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CHAPTER 4. SERVICE RULES

4.1. GENERAL

Rule 1: Sherttitleand Commencement

1.1. These rutes shall be called “Service Rules” of the Sikkim Manipal University earlier called
as Sikkim Manipal University of Health, Medical & Technological Sciences.

1.2.  Theyshall come into force from the date to be notified.

Rule 2: Application:

2.1. These rules shall apply to all employees of the University, its Constituent Institutions and
Associated Hospitals and;

2.2.  All other Institutions/Institutions, which may be established from time to time as

Constituent Institutions/Institutions of the University.

Rule 3: Definitions:

3.1.

¥

3.3.

3.4.

3.5,

3.6.

3.7.

ABSENTEE: Means an employee who is absent from an appointment on which they have a
lien, without proper authorization from the competent Authority.

AGE: Means the age given in the birth certificate of the employee or the school leaving
certificate of th employee.

APPEALLATE AUTHORITY: The Vice Chancellor/ the Governing council of the Sikkim
Manipal University shall be the appellate authority in respect of disciplinary matters.

APPOINTING AUTHORITY: Means the person authorized to make appointment and issues
the appointment orders of the employees.

INSTITUTION: Means the Sikkim Manipal Institute of Medical Sciences/Sikkim Manipal
Institute of Medical Sciences and all other Institutions to be constituted under the
University.

COMPETENT AUTHORITY: Means the Vice Chancellor/ Registrar/Dean/Director/MS or
such other persons designated by the University from time to time for specific assignment.

CONTINUOUS SERVICE: Means the service of any employee from the beginning of his
service without any break. Only leave duly sanctioned shall count as a continuous service.
Further, period spent on probation and training authorized by the competent Authority
shall count as service provided the employee on successful completion of the period of
probation.
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DEAN: Means the Dean of the faculty of the University and all other Institutions constituted
to be constituted from time to time under the University.

EMPLOYEES: The term includes all the classes of whole-time permanent employees of the
University/Institutions but does not include part time employees.

INTER- CADRE PROMOTION: Means promotions from lower cadre to higher cadre with a
view to encouraging employees to lower cadres to acquire requisite qualification and
providing them with opportunity to rise to a higher cadre.

LIEN: Means the title of an employee to hold substantively either immediately or on the
termination of period or periods of absence, a permanent post including a tenure post to
which he has been appointed substantively.

. MONTH: Means a calendar month. In calculating period expressed in terms of month and

days, complete a calendar months irrespective of the number of days in each month should
first be calculated and odd number of days calculated subsequently.

PRINCIPAL: Means the Principal of Sikkim Manipal College of Nursing & Sikkim Manipal
College of Physiotherapy and all other Institutions/Institutions to be constituted from time
to time under the University.

PROBATIONER: Means a person appointed on probation for a prescribed period and not
confirmed in the service of the University/Institution.

PRO CHANCELLOR: Means the Pro Chancellor of the Sikkim Manipal University,

PUBLIC CONVEYANCE: Means any conveyance, which plies regularly for the conveyance of
passengers, and includes trains, airlines and regular bus service.

QUALIFYING SERVICE: Means service rendered and counted as duty and dnes not include
period spent under suspension.

SUBSISTENCE GRANT: Means monthly grant made to an employee who is riot in receipt of
pay or leave salary, because of suspension or any other reason.

TENURE POST: Any post that has been created for a prescribed duration as distinct from a
permanent post.

TRAVELLING ALLOWANCE: Means an allowance granted to employees to cover the
expenses, which they incur during travelling in the interest of University/Institution work.

UNIVERSITY: Means Sikkim Manipal University

VICE CHANCELLOR: Means the Vice Chancellor of Sikkim Manipal University,



4.2.

Rule
4.1.

4.2.

4.3.

4.4,

] SIKKIM
7. MANIPAL
b, b UNIVERSITY

Flataint wals v wraind e 3 o U DG A, Jo

APPOINTMENT, CONFIRMATION AND PROMOTION

4: Appointment:

All employees of the University/Institution except in case otherwise provided for in the
order of appointment shall be full time employees.

The University shall determine from time to time the staff structure of ali categories in all
the departments in the Institution.

Filling of vacancies: Whenever vaca ncies arise, the vacancies shall ordinarily be advertise
before filling up. When advertisements are made, those already serving in the Institution
may alsc apply if they possess the qualification required for the post so that they may be
considered along with the other applicants.

The applications received shall be processed, short-listed if necessary. A committee
nominated by the Vice Chancellor shall interview the applicants. The candidate so
selected shall be appointed against the vacancies.

Rule5: Probationand Confirmation

5.1

D2

5.3.

5.4.

25

All employees of the Institution those taken on contract shall be required to be on
probation for 2 years from the date of start of the probationary period. In case of
unsatisfactory performance, the period of probation may be extended up to a further
period of six montbhs at the discretion of the Vice Chancetlor /Dean/Director. If the work 15
reported to be unsatisfactory even at the end of the extended period, the services of the
probationers are liable to be terminated.

In computing the period of Probation extra-ordinary leave without pay granted to
probationers should be excluded, and the period of probation correspondingly extended.

On successful completion of the period of probation, they may be appointed on the same
scale of pay as is admissible to the category of the post for which they are appointed or on
consolidated pay.

such members of the staff who have once been confirmed in a lower post and promoted to
higher post in which they have to put in a period of probation will be eligible for the benefit
of leave and other benefits as applicable to confirmed employees. If an employee fails to
get confirmation in the higher post, may be reverted to the post in which he has already
been confirmed.

Assessment of performance has to be reviewed every six months and probation may be
extended for a period not more than six months. During the extended period if services are
not found satisfactory his services may be terminated without assigning any reasons.
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On completion of the probation period normally employees are to be confirmed in their
service and an order to this effect communicated to them. It is the responsibility of the
Head of the Department to initiate action in this regard. If however no order either
confirming the services or extending the period of probation is received within three
months of completion of the normal period of probation, it should be construed that the
employees concerned are confirmed.

6: Officiating Arrangements:

Officiating appointments can be made purely as temporary measure against a vacant
position or when the holder is on leave. In such cases, the employees will be relieved of
their current appointment posted to be independent charge of the higher post.

Employees can also be appointed to be in charge of current duties of a vacant post in
addition to their own duties.

NOTE: When employees are appointed to officiate in a higher appointment, they are
vested with the powers of the higher post. But, when they are placed in charge of the
current duties of vacant post in a higher appointment whether in addition to their own or
independently, they cannot exercise any of the statutory powers of the cffice. They can
merely perform the day to day duties.

PAY, ALLOWANCES & INCREMENTS

Rule 7: Fixation of Pay and Consolidated Pay

7.1.  FIXATION OF PAY: The pay scale of all the employees of the Institution shall be as laid down
by the Governing Council of the University.

7.2. CONSOLIDATED PAY: Allowance may be combined with pay and given as consolidated
salary to the temporary employees/employees on contract.

Rule 8: Pay

8.1. Subject to any exceptions that may be made, employees shall draw the pay and allowance
of the post with effect from the date they assume the duty of that post and shall cease to
draw them as soon as they ceases to discharge those duties. Normally employees should
assume charge of the post to which they are appointed in the forenoon so that they are
eligible for the full day's pay.

8.2. The re-employment of employees after resignation or after discharge on reduction of

establishment amounts to a fresh appointment and the pay of such employees will be at
the minimum of the pay scale. However the appointing authority is vested with the
discretion to grant higher pay for valid reasons to be recorded.
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Rule 9: Allowances:

9.1.

In addition to the pay, employees are allowed for a particular post any specified allowance
granted from time to time.

Recoveries: It shall be given to Vice Chancellor to order recovery of a portion not
exceeding 50% of pay towards any amount due to the Management by the employees on
account of any loan or advance taken by them.

Rule 10: Increments

10.1.

10.2.

10.3.

10.4.

10.5.

10.6.

10.7.

10.8.

Periods counting for increments: All duty in a post on a time scale shall count for grant of
increments in that time scale. Next date of increment shall be postponed by the number of
days leave permitted with loss of pay.

If employees in a lower post are appointed to officiate or hold temporarily a higher post
their officiating temporary service in the higher post will count for increment in the lower
post on their reversion to lower post held by them or other similar post with the same scale
of pay.

Periods spent under suspension will not count for increments if the competent authority to
impose punishments directs that the period of suspension shall not count as duty.

Where under the conditions of service, passing of an examination/test is necessary before
earning an increment, the employee shall not earn the increment till they pass the
examination/test. On passing such examination/test their pay shall be fixed at the stage at
which they would have drawn it if the increment had not been deferred. The employees
will not however be entitled to arrears of pay consequent on such fixation for the periods
during which the increment was deferred.

Increments during the period of probation are allowed as in other cases. Where the period
of probation is extended, increment due during the extended period is not allowed. The
pay will be refined from the date of satisfactory completion of probation at what the
employees would have drawn had they completed the probation at the end of the normal
prescribed period of probation. Future increments shall be allowed on the normal dates.

An increment accrues from the day following that on which it is earned. Increment is
granted if the work and conduct of the employee are reported to be satisfactory by the
controlling authority.

An increment, which accrues on a day other than the first day of the month, shall be
advanced to the first day of that month and subsequent increments will be regulated
accordingly. '

The increment due to employees will be paid to them even if they are on leave on the due
date, excepting when they are on leave on loss of pay.
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Stagnation Increments:

Stagnation increment equivalent to 50% of the last increment drawn is granted to
employees who have reached the maximum of their scales of pay scale for a period of six
years.

TERMINATION AND RESIGNATION
11: Termination

During Training /Temporary Service: The services of trainees of trainee or person
employed temporarily can be terminated without notice. No prior notice is also insisted
upon when they leave service.

During Probation/ Periods of Contracts : Should the Vice Chancellor/Dezan/Director/MS
decide to dispense with the services of any employee during the period of probation or
during the period of contract such employees shall be given one month’s notice or one
month's salary in lieu thereof at the time of termination.

12: Resignation

Probationers/Contract employees: Employees on probation or on contract shall give one
calendar months' notice (subject to a minimum of 30 days) to the Vice
Chancellor/Dean/Director/MS when they want to be relieved of their duties in the
University/Institution. If the notice given by the employees falls short of this period , their
pay and allowance for the number of days falling short shall be forfeited or paid by the
employees.

Permanent Employees: Permanent employees shall give at least three calendar months’
notice of their intention to resign and unless their resignation is accepted and a relieving
certificate is issued to them, they shall continue to be in service. If the notice given by the
employees falls short of the prescribed period they shall forfeit or pay a sum equal to their
Pay and Allowances for the number of days found to be deficient . The appecinting authority
is entitled also to deduct such a sum from any payment that may be due to the permanent
employees.

Resignation during Leave: If employees gives notice of their intention to resign while they
are on leave, it is open to Vice Chancellor/Dean/Director/MS to accept their resignation
from the date of receipt of notice cancelling the unexpired portion of the leave as on that
day or insist that the employees should be on duty for the full period of notice required
under the rules after their return from leave.

Relief on Receipt of Notice: Once the employee’s gives notice of resignation it is open to
the appointing authority to relieve them at any time on receipt of notice and it not
necessary that the employees be relieved only at the expiry of the notice period.
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Leave during Notice Period: No leave other than casual leave will be granted to
employees once they give the notice of resignation. In such cases the employees should be
on duty for the full period of notice required under the rules and any absence during this
period will result in the corresponding extension of the notice period. When a notice of
termination of services is given the employees will be permitted to avail of whatever leave
they had at their credit during the period of notice, subject, however to their reporting for
duty on the last day of the notice of termination for getting themselves properly relieved.

Earned.leave at credit may be set off to the extent of 45 (forty-five) days towards the
notice period of resignation. Payment of salary will be only for the number of days actually
worked during the notice period. No payment will be made for the period of earned leave

so set off.

RETIREMENT, EXTENSION OF SERVICES & RE-APPOINTMENT:

RULE 13: Retirement

13.1.

13.2.

13.3.

13.4.

All employees shall compulsorily retire from the service on the afternoon of the last day of
the month in which they attain the age of 65 years in the case of teaching staff and 58 years
in the case of non-teaching staff. In respect of an employees whose date of birth is the first
day of a month shall be the afternoon of the last day of the month preceding the month in
which he attains the superannuating age.

Note: In case where the date of retirement and the day/days preceding thereto are
holidays, the employees may be permitted to hand over charge on the afternoon of the last
working day before the date of such retirement and may be allowed duty pay for the
holidays.

The facuity will be re-employed beyond the age of 65 years, and up to the age of 70 years,
on contract, subject to availability of vacant position and physical & mental fitness,
selectively, for a limited of 3 years i.e., the first instance, and then for another further
period of 2 years, purely on basis of merit, experience, area of specialization, and peer
group review, and only against available vacant position, without affecting selection or
promotion prospects of eligible faculties.

Whereas, the enhancement of the age of superannuation for faculty engaged in class room
teaching is intended to attract eligible persons to a carecr in teaching and to meet
shortage of faculty in service for a longer period, and whereas there is no shortage in
categories of librarian, the increase in age of superannuation shall not be available to

categories of Librarian.

Voluntary Retirement: Employee can seek voluntary retirement after putting to 20 years
of qualifying service in the University/Institution or after attaining 45 years of age. The
employees are required to give three months notice of their intention Lo retire or pay
three months' salary in lieu of such notice.






