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SER\TCE RULES - ED AS ON 1-2-2018

Short Title and Commencement:
. It is expedient to regulate the recruitment and rules of service of all the employees'

. TLese rules shall be called as Sanskiti lntematioral Academy Service Rules.

. These Sewice Rules shall come into effect to €mploye€s from the date oftheir employment (o{ficial

joinilrg date) arld shall apply to all categories of employees i.e. Teachirg and Notr-teachiog stalf (flrll

time) working in the school.

. In the case ofpersons appointed on honorari4 or on a part-time basis, or on contmct, the applicability of

these rules shall be subject to such special terms and corditions as may be decided by the Management

from time to time-

. service Rules are subject to alteratiotr of revisioo if found necessary by the Mairagement of the

School. These rules shall form the p.rt ofthe employment terms aiid conditions ofall the

employees.

Definition:
. Saflsldti Inteoational AcaderDy mearN Unaided Private School rul tly Gopal Education Society'

. School means the Schools run by the Managene ofcopal Educatio Society

. Ma{agement meam the School Managiog Committee.

. Trust - means the Management ofcopal Education Society.

. School Core Comrnittee as give[ belo$.

. Establishment - means the establishment ofthe Schools .un by tie Trust.

. Employer means the Management of Sanskiti Intematioral Academy.

. Employee means any member ofteaching or non-teaching stafincluding Head of school who are on

tlle Muster Roll ofthe School. tt includes employees ofPrimary and Secondary Sections'

. Teaching Staff: Teachers means ihe tmined Teachers who are having the professional certificate such as

TTC, ECCE, Montessori. B.Ed., D.Ed., M.Ed., or ary other relevant recognized qualifications and or

teaching experience in relevant s.rbjects for respective areas ofteaclring recognized by University,

competent Board, recognized authorities. It will include Teachers teaching liom Class I to class X. It er'ill

also include Physical Training Teachers, Music& Art Teachers, spoft coaches, compute. Teachels and

Teachers associated with Extra Curricular Activities.
. Non-Teaching StalI: Non- Teaching Staflmeans the employees who are not connected directly with

teaching.
. Head of School or Head meam the person by whatever name called In-charge ofAcademy and

adminislrative duties and irlrctiolls of the School and includes Principal.

. Manager/Director me s Trustee Corespondent or a peaso{ by whatever name called wbo is

empowered to take decision and havi{g power to execute the decision taken by the MaDagement and a

link between the Tntst and School-

. CBSE - means Central Board of Secandary Education

. Enqdry O{ficer means an officer appoilted by the Management to conduct Domestic enquiry'

A pplication o1' R-ules
It will apply to a[ the employees i.e. Teaching and Non-Teaching Staffs who are on

SANSKRITI INTERNATIONAL ACADEMY

School. The Management Corn nittee may make rules providing for minimum quali

I
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recruitment (including its procedu.e) duties, pay, allowance. otlrcr tlenefits, post retrenchDent, conditions
ofservice of the employees.

Every employee shall be go\,'emed by tlre Code ofconduct prescribed by the Managernent and any
violation of any provisior of such Code ofConduct concemed employees shall be liable for disciplinary
action.

Disciplinary action agailst the employee shall be takel in aceordaace w;tl the provision ofthese Rules.
T}IE SCHOOL NIANAGING COLIMITTf,E (SMC)
The school maoaging co.nu ttee govems and guides aad decides broad policies related to school's philosophy,
progamme and approach.
lt is an officialll, constituted body approved by the Board ofTmstees.
THE SCHOOL CORE COMMITTEE (SCC)
The s.hool core committee govems and guides, decides and implemefts policies reconxnerded o. lahfied by the
maraging committee and oyer sees day -to {a}, ruaning ofthe school. It is an officially constituted body
approved by the Board ofTrustees- All rols.holders are members ofthis cornnittee.
SCC nrakes, modifies, recomrlends all polioies related to school - in tenns of micro and rneso Ievel opemtions.
This commiltee supervises the actiriry of dre sclrcol for its smooth functiofling. It works in accoidance vdth the
specihc directioos givei by tlle Trusr rcgardiog all school polic-v matters. It acts as bridge betpeen the Trust,
Managing comn ttee atrd tlle School_

Members for the sthool Core Committer
. The ttincipal
. The Vice Principal
. Academic/TeacLerlo-ch*ge
. ()ne member Aom teaching and Non-Teaching chosen by school managing cornmittee.

ROLES AND RESPONSIBILITES OF THE SCHOOL CORE
COMMITTEE:

. Supervises the activity ofthe school for its srnooth limctioning.

. works in accordance with tlrc specitic dircctioos given by the Tnrst regading all school policy matte,".. looks into &e welfare ofthe staffofthe school

. Evolves both long-term and short-tenn Fograms for the i$provement oftlrc school

. Makes dte appohtnent ofteachinet and nor-teaching stalt
r Takes stock offre academic program in progress oftle school \rithoutjeopardizing the academio

Aeedom-
. Gaidcs to mar'otain Tone aod Discipline irl the School.
. Brsures that rsn s and conditiorx ofservice and other 

'.,lqs 
goveming recogilition / affiliation ofthe

s€hool ar€ stictly adhered to.
. Ensures that the school gets li,rnih.re, science equipmetts, other teaching aids and Library boolcs and

rcqui$ite spolts material in adeqtate qoantity and on iirne.
. Exercises powers to lak€ disciplinary actioil against staff.

' Empowers the Drector, Hearls ofPrirr,,oy and Secondary Sclrools for saactio ng ieave to the staliand
teaclrers.

' Erstrres that no finalcial irregularity is cottnitted alrd any i.regular procedure wr'th regards to adoission
/ examination I promotion is adopted.

. Proposes to the Taust vaious fee shucfures and othe. almrral charges and reviews the budget of the
school presented by the Manage/Director for forwardilg the same to the Society for app.ova].
Guides and monitors all processes concemiog alfiliation / recogrition.
Develops and provides code of conduct for st1idents ard staff.
Commits to resolvilg issues relaled to school.
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. Maintains accormts oftbe School. school records. sl)ilice books ofteachers, and such other GEster as

nl8y be specilied by lhe Trust / Board

. Handles official cofiesponde[ce relatiilg to the school and furnish iffomation rcquired by the

Autho ties.
. Ensures that the fees are realized aod ap,propriately accounted for'

. Makes purcbases required fo( the school in accordance with the poiicies goveming such purchases' enter

allir stock registets snd scrolirrize the bills &d lnate palme s'

. An-anges and conducts regular School Maoaging Committee meetings ard se'ds the milutes ol the

meeting to the board oft ustees.

. Represents co cems of whole sohool, wheo necessary, to the Board of tnstees'

Sa[skriti Istei'national Academy is having &e folloving sectiors :

A. Bdlury:- himati lnea$ tlte sectioo ftom Std. I to V'

B. Secordaqi. Secolrdary means the section fiom Std' Vl to VIII

Classilication of Employees as per role i
l. Teaching, Non-Teaching / Administrative, Service

2. Full time, part / llalf time as per rcquircnent or domain they ate attached to'

3. visithrg l Co sultant' Tempollrr,' calegory who are Dol o the school muster roll'

. Permanert : mears an employee whose employme has been confutaed by the school core committee

and given in writing by the autlmrized olr behalf of the school core committee'

. Pmbationer : llrears an etnployet who is employed as probationer to fill up a vacancy b$t llas l1ot been

collfinned io *-.itirg.
. Temporary / Contrrchral : - means an employee who is appoirted for a specified period purely ort

temporary basis
. visiting : means a faculty who visits for a fixed period oftime during school horus to take specific

Nmber of classes for a honorarium.

. Part-tin1e : ueais at eoDloyee who is emplo]'ed oo pafl ltne b'rsis'

. Each oategory lus separafe salary stn,cnue / fees / coflsolidated palmed

. Nonns are meotioned for deciding the salary structure as per theit qulifications

. Visitiirg faculry gets either consolidated amount pe. rnonth or pel sessiot fees

. On confltmation, the candidale mor'es to dew salary scale.

. Ma), salal)' (for teachfug slaffi:

. ln the fir$ year ofseNice, May vacation salary \,i11be released only after completion of I I months of

seNice.
. Teachers who are takilg work profile and timing based on their owfl 

'eeds 
rviil be only on consolidated

basis r-f NPIS needs theii services. They are eligible for mainstreao appotrtment only if there is

"vacancy". Till lhen tlley are aot eligible for aly benefits

. They are eligible for 6 days paid leave.

. Hou,ever, they need to attend a1l relevalt and sperific eveffs ofschool where they play arl irnportant.ole

and workhops related to their subjects. They arc eligible for 50% Ma} vacation salary' [f the] miss vork

beyoad 6 days, proportionate salary to be cut

. Appraisal: Appraisal willte coldscled oilce a -vear' Ifa cardidate pei-forins belo-'. expectedlevel' then

he/slG will be given a chatrce to irnprove and then a second Appraisal will be conducted

" Corfimrations norms as per NP1S apply-

. Confirmation ofthe emplo-vee willbe decided ol fulfillment ofrequirernents, the appraisal and subjecl to

vacancy in the domain-

Qua1ifi cation and APPointment:
a- Qualifrcation of Teaching & Non-Teaching Staff
It will be presctibed b)' tle Schoot Core Contmittee frorn time to time
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6. Appointoent
Al! appotrtments of atl categories shall be n1ade by scc th.ough a selection coolnrittee constitut€d bY the school

tmst and ir accordance with and upon stch cooditions as tlrc managing commiltoe may decide

Recruitineot policy has been *'orked out in detail'

All the employees ilcluding Teactmg ar1d Non-teachilg Staff will b€ given Letter of Appomtmett' AppoillhDeff

letter shall be for a specific period, which may be mutually- extended on the ageed terms and conditions'

All the appoinntnts errcepl for ternpolary and part time ( as per categories) employees will be ol1 probation fol a

period oi i2 months ancl lvhioh rmy be extendedlcooflum€d at the sole discretion ofrhe scL' and final decisior

will be taken by Trust.

Al1the required documelrts suoh as:

a. Date oI Birlh
b. Address Proof
c. Ahesrcd Degree / Drploma Ceflificales.

d Work experience cerhhcales oI letlers.

e. ReGrence lelters of lhe carrdidates' capbility, if aly

Ha1€ to be submitted lo the school. All the original certificates will be returoed afler verifications. Ifall the

,equired docdnents ate not submitted within tlie stipulated time, the servioes will be liable to be tennirated

lvithout assigning any reason.

In case, tle tdbnnatiorrdocur1rorrts fumisLed are 11()1 gendne or found to be iirconect, ernplo-ree ma1 be iiable 1o

be te.miiated uithout assigning any reason.

Provisional / Adhoc ,{ppoint6ent :

. lf caldidate joins without compietilg seiecron procednres (entance lest, demo lesson etc), or under

observation for satisfacto4' deli!'ery of seffices and competence, candidate is appointed on provisioMi 
'/

AJlioc l-ta'is Ior fusl lltree nrorlhs.

. If fornrd satisfactory, employment is rcBrlarized afte. that said period or final decision ofre$rlanzation

will made by Manager/Trust.

. For inqement and coltfimation, ooe or tuo years ftom the date ofpro!'isionai appoiotme will be

cotmted.
. No notice period lor lesiglration I lenuinalio requiled druing provisional appoirlrnent

Contractusl,{PPointment :

. Appohtment made for the specific period I specific requirement is called as contractual appointment'

. cont actrral employee will be liable for the TDS payments and other payments described in dre GR'

. Cortrachral employee canoot be coofumed.

. Cookact is to be relle$ed afler the lellure is over if found safsfactory at the discretion ofthe

rnalulgelnent.
. Cofirachlal employees are rtot eligible for ths re8rlar empioyees' benefits and privileges'

. All iflterDal transfbr.s / shift in position/ locatioo,/timing/profile rvill be officially corrmnicated and

necessary salary' / allowarce implication \Yil1 be worked out as per salaifYappointmeat guidelines

Super Anrulated Appointment i
Anyone.jor'ning NPIS at al1 age of 58 or so will be oll oonsullant / visiting role The individual can rvork hll 60

yrs-ofage or flrdher depending on the requirement ofthe orgaoizatio[ and the individuai's competence and

capabilities.

The role & compeNalio[ package and privileges depetd on individlal' competeuce atld

requiremenl.

(i
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Scale of Pay, Allowances, Benefits including Retrenchment Benefits of
the Employees :

. Scale ofpay. allowances, atu1ual iflcreine s and benelits includiru retrenclEnent benefits ofthe
employees shall be recomnerded by Schoot Core Committee and ratil'ied by 'l he AAEAWT Board lion1

time-to-time.
. The cligible enrployees shall be entilled for:

a. Eulployee's Pro\ident Fund Scheme - As per hovident Fmd Act.
Salary Structure : All stallreceiving salary nre liable for taxes ( professional / mS) as per $olms.

. At entry level : Fo| lull time teaching stallas per their domain, qualification, work experience Salary I
3096 of base sala4, -f lnterim allowance as per donuin a d category + oflrer allowance perks as pe1

elicibilitv
. 2nd Year ofserwice: Re8ular amual incremeDt 107o on salary oomponent and all allowances (30?; +

Inte.im allowance as per domain and category + other allowaoce) to contiirue.
. Jrd year only for employees who are eligible for confirmation - Confirmatior salary- will be given as per

the 6R of6tl pay commissio,
. 3rd ]'ea {or euployees who are nol eligible lor confirmatiori will get regular l07o yearly incremenl oftlre

salar! compone oflly.
Arnual idcreftent :

. For conlirmed slaff: The armual incremetrt cycle for confrmed employees being July. wili be

applicatlle to the staff that have got confirmed 6 months beforc. If oot they will get in this cl,cle of annul
ircrenent from the oext aoade ic year.

. The amrrlal irorement vriil be as per 6th pay commissio0 i.e 3o.,i, . This increment lrill be given every year

in the month ofJuly. lf an employee has joined in May / June, his or her incrcment in next cycle ald not
jmmediate July.

. lfacor: rmed employee has gone in the ulpaid leave category of more tha]l S days, then his,4rer

ircrement *ill gel postpooed {o otre,year, as per 6111 pay norms.

Special Privileges :

Fee coltsidemtion / waiver for their ciildren :
. Yourjoining date defines the bercfits you will get.

. Fee u,aiver frr slaff chil&en will be give[ only iftlrcy are part timel t l time as per level defuritiorl.

. Tlris privilege is rneant for up to two children orly.

. If&re to personal choice any stafftakes a special tirne assignmett, fee waiver will oot be given.

. VisitiU facult! and consultarts are.ot eligiblc for this privilege.
This year, Board has relierled the policy ofa nual fee raiver for staff children.

Suif who have laten adlrissiol for their chiid./children till academic year 2018-19rvill get 50 96 anaual fee

waiver for tirose on probatio[ or on confiflnatiol or when oolfiflned as the case may be.

StalTwho will take admissioo for their child from academic year 201&19 - all ! ill get 50 yo xaiver for
annual fees.

Admission fces :

Everyone 1'fu is on probation or new joiner pays 1009'o onetime adrnissior fees. i0',,i) of this gets refurded alier
one year of cootinuous service at NPIS.
Ifdre child is in school before t}e staffjoins, then staffhas to join only within one year ofyour child's
adrnission, then you get 50o/i, ofthe admission fees rcfund afler you corplete I lear scrvioe.
Tuition fees I

Orce paid, caDnot be relimded. Only fuither installme t will bave the applicable fee wair er.

2. Medical check up :

All new employees will sub it a fitness certificatg at the tifle ofappofutment.
Alie. completing one yeaq all employees required to rudergo medical check-up, every year
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Officer appointed by the Mallagement'

fo 
"uo 

*y 
"rnptry"" 

is declared merlically unfit by Medical Offioer appoint€dby Management and iflhe

Management is mtisfied that the enployee is jncapable to disclurye hivher duties' the Malragemerl car

termJate services of soch emplolee try giring hit/her three mo lt/two months (as applicable) notice and

paying hinr,&er all legal tlues as prescribed in the Rules alld R€gulatiom of the schooi

MedicalCheckupforNPlsstatrforthosev-hohavecomplet€dlyearcompulsory.staffuhohavecompletedl

V"ul. *lff p"l ""*i. "*orn[ 
ofthe lotal bill- lt dgpends o11 rhe totai bill amou! age oflhe employee etc' Tlris

amount uill be decided by the cote co mittee on yeadl'basis Cxher NPIS *:rfftoo can avail of this facility and

NPIS will coordinate *ith hospital fo. tfte checl( up- Tfie amooat will be doducted from salal)' A cor6ert letler to

rhrs effect shotrld bc srgned

3, Sta{f Tninirg :

. The eliptyee till be leqtired to update krowtedge and skills everl year by atteiding in-senice arld od

bourd Programs.
. These tray be within or after sclrool hours or on holidals'

. Employee will be requted to travel outside Katihar, to attend trainiflg pro!ryams when necessary-

. When ieputed liom school for attending seminars, workshops, confe'eoces' the emplo]-ee uill pay 509i'

cost u[ fie tmiorng workshup./ scminar

. Local or ortstatiol tmining travel, Boalding and Lodgiag will be paid by NPIS as applicable.

. h case ofcaneellation ofparticipation (after atl paynents done) from staffside 3 days before the work

shop stafi to reirnburse 50 % ofrhe fees school has paid and look ibr sttbstitute to fill the place' Last

minute cancellatioq staffto pa,v 1009; arnount the school has paid for

{. Exclrange piogramme :

l-or the up'is staft:u'to is participafiag ir ary Erchatge progmmme: NPIS/AA-EAWT may contribute up to Rs'

20,000 per oardidate. The participant has to sign a ore acailemic year bo'd (May -April) Ifviolating this

agleement. candidate to pay tupees 50,000 as p€nalty' Bond on slamp paper'

Contributory ProYident Fund Pension Scheme :

. All enrployees including eicept those ofl visili g faqrtry / conaactual /coisultalcy sefiiees [ill be

requircd to bemme memlrcrs of tlre Contributory Provident Fuod Scheme as required under the

eEployees' Providerlt fir1ld alld Misc€llaoeor6 Provisions Act 1952 or shalt be eligit'e for pensior and

$atuity if adopted t Y fte school

. 129/0 of the Basic +D.A will be deduciedfor employee's contribution'

. 12-q6 of the Basic +D.Aldill be addedto you PF accornrt lioiD the Employer'

. Enployees *ill be given a P.F. Account llulrrber so you can monitor your savinls

. Provisional and Temporary appointrnenl / sut'stitBtes No P F'

. For Non- Teaching staff prorision of Einployees' State losurance Corporatior sc'heme ir which 1 75% of

Total Salan' excltding PF will be doducted ftom employee s side ard 4 ?5 9i' ofTotal Salary excluding

PF \vitl be de&ded tom Eirployer side.

Other privileges :

. Bank letters related to loafl application etc. gi\€[ to etnplo]ees olly after conflrmatiolr' (witlDut a]ry

liabilities)
. Uniforms for Serv-ice staffe\cept Saturday are coopulsory' One set of the tmifoflns 1\il1be prolided to

them every Year.
. Peou and Mashies are eligible for salary advance (up to I month salary) after completing I year of

oonlinuom service. They are glven the advance ooce in two years The advarce should be recovered

.leithitr one year.

. \\'ork experierrce letler given to gmployees only ifuo*ed fu a milimum period of

. Refb.eBce letter from Principal, Manager givet only ifemployees honors

all required formalities.
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Probation and Confirmation of Services :

PROBATION :
. a. Except iit case ofa purely tempomry vacancy ot leave racalroy or for a specific post of tempomly

nalure. evew employee shall on initial appoininent be on probation for a period ofONE YFAR lion the

date of his&er joining the duties. The period of probation may be e\1ended by tle Managing Conrmiltee

by a further peliod of six months, ba-sed on the perfonnance'

Services of an employee may be terminated drring probatiol period or extelded p€riod of ptobation by

the Managing Committee by givi8g I month's uotice for staff(teachhg r' non-teaching)'

. b. lf an employee desires to be relielrd durirg tie period ofptobation, it will be necessar] for hiltl,4ler to

gr've ore month notice ill waitiug or one molth salary unless and otherwise the Managing Committee

pemlits rEl&\aiion unalfl special circums&rlces.

CONF'IRIVLATION :

. If the work and co duct ofan employee during the period o{probatioll are fourd to b€ satisfactory,

he/she x'ill become eligible for confirmatiorr on the expiry ofperiod ofprobation or the extended period

ofprobatio as the case may be, *,ith effect liom the date ofexpirr' ofthe said period- provided helshe

Iulfils the olher {equisite condiliom
. priocipal have to sign a confidential recomrnendation lbnn fot confimration ofthe employee.This form is

a contidential note fbrwade<l by Principal, count signed by Manage'Directol Clne copy goes into the

Employee's personal frle.

. The employee shallbe infomed ofhis confirmation in *ritirgr within 3 months offhe completioo ofthe

Probatioir period.

. or corfinnatiol, the employee is eligible for inoement as per nofms, and may be moled to the scale

from coflsolidated salary as the case may be

. lncr€ments and confinnatior salary stuctures are based on salary ald not incitiding the experierce or

other allo*ances.
. A[ Employee may be cofirrning before tlrr date ofprobalion cornplelion by lhe decision ofTrust after

the getting feedback of employee by Manager /Dircctor.
. An Employee perlormance at selectior period will be outstandiflg the],may be recmited as confinn

directly by the decisior of Trust/MaMger,Director/SMc
. Iflhe conlimation is withheld due to any reason lrcyond probation, the employ-ee is ,ot eli8ible for the

incremeol-

f, ligibility for confi rmation
Who can be cotrfirBed :

a- Full tirne regular emptol'ees(fllll time defined by the level demands)

b. Eligibility ooly ifhained( for teachiry staf0

c. Eligibilit] ifhas ret€valt experisnce aor admin stafl.

d. Maslies/ Peois cair be conhrmed and get the benefits as per ecommendations.

e- CorfiInation only after going tbrcugh the Ecommeldations try Pdncipal / Dtector'

Special ones i
. Shift from part time to full tinrc- for confitmation 2 years ofservice in full timejotr (as the level

deulairds).
. Shift to new posF confirmation affer completing two years futl tirne (or as per level) iI aay role'

Lrqement given on that new post after completilg ooe year fiom the time of traNfbr/appointtneot '

. Ifon consolidated from the beginning due to "no trnining but relevant expelience" situatio[' then

ete relevant training for conft'matior. Tbe first years of seivice at NPIS c'n be

counted for confinnatio, subject to satisfactory delivery of services.

. Leave of absence without pay ma,v delay the co firmation.

. Salary stflrcture starLs from the base with allowances for work experience of same
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Who cannot be confirmed?
. Pal1 time teachets (who have takel it as an option because oftheir convenience /the school has offeted it

as only possible ar or availatrle opening) carmot be confumed. lf an emplol'ee, frorn the begimilg nas

a part time for school requiremeat, their eligibilit-v for confirmation is afier 2 1rs after tlrey becolre full
time

. S}ift fiom frl1i tirne to pan time will rcsult in loss ofthe confirmation eligihility

.lftlleschoolreqriresafulltifiestaffbuttiesta.frpreferstotakeol{ypantimeforherlhisconvenience,
appointmert as consultant.

. Visilirg faculiy .

Leave
The staff salalv sLould be released before loth ever! month br{ it may be delayed up to I5th ofmonth. Last

working day of the month will be the last date to rcgdarize the leave recgrd. Any application comi g affer tllal

date will nor be cof,sidered arrd leave / sala-l may get deducted. To regrdarize it, the staffhas to get

Manager's/Di.ector's signatore and approval for that.

The calegorie\ of Leave are as follows :-
L Privilege Leave (Eamed Leave)

2. Casual Leave

3. Matemit-! Lea\e
4. Exta Ordinary Leave(crisis leave)

Leave carmot be treated as a matter ofdght.
P.ocedure and eftitlemeot of leaves will be as follows :-

Leave will be calcdated from May to April.
. Grant of L€ave shall depend ofl the exigencies ofthe irstitutiofl and shall be at the discretion ofthe

ftincipa,Maruger
. No leave will be granted dtuing school retreat, camps ofrelevarl classes, oajor school events. May

orientation and April training.
. Staff retreal optiolral oDt), for visitiDg faculty and consultants- Ifotbe.s miss it. saiary deducted

(irespective of any reasor). If staff misses the retreat, shlf has to pay I 0070 of the stay cost^ flvel and

lose 2 days CI- .

. Except ilr un-avoidable ctcumstances application ofleave shall be made in uriting in advar)ce a lette. or

phone rnessage stould roach the Principal,Manage. on the day of absence. Whel a phone message is

sent, it should be corfinrled h \rriting by the subsequent day- Merely applyilg leave does not meatr

sarction urrtil aod rmless it is sanctioned and signed by the salctioning authoriR
. Leave of absence without intinnti g lo the officelcorcerrcd aulhorities may learl to salarl dedl]ctioit

even if the employee has leave to his/her balance.
. Teachirg stafi'witl be eftitled for 12 days oasual leave.

. Full time regular staif as consultalts ou consolidated salary- will get 6 days as ca-sual l€a!€.

. Half rlay casual leave may be talien- In cas€ of aay halfday workirrg, and ore is abse t on that particular

day. one day casual leave *ili be counted.
. Visitirg teachers are lrot eligitrle for ary CL. lfthey miss a teaching day, tlley need to compensate ulth

another teaching day. ()l else, salary is deducted accordingly.
. For all faculties, rvorking extra dayv hours due to workhop, concert pectice, sports day practice, camps,

ret eats etc is part of their mandatory rcle. Herce this canoot be used a,s compersation for missed

rvorkirg days.
. For teaching staff maximum up to two CL allowed i[ the modhs ofMay, Diwali- and

Exceeding the 2 days will be considered as a loss ofpay evet it emergency.

. For lon{eachiag staff, CL maximum up to 2 days. 3 and above willbe [eated as PL-

SN0
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Non- Teaching a Admin stali\litl te entitled to leave as per foilo*ilg schedule

treated oD oirse to casg basis

VoluDtary *ol* on hotidays is not eligitrle for compensatory off-

Year CL PL
Year I l2 AIler 6 months ofjob - tl days

Year 2 12 I8 after oompleting ore year

Year 3 l2 25 after compieting 2 Yeals

. Pa -1ime no*teachinS (Mashies, peons eto) are oot eli$ble for PL' They will receire fiill salary for May

salary + l0 days paid leave in May - I to 10th May, fixed'

. A maximum of30 days can be accurnulated. Only 20 days leave can be tal(en at a stretch' Dunng school

working days^ maxilntrm of 7 working days of PL can be 8!anted'

. Longer PL granted olrly during vacation - Diwali, Ckistmas and Surnme'

. PL .aDrot be clubbed uith the Castal or Malemity kave'

. First day anrl last da1- ofthe school comprdsory fol lon-vacalior stafftoo'

. Casual leave cannot be cltbbed *ith the eamed leare or compensatory ofi

. If any leave is taken on Satu.day and Monday, then Surtday will be cotmted as leave'

.Ftstrlayandlastdayofvacationarecompulsorytoattendorelse€ntirehotida},vacationSalaryiS
ded[c1ed.

. A phone call or a uessage is required ifyoo have taken an nnexpected leave lfthe leav" is prolonged

due to ceflai[ x[avoidable citcurnstatces and no infonnatlon is given then there is a loss of pay or even a

loss ofjob at the discretion of dle managemeot-

. Fermle emplo,'ees w;ll get matemity leave lbr 3 months \tith pay a{ler confimatio 3 months leale will

have to b€ laken con.sectfiively it€ludiog holidays a,}d vacalio]rs.t. 1 o}ore lt)onth in &,illuation ean be

taken *hich will be without pay.This leave rvill be salctioned fol staffmembers who require it for

natural / adoptive parenthood

. The above privilege is meant for tlp to two children only.

. Male ernployees vviil get 10 days patemity leave with pay after confinnatiol

.Irrcaseofhospitalii.ationolselforininrediatelami]ymembersseriorrslyiil,oraccider{ordeathintl1e
fbmily. l0 days of crisis leave after conffmation will be sanctioned' This will be car'ied foiward up to a

maximum of 1 month (3 years accumulated) alrd it can flot be er-cashed- Employee shall produce

eaialence documents for reco.ds when necessary. carlllot be combined with cL, PL. or lnatemity leale.

.LeaveforexamLreforeconfirmatiotifminimuDTdaYsneededapplyleaveatleastonemontht}elbre
exarn (based on teuatile dates). Or else apply leave nor-lns'

. -l'rend to crub loss ofpay l1 upaid teave taken above 8 days in a year for teachhg md non-teachilg staff;

inoement ald or confirrration to be postporcd Exceptional cas€s to be considered at Management

discretion.
. Ur:paid leave of90 days maximum caa be taken at one stretch' Ifit exceeds 90 days, tlle employee will

have to resigl and &join. This olrce i1 5 )€'trs temue

Confirmatiot or ltrcremeot alfected if leaves t ken bcyond s{nctioned CL /PL

. Above 8 days lo 15 days cotfirmation/ incremctts postponed for 6lnorths'

. Above l5 da,vs, every ? days ifexceeded conftrmation I increment postponed for additional imonths'

. Maximum 1 vear delay of confirmatiol / increme u'ilt be allowed 
-fher 

the case will be referred for

re\ieu, by Ihe Core Comfliltee GouP.

COMPEN SATORY OTF
. Olficial workirg on school holidays (only ifworked firll day ald authorized before hand by the

respective personnel) are courted for compensatory leave'

. Compensatory leave prelbrably be taken rtithin 2 mo ts or else the leave lapses- Exceptional cases to be

oali

SNlJ
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. No corup offto be given for any kind ofretreat (for General staff) Retreat to be vie$ed as treat thalr

anothel a.ssigirl}tert as scLool ar.arues b€autiful locale, great I'oo3' compele lacilitatols etc'

.Corrrpofftobegivelrtoan.YNPlsmemberwhoattendsh"iltiigo1rholidays(notr,acation)fortlresclrool

Vacation Pay
All the Teaohilg Staff sill be eltitled for Vacation Pay as per the guideli[es issued by dre Madagemeot'

Retirement Age
Retirement age fo. all the categories of ernployees including head of institution will be 58 years

The maoagirg conunittee may grcnt exteosion ifthe employee has no meltaVphysical disabilities and his or her

senices are bere{icial to the iostitution

The School Maaagemem shall have the right to retire an employee in case one is found physically or mentally

disabled x'hjch renders him incapable to carry out his duties However, such employee will be examined by tire

Medieal Officer appointed by the Management and ManagemeDt decisio[ *i]1be final and bi diog alier perusal

of the reoommendntion of Mcdical Offioer.

Age of emptoyee shall be determired on the basis of documenta{v elidence provid€d by the corcemed

eriployee. In case the records are ioconclusive, the age ofthe emplo] ee shall be dotennifled by the Medical

Examination carried out try the Medical Officer appoi t€d by the Managem€nt and the decision of lhe

Managemenl shall be linaland brnding.

Termination of Employment
Any EmFloyee may tle terminated fiom the services by lhe Manageme't on the follopiog $onrds'

Closure ofthe School

Abolitiol or Reduction of Post

Reductioo in Manpower

Phl,sical alrd Mental disabitity to carry- out the.ormal duties.

Clo$re of course studies

Fall in nurnber of Pupils resulthg io reductiot of establishment

Reduction in number of class divisiotts due ro reduction of number of students and divisior

Misappropriafion of school fimds I accorurts / violatjoo of other kind

tf any infor-n ation or dmuments fumisheil are found to be iflco[ect oI 1rot genulne, ernployee *ill be

liable to be teffioated.
Ou misconduct of Ernployce - Tennination will be done after holding domestic enquiry and on the basis

of rcport ofthe Erqdry Officer'
Cln violation of corle of corduct, temrination wil, be done after holding domestic enqrIry and on tlre basis

ofreport ofthe Enquiry C)Ifrcer.

fte full and final settleue t will b9 rnade &,itli[ 7 days fro1rr the date of teruIinaliorl leliei alter ad]LNtirg

a.ny amount due tom the concemed employee

Any other bolra-fide reasofls

Confirmed Employees
Serlices oftte pennanent employees may be termiaaled after givi'g 3 months lotice in rvritiBg or ao amorBlt

equal to 3 months sa1ary in lieu ofnotioe period Stch ernployees on terminatiol shall be paid the following

things.

Non-Confirmed EmPloYees
Tire services of lhe probationers on or before expi.y of probation p€'iod or the extended period can b€ tef inated

by giving one moiith's [otice period.

When ever any ernployee appointed for a specific period in a1ry category employment

automaticatly from o the last day ofthe specified period unless tlre co ract period is

l{anagement in ltTitillg. No employee can claim as a matter of.ight of emplo)trent

working day.
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Resigrration
. Ifan emplo-r'ee, at aty time after conirmatiol, ir(ends to resiln, he/she shall give 3 month's notice in

*riting or 3morth's salary including all allowances to the Institutiorl.

. Notice period is applicable only for torking motrths (l mth or i mths).

. Vacation carmot be included.

. This is applicable even for confirmed employees

. Leare baiarce ofall kinds carmot be comted for resignation period.

. Leave driog notice period will be withou pay. Notice period cannot be extended to suit the candidate's

requireinett.
. For candidates orr probation. May salary will rct be given, ifresignation comes io April or Ma,v / Jme

(immediately aftel vacatiofl)-
. Leave policy and resignation: any employee during tlrc sepa.ation pedod wculd have to grve the sen'ices

for 3mtls or l1r*h teoure. Whereas ifa leave is taken in this resicoatiot peiod those many days add 10

the .esignation period or the employee pays d1e drcs for the exlra whichever is applicable

. 'l'he school holidays and weekends will not be coulted irr thc resigrratior period except long \,acatioos

will not be consldered.
. RelieviDg letter to be got fiom office after all formalities completed

. Ifresigfled from NPIS and dle cardidate rejoins, fie oardidate's appointmert as per norms.

. When a staffmember resigos from work. she/ he has to fill up the staffrqleasilrg lrom and complet€ all

the fo tralities before or ol the last day ofrvorting. The l-Card" Library cards, books, equipments eto

should be retuned to tlrcir .espsctite deparhrents. There slDr d be a No Due' stalement fiom each

deparhteff before you leave from the organizatiol].
. Resignation after rnatemity leave nili be aocepted alier three \,"orking mo hs o. should pay salary of

mater0ity leave ard resignation period salary in total.

. Stafflvho does oot lrcnor thet co$rnitnent ard leave school or false {easoN tojoin other school may

iace holdirig back PF for six monlhs , l1ol give ail expetien.e ceflificale, ar)d send a lelter to the ew

employee or legal ootice as the case may be.

StaffRe-Joining Policy
Ifany paraicular staff ruiigns for personal reason aEd rejoins sc}ool' tte following is the policy:

. Staffrvorked at any level for one or more years, rejoins sarne lerel, orc year protlation.

. Starfworked at ar1 level 1'or one or more years, rejoils with domain change, one or flvo years for
probation specially movilt8 from ea.lier ke-Prinrar)' to later hillary level.

. Staff'worked at aDy levei for two years, gets colfinned, but sbiffs domar , canies ot the confirmalion

benefits but $,i1[ get salary not as pe. confimalion but the opening sald.Lv.., of new domain. T\vo years to

gel oonfimiation salary scale.

. Management reseaves the right to consider exceptional cases.

Recruitment/Eilling of !'acnncy and to Higher G.ad€s
. It is tire right of the Mamgement to decide the marrpower rcguircrnent and the q alificadons ofTeaching

a d No -Teaching staff ard ali other categories liom time{o-time tirereof.
. Marlngemel( ir al disqstion to decide \,ltether vacarcy is ansel and whether lo filI sxcll vacalcy. There

shall dot be automatic replacemelt or cessation of emplo)ment of any employee for whatever remons.
. lfthe vacancy raised by management then the steps involved:

Applioation received either on mail or at office directly.
Presentation along with demo class by candidates to the core committee alorg lxilh principal md NPIS

TealD.

Personal interl'iew with core cornmittee along with Principal,Maruger.

Vacancy ciiteaia based ox as per school requirement.
. The Management rnay re-orlanize or distribute flrc work amongst the remainin

nat/o
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. The Head ofthe School shail subfiit tle appraisal rcporls ofall the employees to the Drector aller the
completion of each sessioir.

. SCC rvill examine appraisal rcports ofthe onployees and aftel pemsal it may colsider about temfiation,
coDtinuatioD, incremont, etc. of the employees.

Appointmetrls ofthe Head sha1l be by nomioatioos/ftesh appointment by the Mrnagemelt at their sole dr'scretion

and nor necessarily by promotion.

Maintenance of Records
School shall maintatr proper records for all Teaching and Non-Teaching statii School shail also maintain the
Leave Records, efc. ofall the statls.

Working Days and Working Hours
. Working days aod holidays will be as per "Sanskiti lntemarional Academy " calendar.
. The raorking hours/ days will l* such as rnay be specified fronr ti,ne to time by the SCC.
. Tlre working horrs ma.v be different for Teaching and Nor-teaching slaff as nay be specified by the

conxnittee.
. The working days willnol be les.s thao those specified in the rules irr force (245 days per anntlm)
. Other enployees as fallirg in the category ofnoo-i"cation staff. inchdhg tlle a&nilistrative staff,

Iibrar-v staff, counselor, house keepet store manager, Iab in-charge, day care in-charge and senice slalf(
full tinie) rtill atte.d school duriig the varation according to ollce timiugs $irich suit the requirements
of $e school. This category will have to join duty otre t eek prior to whole stalf/ repon before nerv
acadernic sessiol.

. As and when required, ar employee may be assigled any special duty even if it to bE done beyond the
working hoBrs in the interests ofthe school.

. An employee is also required to conduct atrd trgaoize co-cunicular prograns and perform duties beyond
nomal workiog bous / or work profiie.

Holidays and Vacations
It shall be decided b), the SCC and shall be rohfied froin time to tirne.
a.Teaching Staff:
Tlrere will be three vacations; Diu,ali, Clristrnas alld Summer arrd tlle same will be declared by the l,iincipal at
the beginnirg ofthe vacation.
Principal may call ary teachi[g staff during the vacation for some work
Horvever, there will lle no va.ation for the Librarian and Computer Teachers

b. Non-"I'eaching Staff :
There will be no vacation for the loa-teacbing staffvrhich idelodes Computer Teaohers ard Librarian.
Computer lesc}ers lvill be pad of the mBintenance ofIT depar.tDent . They will hve to stay- back 2 davs
ofter every v{cation b€ins, to be ,ble to take caie of the mairte.nance of the computers aud hnndirg over
the lab. L case of regulr mainaenarc€ ryork trot beirg carried out then they may have to ertend above
period

Attendance of Employees :
. E!'ery employee is expected to reacl the school punctually and flash the I-D card ,/ use bio metrics at the

attendance rnachine lsign.at teacher's /stall attendarce on a_frival and also at the tinre ofdepaftre.
. [,ate condng beyond 8.30 a.m. more than three times iir a month will invjle cut in halfday leave/salary as

per nollns.
. Only once irr a month, you are allowed to go 45 minutes early with prior pernrission trv principal.

Alr empioyee who has rot flashed at tlrg attendatce machirc/ did aot
register as mentioned abole is liable to be considered as absent fiom
lead to Ieave / Deduction fiom Salary.

aftelldaDoe
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. Ifemployee Ireeds to go early -before school closing hallday leave has to be applied.

. AIt applicatiofl lt) be subniitted 1{J P.ircipavMa ager il rorning iate or goirlg early due lo schoo] uork
od!,

. Visiting hculg urll hale bio mekics to flash for attendaace. They *i11 also sign a separate muster to

matrk fur aftendance. Failure to sigll the muster will lead to salary deductiorr-

l- -lbctr froo ate Place of Work
Ifal ernployce is foifrd to tre at'senl du.iog tlie wor*ing hour \lithoot prior permission alrd proper reason, shall

be liable to be absent witlrout leave for the period of absence. Such employee shall also be liable to disciplnary

&fofl.
2. School Occasions
Al[ the Teaching Staff shall remain present on the open day aod other actr'vities such as Sports. Annual

Functiois, ExarniiratiolL etc. excepl uDder lhe enceptional circumstaites whereio pt ior permissiol lias bee[

aken Aom the Principal.
It is compulsory for a1l the teaching and non{eaching staff to attend whenever assigned ihe outside dut}^ $rch a$

Picnic, Campaign, Seminars, Exta Curricular Aclivities, Competitioo, Spofis, etc. arld refusal to atlend the same

slull amorot to miscondrict of disobedience of the instruction and shall be liable for disciplinary- action.

Reprcsentsdoxs
. Representatiol to dre SCC, or Maoager/Director nray be made only through the principal in case of

teachers / other employees.
. The principal may subnrit her / his represertafio to the Board / rep.eseotative of the society ttlrough

Ma{agerDiGctor of the school-

Privrte aod othei Tuitions
. No staffmember shall underlake tuitiol ofNPIS Studeots. . Horvever line arts teachers may ilnparl art

education through their "guru shishya parampara" ody with prior peflnission in *riting {iom the

PrincipaLManager,Director. Sports teacheN too cat1 take up special coaching sessions lbr individual
childrer / groups with prior permission in wriling from the Principal,Manager,lDfector.

. Group luiliols il1 the school shall nol be allowed.
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