APEEJAY EDUCATION SOCIETY
SERVICE, LEi'AVE AND CONDUCT RULES
4.

GENERAL:
1. These Rules shall be known as Apeejay Education Society, Service, Leave and Conduct
Rules.
2. These Rules shall come into force with effect from 1st January, 1992, and shall apply to all
employees in employment on the aforesaid date or who may be appointed thereafter by the
Apeejay Education Society and the Institutions run/to be run by it at various places.
3.ln these Rules, unless the 'context otherwise provides, the word:
a)'Society' shall mean the Apeejay Education Society.
b)'Board' shall mean the Board of GovemorslManaging Committee for the individual institutions run by the Society.
c) 'Institutions' shall mean any School, College, Hostel andlor any other Centre run by the
Society. d),Management' shall mean Society/Board andlor its President or his nominee acting on their
behalf or any other person authorised in this regard. Wherever the word 'President' occurs
in-these rules, it shall include the Vice-President.
eli} 'Teaching Staff' shall mean the staff engaged in the act of teaching.
ii}'Non-teaching staff' shall mean the staff engaged in activities other than teaching.
ii},Administrative staff' shall mean a person working in administrative capacity.
iv} 'Principal' shall mean a person being the Head of the Institution and be called' either,by
t.his designation or by any other designation as may be fixed by the Management.
v) 'Superannuated staff shall mean person appointed on contract basis after: having attained the age of superannuation/already superannuated. Such persons shall not have any
substantive right to the post and other rights/privileges otherwise admissible to other employees except casuaVsick and earned leave wh,ich shall be allowed as under:
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1. Casual/Sick Leave :

10 days' in a year at the rate of 5/6 days per month of service. However, casual leave shall
not be granted for more than three days at a time.
2~

Earned
.
. Leave":
15 days in a year to be calculated at the rate of 1.25 days per month of service.

The aforesaid facilities shall be on earned and availed basis. However, in case of contingency,if it is allowed in advance, the same shall be adjustable in the year itself or amount
recovered. These facilities shall not be subject to accumulation.
f) 'Salary' shall mean Basic Pay and allowances.
4.· The Society reserves to itself the right without giving any previous notice to the employees
t6 amend, alter or add to any of these Rules and these sliall be binding on all employees.
5. Without prejudice to the prOVisions of the Education Acts of the Union Territories/States,
the Management shall have the right to alter/change at any time the scale of pay and other
conditions of service of any post.
S. Each institution shall be independent in its working under the charge of a Principal who
.. shall be under the overall control of the Management.
B. APPOINTMENTS:'

7.a) All appointmeflts oj the employees under the Society and that of Principals of the various
institutions run by the Society shall be made by the President or by a Comitteee either
headed by the President himself or his nominee, and in case by the nominee, the action shall
be subject to confirmation by the President.
b) i)
. All other appointments in the institutions run by the Society shall be made by the
Principal w~h the approval of the Chairman of'the Selection Committee which shall be
. headed by the President himself or his nominee.
ii)
Howe~er, temporary/ad hoc/ fixed period/casuaVpart-time appointments may be
made by the Principal with the approval of the President or his nominee, and when by the
nominee under b(i) & (ii) above, the action shall be subject to confirmation by the
President.

8.

All employees, other than those appointed purely on temporary/ad hoc/fixed
period/part-time and casual basis, shall, in the .first instance, be appointed on probation for
a fixed period as may be specified in the letter of appointment, which period may be
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extended from thim~ to time at the discretion of the Management which would normally be
up to a maximum period of two years. At the end of the probationary period, no such
employee shall automatically acquire any substantive right to the post unless confirmed in
writing by the President or his nominee or by the Principal after getting approval from f.he
President or his nominee and in case by the nominee, the action shall be subject to
confirmation by the President.
.
9. a) An employee, if confirmed, may continue to hold office till the superannuation age of 58
years subject to good conduct and discipline and the satisfaction of the Management. An
employee shall stand relieved of his duties on the date of his attaining the age of
superannuation. Thereafter, in suitable cases, he/she may be given fresh appointment as
a superannuated person on contract basis for fixed period and on .fixed remuneration after
taking the approval of the President or his nominee and in case by the nominee, the action
shall be subject to confirmation by the President.
b) Every employee shall be required to produce the following certificates on appointment:
i) Medical certificate of fitness from the Medical officer nominated by the management. The employee shall pay the medical ex~mination fee to the Mepical Officer.
ii) Two certificates from Educationists or any other respectable persons not related to the
employees, certifying the character and conduct to the satisfactiot"lof the Management .
iii) Original degree/diploma/certificates along with certificate(~) 'ofexp~rience; if any,.with·
attested photo copies thereof. The original certificates shall be retained by the' Management till the employee is in service. To establish the date of birth,.certificate.ofmCltricul~~
tion examination or a certificate from a competent authority 'shall be .pr<:>dilced.bYiill
employees.
.
.
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10. All persons who are offered appointment shall I:>e requir~d to intimate acceptance in the
prescribed form. Every employee shall also be required to execute an Agreement in the
prescribed form at the time of confirmation.
.

C. PAY AND ALLOWANCES:
11. The salary of the staff will normally be disbursed by the 7th of the following month.
12. a)
An increment shall not ordinarily be allowed as a matter of routine ~nless it is
approved to be granted for satisfactory work and conduct of the employee.
b)
An employee shall receive his/her ~st increment in the pay scale on the basi~ of
the record of his/her services during the past 12 months from the date when he/she first·
assumed charge o(his/her duties of the post. In case an employee joins during themorith
on or before 15th, the period of 12 months shall be counted from the 1st of that month;
otherwise from the following month.
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c)

No increment shall be allowable during the probation period. However, if confirmed in service, increment (s) shall be allowed for the first time from the date of
confirmation.

13. Where an efficiency bar is prescribed in a time-scale, the increment next above the bar will
not be allowed automatically and as a matter of routine. The increment in such cases will be
given with the specific sanction of the Management after considering the efficiency and
performance of the individual concerned.
14. The Management may withhold the grant of increment to members of the staff for reasons
of financial stringency.
15. In special cases, at the discretion of the Management, an allowance/incentive may be paid
to any member of the staff for extra work done in'addition to normal duties .
.16. A member of the teaching staff s.hall get the full salary for the long vacation if he/she has
worked for ten months or more preceding the vacation. In case he/she has worked for a
shorter period, the salary to be paid shall proportionately be reduced, provided that a teacher
. shall not be entitled to any vacation pay if he/she has worked for a period less than three
months before the vacation. Proportionate summer vacation pay to an ex-employee will be
paid after the expiry of the summer vacation on his/her giving a solemn declaration that he!
she was not gainfully employed during the said period.
17. Leave without pay for a pe~iod ~xceeding .15 days in a year shall not be counted as. service
for increment and summer vacation pay.
.B. ALLOTMENT OF AtCOMODATION :

18. An employee maY,be allotted residential accommodation (unfurnished) of the appropriate
class, subject:to the availability and at the sole discretion of the Management for use and
occupation by the employee and. his family members on payment of licence fee at the rate
of 10% of monthly salary drawn by him/her, unless the term of appointment specifically
provides otherwise. No house rent allowance otherwise admissible will be payable during the
period the employee remains a licensee. The allottee shall be required to vacate the
pre~ises within 30 days of hislher retirement, resignation, termination or disruption
service for any reasons whatsoever. No terminaVretirement dues and benefH shall be
disbursed to such an employee until the accommodation is ,vacated and vacation report is
rendered.to the.appropriate authority. Before the allotted residence is occupied a Licence
Deed will be executed by the allottee.
.,

of

For the.purpo~e of this rule, the term dependent family members shall include wife/husband,
unmarried children, dependent parents, minor brothers and sisters.
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E. TERMINATION OF SERVICES:

19. In case of a temporary/ad hoc/fixed period/part-time employee, services may be terminated by either side without assigning any reasons before the expiry of the stipulated period
by giving to the other party one month's notice or one month's salary in lieu thereof. This
notice period shall, however, be reduced if the service is to be termintated within one month
from the date on which the stipulated period of appointment expires. However, on the expiry
of the stipulated period/work, s!3rvices of an employee shall automatically come to an end.
20. During the period of probation/extended period of probation, services of an employee may
be terminated by either side without assigning any reasons by giving one months notice in
writing or one month's salary in lieu thereof. This notice period shall, however, be reduced if
the service is to be terminated within one month from the date on which the stipulated
period of the probation expires. However, on the expiry of the period of probation services of
an employee shall automatically come to an end unless the employee on the expiry of the
period of probation is confirmed in writing.
21. The services of a permanent employee may be terminated by either side without assigning
any reasons by giving three months' notice or three months' salary in lieu thereof.
22. It shall be lawful for the ~anagement at aqY-,time, if satisfied on medical evidence, that by
reasons of ill hearth ali employee is unfit to dIscharge his/her duties and is likely to continue
to be so for a considerable period, to determine his/her service by giving him/her three
mO!'!th's notice or three month's salary in lieu thereof if he/she is a permanent employee, and
one month's notice or one month's, salary in lieu thereof in case of other employees except
casual. The decision of the ~anagement as to the fitness of such an employee shall be final
and conclusive.
'
23. The Management shall be competent to dischargelterminate the services of an employee
also in case of exigencies arising out of abolition, reduction in a class, section, subject,
activities/facilities etc. etc. wholly or partially of the Society/lnstitutions run by the Society, by
giving three months' notice or three months' salary in lieu there of in case'of a permanent
employee and one month's notice or one, month's salary in lieu thereof in case of other
employees except casual.
24. The services of an employee may also be terminated by the Appointing Authority or~n
Authority higher than him on account of any serious/grave misconduct, insubordination"
neglect of duty, etc.

F. LEAVE:
25. No· leave shall be .claimed as a matter of right. It shall be granted according to the
exigencie's of serVice.·lf so required, the Management may refuse or ~evoke leave whether
during the term or vacation.
'
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26. No member of the staff shall leave station at any time without prior permission of the
Principal.
27. Application for leave must be submitted and got sanctioned before proceeding on leave.
28. In case an employee has to go out of station for more than a weeK, he/she shall mention
his/her outstation address in the leave application and should also hand over charge of his/
'her seat in the manner directed by the ManaQement to another member of, the staff as
nominated by the aforesaid authorities.

29. Leave without pay exceeding 15 days in a year shall not be counted as service for
,calCulating any kind of leave.
30. i) No kind of leave shall be admissible to casual and part-time employees.

ii) Ad-hoctpurely temporary employees, shall be entitled to only casual leave and sick leave
as admissibl~ to other employees. These facilities shall be on earned and availed basis and
shall not be subject to accumulation.
31. l(he leave year Shall be the Calendar year, that is, from the 1st January to 31 st December.

,32. CasuaVSick and Eamed Jeave shall be on eamed and availed basis. However, if in case of
contingency, it i~ allowed to be availed in advance" tile same shall be adjusted in the year
itseH or amount recovered.

, 33. Sanctioning authority for employees at the Institutions - Principal - upto 3 daysata time in
respect of casualleavelleave without pay, 5 days in respect of eamed leave and 10 days in
respect of ,sick leave and in cases exceeding these limits and also in case of maternity leave,
it is to be got sanctioned 'from the President or his nominee, provided the application is
'submitted in time and for sufficient reasons. In case of leave applications of PrincipaV
employees of the Society, the leaye is to b~ sanctioned by the President or his nominee.
'34. Categories of leave :
arCasual Leave"
b) Sick Leave:
c} MaternitY leave - only applicable'to such women employees as specified in Rules 37
d) Eamed leave - only applicable to non-teaching staff, permanent/or on probation.
e) Leavewithol1t pay.
6

35. Casual Leave :
days during a year at the rate of 5/6 day per month of service and is not subje<.'1 to
accumulation.

a) 10

b) Not more than three days at a time.
c) It cannot be combined with any other leave. It can, however, be combined 'with leave
without pay if applied and got sanctioned before proceeding on leave. The entire leave
period will be tr~ated as leave ·without pay if an employee proceeds on leave and then
applies for extension unless this extension is for reasons which could not be anticipated and
which are so strong that leave is absolutely necessary and are acceptable to Management.
In case the extension is applied on medical grounds, the application must be supported by
a medical certificate acceptable to the Management.
.' d) Application for leave shall be made at least three days in advance.
e) Unavailed casual leave may be availed in case of sickness when the entire sick leave for
the year as well as accumulated sick leave has bel§n exhausted.
f) Half day's casual leave. may be allowed in very exceptional cases when an employee
remains absent for a part of the day not exceeding half of the working time, either in the first
half or secopd half, with the prior sanction.

36. Sick Leave :
a) 20 days in a year 011 half pay at the rate of 5/3 days· p~r month's service convertible into
10 days at full pay. Sick leave may be sanctioned in terms of full number of days only and
not half day.
b) Medical certificate to be submitted in case of leave exceeding three days.
c) If the applicant wants to avail casual leave oreamed leave at full pay due to illness,
instead of sick leave at half or full pay, he/she shall mention in the application.
d) Unavailed sick leave will be carried forward/and allowed to accumulate upio 80 days at
half payor 40 days affull pay.
37. Maternity Leave:
Maternity Leave shall be adlTlissible to all. permanent women E!mployees and also to those
. women' employees appointed on probation against permanent vacancies and have put ill
mora than one year's service. The grant of maternity leave shall be subject to the following
conditions :
.
. .
.
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a) Upto three months from the date of commencement or 1-1/2 months from the date of
confinement (child birth/miscarriage) whichever is earlier. However, the leave should be
so regulated/applied that the confinement should fall within the period of leave applied for.
b) Application duly recommended by a competent medical authority to be submitted one
month in advance. However, This period may be relaxed in case of mis-carriage.
c) During the first month of maternity leave an.employee shall be entitled to leave salary
equal to the rate of pay drawn immediately before proceeding on maternity leave. For the
rest of the period, the leave salC!.ry shall be equal to half pay. The leave salary shall be
payable after r~sumption of duty.

!

I

i'

;:

i!

d} In case an employee resumes duty simply to receive maternity leave salary and leaves
before expiry of onCi year, the maternity leave salary, if paid, shall become recoverable.

"
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e} No maternity leave shall be granted a~er the third living child and more than twice during
the entire service.
38. Earned Leave : .
a} The employees, other than teachingstaft,are entitledt030'days earned leave in a year
althe rate of 2.5 days per month of service. As far as possible, earned leave should be
availed during summer vacation. In case any member cannot be spared during summer
vacation, the unavailed leave will be carried forward and allowed later on. Unavail~d
earned leave may be accumulated upto a maximum of 120 days at a time.
b) (i) Earned leave lying at the credit of an employee on the date affinal cessation of duties
due to attaining the age of superannuation/retirement from service, may be encashed
subject to a maximum cif 120 days on the salary last drawn.
(ii) The concession of encashment of leave will not be admissible to an employee whose
serVices are terminated before he/she attains the age of suuperannuation for reasons
whatsoever or if he/she resigns from/abandons services.
39. Leave Without Pay:
Leave without pay may be granted to an employee in case of extra-ordinary circumstances
and when no other kind of leave is due, at the discretion of the Management.
G. CODE OF CONDUCT:

40. a) A person who chooses teaching as a career, assumes the obligation to conduct himself! .
herself at all tif11es in accordance with the highest standards of the teaching profession
aiming a(quality and excellence in his/her work and conduct, setting an example which will
command the respect of pupils, parents and his/her colleagues. Teaching, in its true sense,
'8
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is not mere imparting of instruction, but the influence, impression and the impact created by
the teacher. The teacher's duty is· not merely to communicate knowledge in specific subjects, but also to help children to grow to their fullest stature and unfold their personality. In
this responsible task, what matters most is the personal example of the teacher.
b} Similarly, ot~er employees are also expected to maintain high standards of efficiency,
morality and integrity.
41. The following Code of Conduct is laid down for observance by the teachers/other employees:
i} Shall, by precept and example, instiHn the minds of the pupils entrusted to his/her care,
love of motherland and respect fQr:law and order.
ii) Shall organise and promote all activities of the institution which foster a feeling of

universal

broth~rhood,

national integration and promote tolerance for all religions.

iii) Shall co-operate .and secure the co-operation of other persons in all activities which aim
at improvement oHhe moral, mental and physical well-being of pupils.
iv} Shall be strictly impartial in dealing with all his/her pupils. He/she should be sympathetic
and helpful to all students particularly to the slow learners.
v} Must remain a learner throughout his/her life, not only to enrich his/her own life, but also
of those who are placed directly under his/her care .. He/she should plan out the work on
aoproved lines and do it methodically eschewing vigilantly all extraneous consideraijons.
vi) Shall have an exemplary moral character, should be temperate and nioderate in his/her
habits and should scrupulously avoid undesirable habits at all times, more so in the institution.
.
vii) Shalf take pride in his/her calling and try to promote the dignity and respect of the
profession.
viii) Shall be clean and trim, not casual and informal, while on duty. His/her dress should be
neat, sober, dignified. He/she should, on no account, be dressed so as to become an
object of excitement, ridicule or pity.
ix) Shall be punct.ual il) attendance in respect of his/her class-work as well as any other work
.
connected with the duties assigned to him/her.
x) shall avoid monetary transactions among themselves, with the pupils and their guardians
and refrain from exploiting his/her school influence for personal ends. He/she shall
generally conduct his/her personal affairs in such a manner as not to incur a debt beyond
his/her means to repay. He/she shall not accept, or permit any member of his/her family I
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or any other person acting on his/her behalf to accept any gift from any pupil, parent or
any person with whom he/she may come in contact by virtue of his/her position in the
Institution.

:1
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xi) Shall consider the property and funds of the Society/Institution as if placed in sacred trust
with him/her and exercise the same prudence and care as he/she would do in respect of
his/her own property or funds.

~

xii) Shall not knowingly or wilfully neglect his/her duties or make anY·;~.IiI.stained neglect in
correcting class work or home work done by the students.
xiii) Shall not propagate through teaching lessons or oth,erwi&.e;
outlook or incite
or allow any student to indulge in comml.mat.,._"
.
--

.nal or sectarian
n activity.

xiv) Shall not discriminate against any student on the ground oftelldt6r~~te, creed,
language, place of origin, social and cultural background, etc.
xv) Shall not be guilty of mis-behaviour or cruelty towards any student, guardian, teacher or
other employee or indulge in fighting, rowdYism and similar acts of indiscipline or use
abusive language.
xvi) Shall not indulge in or encourage any malpractices connected with examinations or
other school activities.
xvii) Shall not accept any job of remunerative nature from a source otherthan the institution
where he/she is employed or take up private tuition work without the prior written
permission of the Management.
xviii) Shall not prepare or publish any books/keys or assist directly or indirectly in their
preparation, sale or use without the prior permission of the Management.
\

. ..:

xix) Shall not work as a selling agent or canvasser for any publishing firm/trader.
xx) Shall not engage in any private trade or undertake any additional work.
xxi) Shall not give any talk on the radio, puolish any statement or document in own name or
annonymously which has the effect of an adverse criticism of any current or recent policy
or action of the Central or State Government or the Society/Institution, nor shall take
active part in politics.
xxii) Shall not ask for or accept contribution to or otherwise assOciate himself/herself with
th~ raising of any funds or other colle~tions in cash or kind for any purpose whatsoever
without the prior permission:of tbe Management.
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xxiii) Shall not CJPpear in or prepare for any examination without the prior permission of the
Management.
xxiv) Shall not cause or incite any other person to cause destruction or damage to the
property or records of the Society/Institution, indulge in any theft, fraud and act of
dishonesty in connection with the property of the Management.
xxv) Shall not behave or incite any other person to behave in a disorderly and indisciplined
manner in the school premises/place of duty or indulge in any acts of irresponsibility or of
subsversive nature
.
.
xxvi) Shall not while being in the school/place of duty, be absent from the class-room/place
of duty, resulting in~shirking from duty.
xxvii) Shan no~ organise or attend meetings during the working hours except when required
or permitted'to do so by the Head of the Institution. .'
xxviii) Shall not divulge confidential/secret matters relating to the Management of the
Society/Institution.
xxix) Shall not be guilty of late or irregular attendance, habitual late or irregular attendance.

xxx) Shall not be absent from duty withol!t sanctioned leave or over-stay the sanctioned
leave.
xxxi) Shall not indul~e in drinking, taking narcotics, smoking, chewing beetle leaves or
conduct himself/herself in a manner whic.h is riot in keeping with the dignity, decorum and
valuable traditions of the Society/Institution.
xxxii) Shall not slow down, incite others to slow down, strike work, indulge in sit-down or
stay-in-strike, incite otliers to do the same.
xxxiii) Shall not indulge in any act of insubordination or disobedience of orders issued by the
superiors.
xxxiv) Shall not indulge in acceptance of any iIIega! gratification.
xxxv) Shall not be guilty of or encourage violence, indulge in a type of conduct which
involves moral turpitude or criminal act.
xxxvi) Shall not· indulge or encourage grouP--represernations.
xxxvii) Shall not make false accusations or assault either provoked or otherwise.
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xxxviii) ~hal~ not indulge in disrespectful behaviour, rumour mongering and character. .•.~•.J,:'
assassrnatlon.

'f
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xxxix) Shall not possess in school/office premises of weapons, explosives and other objectionable materials.
'
XL) Shall not obstruct other members of the staff from lawful duties and indulge in any sort
of agitation to coerce or embarrass the Management.
~
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42. If any employee wishes to make any representation to the Management, tl can be done
only through proper charmel. The proper channel in the case of employees other than
Principal shall be the principal, and in the case of Principal, the proper channel shall be the
next higher authority.

H. DISCIPLINARY ACTION :
43. The observance'of the Code of Conduct as contained in Section 'G' shall be a condtlion of
service for all the employees and any violation/breach of any clause(s) thereof shall call for
disciplinary actio!] ag~inst the defaulting employee(s) and shall be subject to the penalties
hereinafter provided :
44. Kinds of Penalties that may be imposed :
a) Minor Penalties :
i) Warninp
ii) Censure

iii) Recovery from pay, the whole or any part of any pecuniary loss caused to the institution
by the negligence directly or indirectly attributable to the employee or breach of orders.
iv) Withholding of one or more annual increment(s) without cumulative effect.
b) Major Penalties:
i) Withholding of one or more incren:ents with cumulative effect.
ii) Reduction to t~e m.inimum of the time-scale.

iii) Reduction in Rank. .
iv) Break in service.
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v) Compulsory retirement
vi) Discharge
vii) Removal/Dismissal from service.
45. Procedure for Imposing Minor Penalties:
An order impoSing a minor penalty shall be passed by the Appointing Authority or an
Authority higher than him after informing the e!llployee concerned about the allegation!
charges levelled against him and affording him/her an opportunity to explain his/her
position in writing within a· s~ecified time.
46. Procedure for Imposing Major Penalties:
An order imposing a major penalty shall be passed by the Appointting authority or any
Authority higher than him after issuing a 'charge~sheet mentioning the allegation/charges
levelled against him/her and after conducting an ~nquiry through an Inquiry ·Officer
nominated by the Management and affording an opportunity to the employee concerned
to defend his/her case ...
47. Suspension:
An Appointing Authority or an Authority on his behalf or an Authority higher than them,
may suspend an employee where disciplinary proceedings against him/her are contem~
plated or pending if, the event of any breach of Code of Conduct. An employee under
suspension shall, in relation to the period of suspension, be entitled to a subsistence
allowance amounting to half the rate of monthly salary, pending the finalisation of any
inquiry/disciplinary action against him/her, and subject to the furnishing of a certificate/
solemn declaration by him/her that he/she has not been gainfully employed elsewhere
during the period of suspension.
48. Appeal:
An employee 'on whom an order of penalty is passed can make an appeal within a period
of 30 days to the President of the Society. and if the original order is passed by the
President himself, then to the Executive Qommittee of the Society through the President.
However, the employee shall have the right to make only one appeal and the decision of
the Appellate Authority shall be final and binding.
.
49. Arbitration :
.

.

In case of any dispute arising oui of the terms and conditions of these rules or interpretationthereof including any disciplinary action or in respect of any matter relating to or
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incidental to the employment, all such disputes shall be referred to the sole Arbitration of
a person to be nominated by the President of the Society and his decision shall be final
and binding on the parties.

60 Jurisdiction to file suits :
i) (a) The legal jurisdiction for suits to be filed against the Society snail be the Union Territory
of Delhi.
b) The General Secretary/Secretary of the Society shall be the legal person in wJlose
name the Society may sue or may be sued.
Ii,
li\1

.

i

I

ii}a} The legal jurisdiction for the suits to be filed against the Institute shall be the place
where the Institute is situated.

I ' .

II:

b) The Principalc;>f the Institute shall be the legal person in whose name theln~titute may
sue or may besued.
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