
68. ANNUAL / UNWING BIrEAKS ..eeeiiiiecieeeeeieee ettt ettt e e ettt ettt e e sesesaaaeeteeeessssssasseeseesesssasssseeesesssssssssraseesesssnans 73
69. LI 1VL=] 1T SRR 73
LI L T a Y= T D11V =] o] o] o 1 V=T o L PSPPI 78
70. T 1A ge e [N Tot i o] o DR OO P OO P RO PPTPPTPPPUPRRPRONt 78
71. Gl T 1T a1 I @ oY [=Tot 41V =TSSRt 78
72. Faculty and Staff Training and Development ACHiVItIes..........coccviiiiiiiie et 78
73. N Ao I T gLl ad o Yo=Y [U T USRS 79
74. Initiating and TraiNing PropoSal.......cccuuiiiiiiiiiicciie ettt e e e s e e e s sabee e s s sbeeeeenareeas 79
75. TYPE OF TrAINING ettt e e e e et e e e et e e e e e bteeeeeasbeee e asbeeeeanssaseeanstesesannseeesassenasannsenas 80
76. Overseeing the Outcomes of Training & Development ACtiVILies.......ccceeeeeciieeeeciiee e 81
e (o] aaF T aTofcl Y Yo T T=d=T o o1l o | PSPPI 83
77. INEFOTUCTION ..ttt et ettt e st e s bt e s bte e s bt e s bt e e sabeesabeeesabeesabteennteesaneeesareesn 83
78. POLICY / PrOCEAUIES ... oo ettt ettt ettt e et e et e e e tbe e eteeeetaeesbeseeaseeeateeebesesabeeeseeessteesseeenareean 83
79. Performance Appraisal Planning and MoONItOrNg ........oooiciiieiiciiee e e 83
80. Performance EVAlUGLTION ......cc.ui ittt st sttt et e bt sheesane e 84
81. Performance Evaluation OULCOMES. .......ciiiiiiiiieiiie ettt ettt ettt et sbe e e st e s bt e e sateesbeeesareens 84
Efficiency & DiSCIPliNAry RUIES......couiiiiiiiee ettt et e e e s e e e st e e e e s abeeesssbeeeesnbeeeesnbeeessnsenas 86
82. Employee Grievance ManagemENT ........cocciiiiiiiiie e ccieee et e e e tte e e e e tee e e e et e e e esabae e e eeabaeeeeenbaeeeenateeeeennsenas 86
83. CONTIICE OF INTEIEST...euteetieitee ettt ettt et b e s ae e st e st e be e b e e bt e s beesaeesaeeeanean 95
84. (6o [ o ) I @e] 4o 1¥ ot APPSO P PP PR PR PRSPPI 103
85. Efficiency & DiSCIiplinary RUIES.......oiicuiiii ettt et e e s st e e s sbte e e e sbaae e e enteeeesanes 109
86. The Protection against Harassment of Women at Workplace........cccceevevieeicciiee e, 117
87. WHISTIE BIOWING POIICY ...uveiiiiiieeeee ettt ettt e e te e e e e ate e e e e ata e e e enabee e e e abaeeeenseeaeennsenas 119
Annexure Al: University’s Organizational Chart ...ttt e e e e e e e e 122
Annexure A2: Organograms of the DepartmMent ... e e e e 123
ANNEXUre B: APPrOVEN IMANPOWET ....cciieiieeeeiirieeeitteeeestteeesstaeeesstaeeeesssaeeessssaeeeassseeesssssasessssasessssseeeessssenessssenes 135
ANNEXUIE C: PAy SCAlE STAZES ..uiiiiiiiiiiieiiiie et ee e ettt e e et e e e st e e e et e e e e s bbeeeeetbeeeeanssaeeeasteeeeanstasasasseeesasseaesannsenas 136

Page 3 of 136



