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We take pride to introduce our selves as RDB College of Arts and Science, Papanasam, a
premier educational organization established in 1999.There has been rapid growth since
establishment ofRDB College of Arts and Science Starting with a meager strength of 91
students in 1999, makingrapid strides and expanding by leaps and bounds, the Society has
grown into a largegroup of RDB Institutionshaving strength of more than 5000
students..AllcoursesofferedbyRDB College of Arts and Scienceforwomen
areapprovedandAffiliatedtoBharathidasanUniversity, Trichy

RDB College of Arts and Science havetie-upswithmany institutions. Our college haveMoU’s
with 25 and more than 1579 students forpast 5 years are given Skill Development Courses,
Industrial Visit,internships inCompanies connected

The institution reserves the right to amend or eliminate any of these policies from
timetotimeandtheinstitutionmayapplywithdrawormodifythepolicieswhencircumstanceswarrants
individualizedconsideration

In order to smooth working at RDB College of Arts and Science please follow the rules
and regulations of RDB College of Arts and Science Looking forward to welcome you, to
become a valuable member of our team and tocontributeyourbesttothelnstitution.

TalentManagementPolicy:
RDB College of Arts and Science visionisto-----

TalentManagementincludesRecruitmentandSelection,Induction,Goal-Setting, Performance
Appraisal and Faculty Development Programs. These procedures aim toretain employees and
foster their continuous development to skills and
competenciestoachieveinstitutionalongtermgoals andinstitutionalobjectives.

i.  RecruitmentandSelection:TheRecruitmentandSelectionistheparamount — importance
in order to recruit staff with proper skills and attributesto enable the institution to
fulfill its objectives. Being apart, the institutionadheres to the UGC Guidelines
attracting the right talent through the panel ofStaffSelectionCommittee.

ii.  Induction: The incumbent who got shortlisted will then join the RDB College of Arts
and Science Group with proper on-boardingandinductionformalities.

iii.  Goal Setting: Each faculty member prepares his/her profile in coordinationwith
HOD/Principal which details his/her attributes, research activities, bookspublished,
etc and sets goals for the next year. The strategy of being SMART(S-Specific, M-
Measurable, A-Achievable, R-Realistic and T- Time bound)
isfollowedinSettingindividualgoalsinlinewithinstitutionalgoals.Itisimperative to
understand the importance of goal setting, is to grow and expandthe department in
terms of its departmental goals, student success and owncareer.




1v.

PerformanceAppraisal:FacultiesarebeingjudgedandevaluatedbyStudents, HODs,Prin
cipalallthetimethroughSelfAppraisal. The various

parametersincludetheResultsAnalysis,Student’sFeedback,Conferences/Workshops
attended, = Research = Areas, etc so as to distinguish between
Evaluation,AssessmentandReview.

Faculty/Admin Staff Development Programs: An individual’s
FacultyDevelopment Plan is fundamental to a faculty member’s professional
growthand successful performance in teaching, scholarly activity and service. On
thesamelines,AdminStaffDevelopmentProgramwillensuretheeffectivefunctioning  of
all the stakeholders, maintaining the healthy environment
andcampusdecoruminlinewiththebettermentofinstitution.

In consideration to the priorities of faculty’s professional growth
anddevelopment, all faculties shall prepare and submit the Employee
EvaluationAgreement Form to HoDs which portrait their annual development plans
alongwith personal plans for promotion, tenure participation in faculty
developmentprograms.HoDswillsubmittheseplans tothe Principal.

ATTRACTIONANDRETENTIONPOLICY:

RDB College of Arts and ScienceiscommittedtoTalent Retention to manage the employee
turnover and attract the quality man

powerintheinstitution. ApartfromtheCompetitivepayandstatutorybenefits;theemployees

arc

treated with proper workload, job security, clarity in role, rewards.RDB College of Arts and
Science givessufficientresources&fundingandabove all,thebestpracticesinemployeemanagement.

To name a few, the strategies that RDB College of Arts and Science imparts for

attracting and retaining best talent is the two-
waycommunication,rightselection,provideopportunitiesfordevelopmentandgrowth,
performance  based  appraisal, equitable and fair treatment for every
employee,includingjuniorsindecisionmakingand transparencyinaccountability.

FACULTYPAYSCALES:

RDB College of Arts and Science believes thatitisin the best interest of both the institution and
its employees to fairly compensate itsworkforce for the value of work provided.The Pay Scales
of all the faculties isdeterminedas pertheinstitution’snorms.
ThePayScalesfordesignatedfacultiesareasshownhereunder:
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PayScaleofFaculty

Designation PayScale

35000-43000+AGP8000

Professor 35000-43000+AGP8000

22000-27500+AGP7500
AssociateProfessor

22000-27500+AGP7500

AssistantProfessor 15600-39100+AGP7000

15600-39100+AGP6000

EMPLOYEEON-BOARD:

Policyfornewappointment offaculty:

1)

2)

Approval:
a) Get the approvalofappropriate authority.

b) Beforegettingthe approvaloftheappropriate authority,thedocuments

ie. originalcertificates,percentageofmarksandother
requiredparametersaretobeverifiedbytheconcernedHoD/Principal.

SubmissionofDocuments:

Individual should submit their academic credentials with the HR Department likeSSC,
Inter, UG, PG, PhD and any other certificates as per requirements on
orbeforethedateofjoining.

Inadditiontotheabovefollowingdocumentsarealsotobesubmitted:

a) Copiesofappointmentorder,relievingandsalarycertificateofprevious
employer.

b) Copiesofallexperience certificates.

c) 6passportsizephotographs.

d) CopiesofForml16,PreviousSCMDocument/RatificationCopyasperapplicability.
e) PANCard,Aadhar Card,VoterIDCardandPassport(field).




3) JoiningReport:

a) Individual should complete joiningformalitiesby submittingjoining reportand faculty
information form to the HR Department after getting signatures
ofSectionHead,AssociateDirector/Director/Principalofconcernedcampus.

b) Individual shouldalsofill upfacultyinformation form
andBharathidasanUniversityinformationformalongwithjoiningreport.

OpeningofBankAccount

Afterjoining the college the individual isneed to open a salary accountwithSouth Indian
Bank (those who are not having an account with the above
banks)andwillsubmittheaccountnumbertoAccountsDepartmentandHR Department.

Maternity/PaternityLeave

LEAVERULES

KINDSOFLEAVES

1. CasualLeave

2. EarnedLeave

3. CompensatoryCasualLeave

4. Study/SabbaticalLeave

5. Medical/SickLeave

6. DutyLeave(OD)

7.

8.

SummerVacation

Leave cannot be claimed as a matter of right. When the exigencies of the services sorequire,
discretion to refuse or cancel leave of any description is reserved with
theauthorityempoweredtograntit.

The nature of leave due and applied for by an employee cannot be altered
attheoptionofthesanctioningauthority.

1. CASUALLEAVE:

1. Casual leaveis not earned by duty.A member of the staff on casual leaveisnot treated
as absent from duty and his pay is not interrupted. The maximumnumbers
ofcasualleavesinacalendaryearare12.

ii. Sundays and other holidays may be prefixed, Inter-fixed and suffixed with
thecasualleaves.

iii. Casual leavecannotbecombined withanyotherkind of leave.




iv. Casual leaves can be availed on quarterly basis. 3 leaves can be availed
anytimeupto3 1March,06leavesupto30®™June,9leavesupto30"Septemberand12leavesu
pto31¥December.

v. Balancecasualleaves will beconvertedintoearnedleavesas2:Iratio.

vi. 6 days special casual leave can be granted by the Director/ Principal toanemployee for
self  marriage(only  once).However, this can be  clubbed  with
thebalanceCLs/ELs,iftheemployeecompletedhis/herserviceforoneyear.

vii. 4 days special casual leavemay be granted by theDirector/ Principal in caseof death of
his/her own dependents (own parents, own childrenor legallyweddedspouse)
andtheseleavescanbeclubbed withthebalanceCLs/ELs.

EARNEDLEAVE:

1. The teaching staff of the college will be eligible for annual leave/earned
leaveasperfollowingdetails:

Periodofservice Teaching Non-Teaching

Uptolyear Nil Nil

After completionoflyear &upto3years 4 4

Aftercompletionof3yearsonwards 5 5

ii. The EL can be availed during the academic period as applicable withoutcausing
anyacademicdisturbance and shouldberecommendedbyHoD.

1i. ELcannot belnter-fixedwithSundaysoranyotherholidays.
iv. EL can be encased after accumulation of 30 days ELs. Balance of 5ELs has
tobemaintained atanyinstantwhengoingforencashmentpurpose.

v. IncasethestaffmemberleavestheservicecausinganyfinanciallosstoCollege/ pending

repayment of any advance /loan, he will have to forgo anyencashment of leave at the
time of exit. If he is properly resignedand relievedhis/herEL’s are
tobepaidwithhis/herlastsalary.

COMPENSATORYCASUALLEAVE:

1.

Compensatory Casual Leavemaybegrantedtotheemployeesinlieuofworking onclosed
day(s)and canbeavailedwithin30daysofworking.

STUDY/SABBATICALLEAVE:

1.

1.

The teaching staff ofRDB College of Arts and Science may be granted leave for
advancement of their education inIndiaorabroadunderspecifiedtermsandconditions.
The faculty who is going on leave must have completed a minimum of threeyear
service as aforesaid and will have lien on employment, and is eligible for50%(full-
time)or100%(part-time)payduring suchleaveofabsence.



1il.

1v.

V1.

Vil.

The faculty will sign an agreement with RDB College of Arts and Science specifying
the terms and conditions of
leaveasaforesaid,asdeterminedbythePrincipaldulyapprovedbythemanagementoncaseto
case basis.
TheManagement,atitsdiscretionwillextendassistancetowardshighereducationfeesasinte
restfreeloanor100%assistance.

Staff members availing facilities for full time study need to sign agreementswith the
management to serve the institution for a minimum period of
fiveyears(Ph.D.)orthreeyearsalongwithsureties.Incaseofbreachofagreement,staff
memberhas torepay thefees andthesalary availedalongwithexistingbankinterestrate.
Staff members undergoing part time programs need to sign agreements withthe
management to serve the institution for two years on half pay and fouryearsbond on
full pay,afterobtainingthe qualification of Doctorate alongwith sureties. In case of
breach of agreement, staff member has to repay
theamountequivalenttowardsalongwithexistingbankinterestrate.

Higher educational programs need to be completed in stipulated time of two orthree
years.

viil. A faculty can be sponsored for six months for Ph.D. program with paybut he/she has

ix.

to execute a bond for two years to serve the institution aftercompletionoftheprogram.
Sabbatical Leave is provided to the faculties who proceed on their researchwork.

MEDICAL/SICKLEAVE:

1.
1.
1i.

1v.
V.

Fivedaysspecialleavecanbegranted/availedincaseofaccident,hospitalizationorgettingop
eratedduetoseriousillness ofemployee.
Thisleavecanbeavailedonlyonmedicalgroundsi.e.hospitalizationorseriousillnessformor
ethanthreedays.

Proper documentaryevidencesrequired toavailthisleave.

Sicknessofgeneralshort-timedurationisexpectedtobecoveredunderCL/EL.
ThisleavecanbecombinedwithCL/ELforhospitalizationorserious illness.

DUTY LEAVE(ONDUTY):

1.

1.

1i.

1v.

Thelnstitutecanpermitondutytoanystaffmembertotakespecialassignmentswithotherinst
itutionsorindustrialunitsforanyofficialpurpose.

On duty may also be granted to visit faculty programs, observer duty etc. onthe
behestofthe managementoftheinstitution.

Where the staff is proceeding on a training program duly sponsored by theinstitution,
the entire period will be treated as on duty and he/shewill beeligible for the pay and
perquisites though he is not working in the collegeduringsuchperiod.
Ondutymayalsobegranted tothestaffmemberswhoarepursuing

their higher studies at the maximum limit of 6 days in a calendar year for
theirexaminations. They should submit a proof of examination for applying
ODalongwiththeirapplication.



7. MATERNITYLEAVE/PATERNITYLEAVE:

1. Women employees of RDB College of Arts and Science exceptthose on casual basis
may be grantedmaternity leavefor a period of 3 months. Leave application is to be
supported by a certificateofaqualifieddoctor(M.B.B.S./M.D.).

1. Maternityleavewillnot bedebited toanyotherkind ofleave.

1ii. Maternity leave may be combined with other kinds of leave exceptcasualleave, but
any leave applied for in continuation of maternity leave may begranted only if the
application is supported by a medical certificate from aqualifieddoctor(MBBS./M.D.).

1v. Thepaymentofmaternityleavewillonlybereleasedwhenthewomenemployeere-
joinsondutyafteravailingthematernityleave.

v. Maternityleaveistobegrantedtoanemployeeprovidedshegivesacertificatethatshehasless
thantwosurvivingchildren.

vi. Maternityleave mustbeappliedatleast3monthsinadvance.

vil. Malestaff membersareeligiblefor 6dayspaidpaternityleave.

8. SUMMERVACATION:

1. A circular on Summer Vacation and its terms and condition shall be releasedevery
year for the  Faculties/Staff of RDB  College of Arts and
ScienceThevacationforsuchstaffmembermaybeapplied well in advance to their
respective authorities with the consent ofPrincipal.

1. In case of extension of leave, Summer Vacation may be clubbed only with
ELwhichshallbeintimatedtothe concernedauthoritywellinadvance.

ii. Employees who are eligible for additional vacation who travels to the
distanceabove300 kms,thetravelticketsofthesameisto be submittedaccordingly.

EMPLOYEEBENEFITS:

RDB College of Arts and Science
iscommittedtobeingapreeminentandgloballnstitution. ToachievethisgoaLRDB College of Arts
and Sciencepromotesvariousbenefitstothe employees to create and improve sound and healthy
employee relations, to boostup employee morale, to motivate the employees by identifying and
satisfying  theirunsatisfiedneeds,toprovidesecuritytotheemployeesagainstsocialriskslikemedical
and maternity Dbenefits, toprotect the health of the employees and to
providesafetytotheemployeesagainstaccidentsandaboveall,tocreateasenseofbelongingnessamong
employees andtoretainthem.

This includes statutory benefits like EPF, ESI, Maternity Leaves, Medical Leaves,
etc.Beingapart, RDB College of Arts and Scienceencourages the fringe benefits to all its
faculties/staff like Laptop and Mobile
facilitytoeligiblestaff,GroupMediclaimPolicy, GroupPersonal Accidental Policy,PeriodicalHealt
hCheckup,ReimbursementforattendingInternational/National ConferencesandWorkshops,Reim
bursementformeetingMedicalEmergencies,Paternity Leaves, Marriage Leaves, Special Leaves
meeting emergency requirements,etc.




FACULTYINCENTIVESCHEME(FIS):

RDB College of Arts and Science
intheA cademicPerformancelndicator(API)mechanismofUGC.

encouragesitsfacultiestoescort

TheobjectiveofinitiatingFISistoensurethatthefacultywouldenhancetheiracademic credentials in
line with the UGC expectations by participating more activelyin academic, research and
administrative  duties.  This scheme is also expected to resultin amore
rationalincentivisationofthe keyareasofthelnstitutionalDevelopment.

FISisbasedonthree majorcategories:
i TeachingandLearningrelatedactivities:

Maximumpoints:150points

Minimumscoretobeeligibleforincentiveinthiscategoryis100points. Theincentive

patterninthis categoryis asfollows:

PointsScored Incentive
<100 NIL

101-125 Rs.1500/-
126-150 Rs.3000/-

Co-curricular,ExtraCurricularandProfessionalDevelopmentActivities:

Maximumpoints:75points

Minimumscoretobeeligibleforincentiveinthiscategoryis2Spoints. Theincentive

patterninthis categoryis asfollows:

PointsScored Incentive
<25 NIL

26-50 Rs.1000/-

51-75 Rs.1500/-

ResearchandRelatedAcademicActivities:

Maximumpoints: 150points

Minimumscoretobeeligibleforincentiveinthiscategoryis75points. Theincentivepatterninthi

s categoryis asfollows:

PointsScored Incentive
<75 NIL

76-110 Rs.3000/-
111-150 Rs.5000/-




RESEARCH AND DEVELOPMENT:

One of the maxims that RDB College of Arts and
Scienceguaranteesforitsfaculties/scholarsis““LearningisaCelebration”. Toinstitutionalize ~ this
principle of learning, RDB College of Arts and Science has devoted itself to extend extensive
opportunities for itsfacultiestopursueresearchanddevelopmentactivities.

RDB College of Arts and Science commitmenttoadvanced research in the area of arts and
science, has nurtured incubation centers ofinnovation and excellence. Every department is
encouraged to have at least one suchcenter.

DRE DE/UNIFORM:

In the current competitive scenario in the Education Sector, the faculties/staff play avery
critical role in this aspect. Besides being trained and competent, itis
importantforthemtobeproperlygroomedandpresentableatalltimesatwork.Inthisconnection, an
effective uniform policy is incorporated at all categories leading topropercampus decorum.

CUGSIMCARDPOLICY:

RDB College of Arts and Science providesmobileusage allowances to those employees who are
requiredto be in regular contact
withtheparentsofstudents/staff/externalagenciesconnectedtotheinstitutionalrequirementsallthetim
e.Allemployeesarerequiredtobeprofessionalandconscientiousatalltimeswhenusinginstitutionphon
es.

TheSIMCard(CUG) isprovided tothe employeesasperthe cadre.

Category CeilingLimit
HODandAbove Rs.500/-& Above/Actualsaspertheirroles
CashiertoAccountant Rs.300/-toRs.500/-aspertheirroles
OAsandAOs Rs.250/-toRs.300/-aspertheirroles

TherespectiveemployeesshouldunderstandthattheSIMCardsareissuedfor

institution usage only. Employees are expected to make every effort to not exceed
thecontractedallowedminutes.




HEALTHCHECKUPPOLICY:

RDB College of Arts and Science aimstohelpemployees to undergo a comprehensive health
check up every quarter and to fosterpreventive measures wherever required and to ensure
physical and mental fitness incarryingouttheirroleseffectively.

This policy applies to all the staff members who are experiencing any health issuesduring
their employment. This periodical health check up will help them to managetheir health.
Sometimes, occupational health hazards are also diagnosed and treatedthroughthis.

The institution has MOU with OMNI Hospitals which is one of the prestigious
andsuperspecialtyhospitalsinPapanasam.

RELIEVING/RESIGNATION/TERMINATION:
Resignation will not be accepted during the academic session. It may be submitted
onthelastworking dayoftheacademicyeari.e.3 1¥'Marchexceptexceptionalcases.

Staff member recruited will be on probation for a period of one year. During thisperiod if a
staff member wants to resign or the authorities like to terminate
his/herservices,onemonthnoticeshouldbegivenfromeitherside.

Probation period is deemed to be over after the period of one year, unless otherwiseextended
or reduced by the management. After the probation period, if any facultywants to resign three
months notice should be given from either side or equivalentsalaryshouldbe
paidinlieuofnoticeperiod.

TheManagementreservestherighttowaive-off/reducethenoticeperiod.

TRANSPORTFACILITY

The institute buses are running on‘“No Profit No Loss” basis. For the smooth running
ofbuses,pleasefollowtheinstructions:-

1.  ContactTransportManagerforavailingTransportfacility.

ii.  Thebuscharge,asapplicable,willbedeductedfromthesalaryoftheindividual.
mi.  Allfacultyandstaffshould reachthedesignated boarding pointbefore

5 minutes of the scheduled time to board the bus to
avoidinconveniencetoselfandothers.
iv.  Allfacultyandstaffshouldboard/dropthebusatdesignatedboarding/droppingpoints only.
V. Everyonetravellinginthebustocarrybuspasses,issuedbyTransportDept.

Vi. Everyonetotravelintheallottedbussesonly,other wiseitmayinvitepenalty.




Dos& DON'TSFORFACULTY
SomeoftheDO'sandDON'Tsforfacultymembersareenumeratedbelow.Thesearetobe
strictlyfollowedforachievingacademicexcellence.

g
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BeatCollegebefore09:15AM. Signattendanceregisterby09:20AM.

Strictlyobeytheinstructionsandcircularissuedbytheinstitution’sfromtimetotime.
Beintimeforallclassesandleaveclassesexactlyintimeaftercompletionofsession.
Takeattendanceatstartofclass.

Insistontimelysubmissionandaccuracyoflabrecords.
Timelysubmissionofalltasksallottedandproperfeedback.

Beethical,thoroughprofessionaland agoodteammember.

Academicexcellencethroughcontinuedselfeducation

Contributeinacademicandadministrativeactivities.

DONT's
Don'tavailleavewithoutpriorsanction(Inemergencyonly,informHoDtimely).
Don'tabsentfromLaborclassesonanypretext.

Don'tavoidfeedback.

Don'tget intoaltercationwithseniorsandstudents.
Don'tgivelameexcusesfornotdoingajobintime.
AvoidGrapeWineCommunication,discusstechnologyinstead.
Don'tspreadrumorsoracceptthem.

Don'tbedisgruntled.

Avoidunethicalexit.
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