:
b

- * P—



v
4 /

Andhra Mahila Sabha,
Arts & Solence College for Women
(AHONOMOUS) |
O Campus, Hyderabad

-1, Short Title hess rules are called “AMS, Arts &
Sesnces Collegs for Women Gervice Rules, 2011" and are subordinate
6 the Fye laws of Andhra Mahila Sabha, They shall come into force with
efect from the date of the approval by the Governing Body of AMS, Arts
& Goencs Colleges 1or Women.

2. Applicability.  Thess rules shall apply 1o all the unaided, both

: DV_ tsaching and nondsaching employges of AMS, Arls &‘ Science
Colege for Women, ‘
<3, Definitions: in thess rules, unless the context otherwise
requires, the following  expr have the meanings as
| = indicated here under, that is to say, |
- 1. -AMS” means Andhra Mahila Gabha, |
‘ 2. -AMS College means Andhra Ma ila Gabha, Arts & Science College
" T - b for Women N
E o 3 - means uthority competent to make the
E L appontment to the lar post as per these rules
. 4. -Appointment on_contract means appointment on termg mutually
- agresd 10 betwesn the employee pnd the Appointing Autharity.
 — 5. -Adhoc employment means an appointment made for completion of
. a specihied worklproject. ‘
6. Casual employment means an appoiniment on daily wages basis.
Semm 7. - Cantral office: Main Office of Anghra Mahila Sabha |
—_— &. Chalrman / person s Head of the | Goyernin
| 0 Body of this College
9. Definquent means the employea against wh ‘
action Is inttiated under these rulgs, | om, e d:iGCIpHnary
" B e o Women o o by e art o the AV, At &
the authority of this College for dm:?" place as per the orders of
- — miwher by such on suthorlly, | | 9ing the functions entrusted to
P 11. Employes” means WOrket |
‘ aame e mmm:' the { O“'m.d In the establishment
%6 SCIENCE C s establishment of AMS
cger g WHLIBNEL | LuRee e
. Miademice, the college focuses on byl lding ¢ wes.iUueS
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14. :This Insttution Collegs. mews MAS Srtn & Somres Vs o
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10, Office Tims “rwsns nommaly 1600 s W 450 pre. Wil & i
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Viomer
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20, Pryscrited reans prescibsd by Y Fules

21, _Principsl ascrmwastiative and acacemi tead of SME frs %
Boierce Colege for Women

22.  Labhs means the foches Watils Gatha Ceoted offcs

8. Becrstary mesns the Sectary, o Goverring Body and AMG

Arts & Coence Colege for Wiomen

24. -These niies means ries mestionss o tw serfcs marnd of
MUE pots & Gomncs Coege for Women

2. -Temporary Emphoyss ress & parsn spmied withos sy
ssouss o ey enlher zs perranent ergiops o

. Pl on an adhr bass '
2. -Temporary Post means 3 post cesed o 3

: et s sk nited Se for 2
21. This ofice rreans ffce of MG fos 4 6

b e Cllege for
% ferfics Fule sowans serfcs nies of
25, Unt resns MG has & Soencs (s



* the .U Hyderabad after a notification of the

-4 (B)Applo'inti'ng, and disciplinary authority: The Secrjetary.bf AMS
Arts & Science College for Women shall be the Appointing Authority for
all categories of appointments with the approval of the Chairperson also

dis_Cip""aW aqthority for all categories of employees ofIJAMS‘Arts &
Science College for Women |

“(b) Appellate Authorities: The employees can go for an appeal on
the decisions taken by the disciplinary authority first to the
Cha:irman/person of AMS Arts & Science College for Women, then to the
Governing Body and finally to the President AMS. within 30 days of the
[ece?ipt of the ?rders from disciplinary authority in question.

|
-~

. | Classification of Employees: Based| on the nature of duties the
employees are classified into two categories A. Teaching: and B Non-
Tea?hing. | | ,

| —-4'--~A-._Teacring category: - Lectures, and P:art,Time Lectures
! | ! ‘ | |

, -B Non-Teaching category:-. Administrative Ofﬁce,(A.{O),
|| Accountant, Office Assistant Compuyter Programmer Computer
| Assistant, Librarian, Library Assistan;f, i Lab Assistant, Record
} ASs'istan;;s, Attenders, House Keeping Staff.(Ayas) N

|| !

. -emporary Employee is an employee who has been engaged to
work, on temporary basis for a specified pefiad, or to work temporarily jin
a permanent vacancy for a specified periqd; By merely working in a
pe_rman;ent vacancy such an employee cannot claim herself /him'sel!f to

~ be g permanent employee. '

1. -T;he employees are appointed’ on |t mporary basis _ana tII'\eir‘
| performance will be under observation by the Chairpersoh /
| Secretary / Principal. If their perform nEe“ii% not satisfactory they
~ | areliable to be terminated from service Without notice 1R
- 2 -The Management shall appraise the ﬁérfrT]ance of emplc:)ly,eé in
| __l. -ﬁe manner solely decided by the man g;enﬂi_ént and the con,'c[’usiion
of stich "appraisal shall be final and shall be binding ‘on all
| concerned, _ | | L 1
| i i
6. | -Appointment / Promotion: The | { ‘

B Pra emporary teaching | staff
recruited by the duly constituted Selection committee as prescr? eq by

DAPSL vacanc . in the d_aily;ngwg
- et
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-The Selection Committes conslsts of the following members, The
Secrolary & Comsv}/pondnm I8 the appointing authority, The posts are
filled with the fipproval of Chalrman/person,

- ~Secroetary & Correspondent
. Principal |
. =Subject expert nominated by Osmania University
: -Rapmaeniatlﬁm of Osmanla University on the Selection
Committee, /
- =0.U Memboer on Governing Body for the Salection committee
I Thelteaching (.1)0313 exist based on the work load in the particular
subject. The surplus persons working over and above the work
load  will be removed.
Il. TITh Non teaching staff is appointed as per the requirement of the
work load in the college office, |f any found gurplus such pereon
will be removed. |
M. -In case of removal of employees from sgrvice he/she shall be |
giveh one mo);th notice. If employee wants to quit the job he/she

*

O AN

as {o submit one. month notice or to forego pne month salary,

V. -Every employee, at the time of appointment, promotion shall be
iven a written|order-.

V. -All the termg| of appointment, except to the extent specifically
‘mentioned in t ‘ @ appointment letter will be sybject to these Service

Ru-le as mentioned In the manual of AMS Arts & Sclence College
f?r omen, as amended from time to time.

{a -Performance Appraisal:

L.-The marjagement shall appraise and maintain the performance record |
of employ es}periodlcally in the prescribed form t.| ‘This is malntalned

. along with confidential reports, If there are any adverse remarks they |
shall be communicated to the employee, at the earligst, i )
ll) The lemployees, both Teaching and nor teach
office assistants shall maintain self appraisal repo

|

' above the rank of

8. -Record of Age: An Employee is required t
proof of age ' at the time of joining the Serv
documents| such as original School .
) Issued by Jompetent authority, like h

roduce satisfactory

Only authentic |
eaving Certificate, Birth Certificate

ospital wher. mployee was born|

{
‘ 3 |
Ccepted as proof o |

)y any MRO or any other competent authority shal b

" age, -1 "o
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9. -Residelntial Address and Chango of Address: ( Applicable 10
Aided and unaided employees) Every employee shall give his/her
correct postal, local as well as permanent addresses and ln!uphum
number and shall there after intimate in writing in case of any change,
In the absence of such information, the last known address on record
~Wwill "be considered as the address of the employee for all
‘ communications. Any communication required, to be served on the
employee shall either be delivered personally or posted under certificate
of p,'osting. The communication sent by the|office shall be deemed to be
served on the employee if the office sends the same by certificate of
"pos'ing to thejresidential address given by the Employee. |
10. | -Identity Card: Every (both aided and unaided) employee may he
provided with, an identity card or badge |signed by the Princl}:al
.containing all|or any of the following or a })| other particulars that the
Management may deem proper from time to fime, |

]._N méT; 2. Designation; . 4. Local Address 5.,Blood Group; 6., .

Frho?graph of the employee; 7. Date of Appgintment. and 8.signature 0

tre | |

suing Authority , |
u!. Th,!e Identity card is not transferable. ' |

( |

152; 4~ivi‘orlg_ing_ on public holidays: ( plicable to Alded alfld
qnaicr-led' employees)The Management hgs| the right to utilize tJJe

iii. | The employee shall not tamper with th l'fentity Card.

. séwiq:es}of all or any employee to attend the office. or to attend to ar’ly

r —— e
|

wiork outside the office .on any Public holiday declared by the éﬁide.

Sjuch emf loyee shall be eligible for compense tory leave, |

13.. -Fidelity and Security Bond: Employees - (both aided,; é.nd
una;«fled)\deallng with cash, stores and or prJJ ertyiof the establlsﬁﬁieht
|

may be called upon to execute fidelity/security onds. |

S o e

14. -Secrecy Protocol:  (  Applicable |ty Ajded and un
empl_?yefes)No information under their charge, roféssional or othe
pertaining to the office shall be leaked to others. Such an act

considergd to be breach of trust and serious la¢
per service rules., |

)
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18. -Working Hours: (  Applicable to Alded and unaided
employees)The normal working hours of the office are from 10 am to
4:30 pm on all working days. However, as and when needed they
should be prepared to stay back and complete urgent work as
considered necessary. However, attenders and ayahs(House keepifhg
staff) shall report to duty 30mts before the scheduled time and leave the
office 30 minutes after the closing time. In case of requirement the
employees shall attend the office as per the instructions of the
Pn‘ncipal/Secretary. AMS Arts & Science College for Women.

16. -Attendance & Late An employee who does not report for duty
“within 15 minutes of the scheduled time shall be considered as late. If an
employee comes late for more than three days in a month one casual

leave Fhall be deducted from his/her leave hccount for the year. The

habitual late comers will be removed from service.

If the aided employee is habitual late comer the disciplinary action

will be jinitiated according to State Gowt. rules.

without obtaining permission from the Prin
action will be taken on erring employees.

o employee. shall leave the office juﬁné the working hours
ipal, suitable disciplinary

17. -General Service Conditions: ( Applicable to Alded and

unaided employees) Every employee of the

ollege shall, at all time:

aintain absolute integrity, commitment and devotion towards the

work allotted to him/her. )

i -=Does net indulge in any act which is de
the Central Office in general and Arts & Scie
parﬁcul’lsr and unbecoming of an employee of
management reserves the right to take an
violation of this rule.

18. -(é) Holidays: ( Applicable to Ai and
notice specifying the list of Public holidays and
circulated to the employees in the month of J

Pradesh.

! ! uary every year based
on the list of public holidays published by the tovernment of Andhra
|
)
t

iq"uental to the interests of

ce College for Women in
he AMS in general. The
action in the event of

|
| naided employees).A
a¥tional holidays shall be
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