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{NSTITUTE OF HUMAN RESOURCES DEVELOPMENT FOR ELECTRONICS .

" PRAJOE TOWERS, VAZHUTHACAUD, THIRUVANANTHAPURAM - 14

SERVICE RULES

CHAPTER ~ I

\¥e) PRELIMINARY

_ifi.g.ﬁenerai Scope )
1 - (1) These rules shall be calied the Institute

Human Resources Development for Electronics Service

1 (2) Thesé rules shald apply to all categories’

ments/assignments will be based on the terms of such
appointments approved by the Director,

1 (3) ' These rules shall be deemed to have come
‘ into forcewlth effect from the date specified by the
Governing body and they shall be inforce until any

recommendation of the Executive Committee,

‘% shall be final, :

DEFINITIONS

1. Institute means the Institute of Human Resources
Development for Eleectronics and covers its main office
at Trivandrum and the Regional Offices,

2. Board means the Governing Body of the Institute,

3« 'Chairman of the Board'! means the Chadrgan of the-
Governing Body.

Illzl..

of Staff of the Institute, These rules will, however not
tpply to short term/contrect appointments. Such appoint-

provision is amended by the Governing body on specific

1 (%) When & doubt arises as to the interpreta¥ion
or application of any of tthese rules, the matter shall
be referred to the Executive Committee and its decision
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'4.. Executive Committee means the Executive Committee of
the Instifute.

'-'5_ achairman of ‘the Committee':means- the Chairman of the
Executive Committee of the Institute,

Academic Staff means those who are engaged in academic
. work and 'shall include Professors/Project Co-ordinators,
Assistant Professors/Deputy Directors, Lecturers,
erllows. Project Associates, Teachlng Assistants,
Scientists/Engineers, Instructors and such other posts s
as may include by the Executive Committee under this
}Hﬁ;ﬁ_category from time to time,

. Non-Academic staff means all those other than academic

2 staff and shajl include administrative and library staff
.. and any other staff included by the Executive Committee
".qnde:,this category from time to' time,

;illLést'Grade Service: This category includes all services
in the following categories unless otherwise decided
by and"declared by the Exetutive Cbmmattee.'

.. (&) "Peons v
= . (b) Watchers

;LE’L,(C) Gardeners

{80 . (d) Cleaners.

: (?) Sweepers

(f) Scavengers

f;_ Temporary Post : Tempdrary post means a post carrying
= 2 definite rate of pay sanctioned for a limited time,.

:ﬁe. Permanent post: Permanent post means a post sanctioned
% without limit of time. '

11. Probationer : A person on probztibn on 2 post is
one appointed to a post for determining
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his fitrness for eventual substantive appointment
to the post,

3 2,-Appointing aqthorlty in relation to any post under
‘gé “the Institute neans the authorLty competent to make
:;,' appointment to that post under these rules,

: Sanctioning authofaty means the authority competent :to
+"* sancfion the particular activity as specified by the
Eovarnﬁng Body/Executive Cbmmittea £rom time to time

“wgc0mpetent‘author1ty in relation to_the exercise of
. any power means the Governing Body or any authority
'Tﬂto which the power has been delegated.

: - Joining time means the time allowed to an employee
e to join a post

Month : Month means a Calender month,

: In ajoulating a period expressed idn terms of months

: ‘and days, complete calender montha, frrespective of

" the number of days in each, should first-be calcilated
" and the odd number of days calculated subsequently.

 Note : VWhenever it is necessary to calculate a

' period in caleidar months, the period shall
be taken to end either on the day of the
month corresponding to the day before the
day on which “the period begins or if theére
is no such corre sponding day in the month,
then on the last day of the months.
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Example: A period of six calendar months beginning
on the 28th February ends on 27th August,
31st March ends on 30th September, 30 or

" 31st August ends on 28th or 29th February
if leap year.

17. Year means the Financial year which begins on April
1 and ends on March 31 of the following year.

.!la...
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Lien means the titlé of an employee to hold
5uggt§ntive1v; either immediately or on termination
of 'a period or periods of absence, 2 permanent
post to which he was appointed substantively,

Foreign service means service in which an

'employee receives his pay with the sanction of

L7 the Director of this Institute from any source -
'eqggr than Institutets funds,

"ﬂgu.déx means 2 holfday declared by the Institute,

hfén"-Ofiﬁciate- An employee‘officiates in a post when

he performs the duties of 2 post in which another
.person holds a lien, The appointing authority may,
1f 1t thinks fit, appoint an employee to officiate
in a vacant post on which no other employee holds
a_lien.

Hororarium means a recurring or nop=recurring
payment granted to an Emplofeg from the Institute's
funds as remuneration for such services of an
occasicnal or intermittent character,

Leave Salary ' means the amount payable by the
Institute to an employee on leave,

'Pax means the amount drawn mpnthiy by an employee
as: o= '

a) The pay other than specizl pay or pay granted
in-view of his personal qualifications, which
has been sanctioned for a post held by him
substantively or in an officiating capacity or
to which he is entitled by reason of his position
in a cadre and;

b) Personal pay and special pay,

I.'5'-‘
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.05, ‘Personal pay means additional pay granted to
' 'an ‘émployee,

@) to save him from loss of substantive pay in

' ‘respect of a permanent post due to revision
of pay or to any reduction of such substantive
- pay otherwise than as a disciplinary measure;

T or ;

o _
b) in exceptional circumstances, on other personal
£ " considerations,

5 3;?§Becial pay means an addition of the nature of pay
- to the emoluments of a post of an employee granted
- 4n consideration of;

a) the specially arduous'nature of the duties:

. o -
b) @ specific addition to the work or responsibility
< or. - '

}---b) in lieu of higher time scale

‘Substantive pay means pdy other than special pay,
“. “personal pay or emoluments classed as pay by the.
 Institute to which an employee is entitled on
 .account of a post to which he has been appointed
substantively or by reason of his substantive
position in a cadre. . .

-

« Note: When special pay is granted in lieu of a
: higher time scale, such special pay will
also count as substantive pay, provided the
employee holds a lien on the post to which
- the special pay is attached,

28, Time scale pay means pay which subject to any
conditions prescribed in these rules, rises by
periodical increments from 2@ minimum to 2

E : erafio. .
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maiimum. It includes tha class of pay known
as progressive,

Note:

e

.a) Time scales are said to be identical if the
minimum, the maximum, the period of increment

- and the rate of increment of the time-scale
are identical,

~ .b) A post is said to be on the same time scale

- as another post on a time-scale if the two time=-

~ scales are identical and the posts fall within a
cadre or a class in a cadre, such cadre or
class _having been ctreated in order to fill all
posts involving. duties of approximately the
same character or degmee or responsibility so
that the pay of the holder of any particular
post is determined by'his position in the cadre
or class and not by the fact that he holds that
post.

gﬁ;Baéic péy means the pay of the employee fixed in
"fhé grade in which he/she is posted, at the time
; of his jcining the post.

). :Actual pay means the minimum pay of the employee
-~ in the grade plus the increments‘éarned by him.

'Trave;lggg Allowances means an allowznce granted
to an employee to cover the expenses which he
incurs in travelling in connection with the affairs
of the Institute.

Public Conveyance means a train, steamer, bus,boat
Oor other conveyance which plies regularly for the
conveyance of passengers.

'Oo7l-¢
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q_orders means orders and rules which

i ,overn the wuties of the various categories

_‘ff of the Institute, which mdy be issued
ithe Director, from time to time,

-8
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CHAPTER = II
g 'T'Ti@n?;gﬁ-posrs. RECRUITMENT AND TERMINATION

....

eed and the duration of tasks. 'The Director will
aﬁe recommendations to the Executive Committee

rary. The title of the various posts will
"be cansistent with the standard titles prescribed
g;by-the Institute from time to time and the pay

f sgalea will be the standard pay scales prescribed
;ij the Institute,

made as follows:

The Director of the Institute will be the
, appointing authority for all the posts of the

' Institute which have been created by the Executive
ri_Commlttee.

[fiq

The Posts which have been created for

hiid the Institute with the sanction of Government,
ua the appointing authority shall be the Executive
£ Committee, The above rules are applicable for

the ‘appointment made in the Institute on deputatlon
i "basis also,

.'.9.'.
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'por-caSUal posts on daily wages, the wages rates
shail be as approved by the Executive Committee,
Qﬁ%ﬁwintnents in the place of employee dismissed
"ﬁ%ﬁbﬁed or reduceds

féﬁiﬁ When 2n employee-has been dismissed, removed
“Qiireduced from gny cadre in the service, the
v&éﬁhcy'caused thereby or arising subsequently in

~tﬁ§ age for retirement for all category of staff

égmmli be fifty@%ié§)-?¢i¢d;ﬁ.

{When an employee does not resume duty after
remaining on leave for a continuous period of
*tbree years, his services are Iiable to be tefmi-
nated after gzving him due notice.

Un;ess it be otherwise distinctly provided, the
whole time of an_employee is at the disposal of
"%he Institute and, he/she may b& employed in any
‘manner required by proper authority without claim
““for additional remuneration. No member shall

& ‘‘engage directly or indirectly in private practive
or trade or business or occupation, except in
work undertaken with the previous permission of
?he Director. )

A iy Note: 1. Every employee must attend the
Institute punctually, For every

...10"'
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tee days late attendance without permissian
“émployee shall forfeit a day's leave,
agial or otherwise for which he is 8ligible,
”ft*computatior of the forfeitura of a day's

;for.less than three days at the end of a
endar year will be- ignored, :

-

%ﬁﬁéﬁrned by him in the scale of pay of the post which
#he was holding at the time of interruption and |
. such past service shall not count for purposes of

o increments or leave.
o

ote Refusal tc work though physically present
2t the place of duty by resort io pendown
strike or stay-in=strike or other methods:

will be treated as unauvthorised absence,

{;fﬁfé) Two or more employees cannot be appointed substan-
i tively to the same permanent post the same time,

2. (10) Selection to each post wi;l be done by a selecticn
committee constituted for this purpose., While
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will be no automatic promotions, the
fée will consider the performance of all

jal candidates: before making recommendations
“appointment,

"rson‘appointed to a post under the
rte shall be on probation for a period of

r within a continuous period of two years. v
;ﬁointing authority can extend the period
Brobation for a further perjod not exceeding
; ear, the reason thereof to be recorded in
j;ing. b
ba&person is found unsuitable for holding the
& -during the probation period including the
:_tended peried in rule 2,11 above or has not
completed the period of probation satisfactorily,
is. services will be terminatgd, after giving
%m&ine. However if the person was already confirmed

n another post at the Institute, he will have the
-option to join that post.

to the grade, Those selected on an earlier

- Ofcasion shall be ranked senior to those selected i
"'later, 3

Institute until he is confirmed in a permanent ;
Post under the Institute. Those who are confirmed I
in 2 permanent post under the Institute shall be
permanept employecs of the Institute,

'y
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1‘ The services of a temporary employee
' Eppointed without a fixed tenure may be- .
termlnated by the appeinting authority
B w:thout assigning reasons,

X a) during the period of probation, following
the first appointment at any time without
notice; and

."n3p) 4f the post is temporary, at any time
. by a notice of one month in writing on

~ either side, or at any time without

i\ ,; notice on payment of one month's pay,

' The services of a permanent employee may be
terminated following a termination procedure
consisting of the appointment of a committee
of enquiry by the Governning Body and giving
oppertunity to the employee whose ‘services

- ‘are proposed to be terminated of being heard
" by the Committee. Such terminetion may be

" effected on a notice of three months or on

. payment of pay for such period as the notice
. falls short of three months,

"An employee who is given notice of termination
of service under clause (2) may be granted,
during the period of notice, such earned leave,
as may Be-admiséible-to him-and whérethe I€ave
S0 adis s 94L& "ANA “GPanted 18 mo#E -{hdn “Ehee

monthé, his serviées shall be terminated on the
expiry of such leave,

In the case of contract appointments, termi-
nation will be according to the terms of the
Ccontract,

—

{1
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: -_ﬁ'_i'ce of the Institute or by payment of
_"‘-ary 3n lieu thereof., The appointing authority

ervice Record
m—-——-——-—-

< OThe ! Institute shall mai'nt-ain a Service Book,

“ . tPiriodic reports of performance appraisal will
|+ #Bé pecorded in the service record, Inadequate
"Jﬁéﬁomanca can be a8 ground for termination of

¥the services of an employee mntemplated under
Hule 2,16 (2)

",J'

aRetlrement on medlcal g;ounds.;

An employeec will be liable to be retired on hJ.S
elnc declared medically unfit for service by 2

."'Nled:l.cal Board to be constituted by the Executive
r:_fommittee.

0,.‘14..-
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.g}mg-scale, unless the appointing authority decides
t&?t he shall draw pay at any higher stage,

) Where an employee holding a post in a substantive,
TEtEmporary or officiating capacity is appointed to
| anpthér post carrying a higher time-scale ofpay
",has initial pay in the higher time=scale of pay
shall be fixed at the stage next above the pay
nfqu¢1onally arrived aalthe ldwer time-seale of pay
. by increasing the :ac .2l pay drawn by him in the

pay will be allowed whenever there is a change of
2‘pay in the lower time scale,

A The holder of a post, the pay of which is changed
- Or revised, shall be treated as if he was transfe-

. Tred to a new poet on that. pay, provided that he

' may at his option retain his old pay until the
date on which he had earned his next or any

‘Subsequent increment in the old scale, or until

~ he vacates his post or ceases to draw pay in that-
time—scale. The option once exercised shall be

final,

Unless ctherwise menticned in the order sanctiow
ning revision of the scales of pay, the following

Cl.15--0

lower time-scale by one increment. A refixation of
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Lrinciplés will be followed for fixation of ﬁay
when the scale of pay of a post is revised,

If the pay drawn in the previous scale is less
“. ‘than the minimum of the revised scale, then

~ thejpay in'the revised scale may be fixed at the
‘minimum,

;13 the paé drawn.in the previous scales is a
‘stAge in the revised scale, the pay in the
revised scale may be fixed at the next stage,

.If the pay drawn in the previous scale is not 2
_stage, then the pay fn the revised scale may be
“fixed at the next stage,

Fi regard to persons joining the Institute either
on leaye or on deputation from other public
institution/Universities/Government, the increase
4n pay (which includes perspnal pay, special pay
'._etc ) they are entitled to in their parent
 Institution/University/Government, during the

" period of leave/deputation shall be protected
f? subject 12 the terms of deputaticn &nd the arrear
"#f any for the period of their service at the -
;';;nstltute, paid by the Institute, |

£
P

_An increment shall ordinarllly be drawn as a
matter of course unless it is withheld, An
:increment may be with=held from an employee by
‘the competent authority if his conduct has not
been good or his work has not been satisfactory.
In ordering the with-holding of the increment,
the with=holding authority shall state the periocd

for which it is with~held and whether the postpcne-
ment of future increments.

The following provisions prescribed the conditicns

on which service counts for increment in a2 time-
scale,

i ———— [Enies
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a) All duty in a post on a time=scale counts
" for increments in that time=scale, ‘
All leave, except leave without allowances
taken, other than on medical certificate
count for increments in the time-scale,

-Period spent on study leave, on deputation
or on other full=time assignments such as
foreign.service sﬁbject to 2 maximum of
3 years shall count for increments applicable
to a post in which the employee holds 2 lien,

. possible variants to adance increments for the
recognition of meritorious service rendered by

. the employees of the Institute. Incentive awards
fT could be made for outstanding performance of
.employees in +the discharge of their duties and res--
ponsibilities, Under a scheme of peiformanee

.+ criteria to be evolved by the Instituteicases of

- extraordinary originélity. imagination and brilli-
.. ' ance, or rare devction to duty deserving recognition
in a special way and suggestions for reduction of

~ expenditure without affecting efficiency can all be
considered for'incentive awards, The system of
awarding good service entries and incentive awards
are eminently suited for recognizing specific or
individual cases of meritcriocus service/work on the
part of the employee the grant of advance increment
being restricted tc cases of sustained merit and
continuous record of good work. In other wcrds, gooc
: service entries, incentive awards and advance

?‘ increments will be in an ascending order in the matt
fal of recognition of meritoriocus services.

.0-17‘0.
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CHAPTER = IV
LEAVE RULES

n these rules:

Leave includes "earned leave", "half pay
leave" "commuted ieave“, ileave without
‘allowances®, ¥leave not due®, and"maternity .
leave,”

Half pay leave means leave earned in respect
of completed years of service calculated
.according to the rules hereinafter contained.

"Completed years of service" means conti=-
nuous service of the specified duration
under the Institute,

Right of leave

Leave cannot be claimed as a matter of right
and when the exigencies of service so demand
leave of any description can be refused or
revoked by the leave sanctioning authority.

Earning of, leave

Except as otherwise provided in these rules,
leave shall be earned by periods spent on duty
only,

Commencement and termination of leave

a) Leave begins from the date on which leave
is actually availed ¢f and ends on the
day proceding the day on which duvty is
resumed, i

. | - [
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Sundays or other holidays may be prefixed
or suffixed to leave other than to leave

without allowances,
- T

Except with the permission of the.authority
?éwhich granted the leave, no person on leave
may return to duty before the expiry of the
“period of leave granted to him,

-

‘Combination of leave

-Except as otherwise provided in these rules,
any kind of  leave other than casual leave under
these rules may be granted in combination with
-or in continuation of any other kind of leave,

':ﬂcrangl_oft;éave beyond the date of retirement

“No leave shall be granted beyond the'déte on
whigh an employee must ordinarily retire, If

an employee is prevented from taking leave ‘on
account of exigencies of service, he or she will
be granted leave beyond the retirement date to

2 maximum limit of 120 days,

ote

For the purpose of this rule, an employee
may be deemed to have been denied leave
only if, in sufficient time before the date
on which he must retire or the date on
which his duties finally cease, he has
either formally applied for leave as leave
preparatory tc retirement and has'

P - i - S 1=
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peen refused it on the ground of exigencies
of service or has ascertained in writing from
sanctioning authority that such leave if applied
for'wduldﬁnot be granted on the aforesaid ground,
9, i enploy_'ﬁwho has been granted an extension will
pe deemed torbe in thes Contlnuous service of the
= oo gnstatibedts = T g
4& {; 1 s.L Co{!\ﬂé{:ﬁjf}ou of on"g kinc.}_ff leave into other kind . y
(i} At the request of a parson, the Director
. ;may sanction conversion of any kind of .
"leave including leave without=bllowances
‘retrospectively -into leave of a different
L kind ‘which may be admissible as on the date
y of which the conversion is. sought but
5. '-earned leave grantqﬁ cannot be converted
i ;

a;f“*””“ihf% other'ﬁinds nf r%aVE.

{ii) 1f one kind of leave is converted into
another, the amount of leave salary admissi=
- ble as on the earlier date from which leave
5 being converted, éhail‘be-recalculated.and
arrears of leave salary paid or amounts :
overdrawn recovered as the case may be, But

T employee canerned cannot claim it as a

" matter of right

©. Rejoining of duty on return from lezve on
medical ground

A person whe has been granted leave on medical
certificate will be required to produce 2
medical certificate of fitﬁess before resuming
dutics in such manper and from such peérsocn &5
may be prescribed,

""Q.Ol"
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.-120’:9'.

Léévé'shauidléi@éysfbe applied for and
sanctioned before it is availed of except
,in cases of.emergency,

The- Dlrector 0. :Director'S*nomlnee shall be
the, sanctlonlng”autherlty for grant of

bk g,

leave, Unless otherW1se speC1f1ed

t*:«.- e E

r'\l'\l\ I,

: a,_-The'earned Jeave: adm1551ble to an employee is
| one~eléventh of the period spent on duty provi-
' rded that-he*wiil cease 10 earn such leave when
the- earned leavh due amounts 180 days and the
maximum earned leave that can be granted to an
individual at a,iime shall be 120 days, ~

The half pay Yoo admissible to a person in respect
~ of each completed year of service shall be 20 days.
Ihe Half_pay leave may be granted to a person on
medical certificate or on private affairs,

(4) Commuted Leave

Commuted Leaggwrotgexceeding,half the amount of
. balf pay léave may be granted subject to the

following conditions,

&) When commuted leave is sanctioned, twice the
amount of such leave should be debited to the
half pay leave,

(5) Leave without allowances

a) Leave without allowances shall always be
without pay and m3y be granted when no other

051213:.-
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ind of leave is admissibl,

p) Leave without 2llowances doces not count for
1ncrement, unless otherwise specified,

hte znity leave

a) Maternity leave may be granted to a woman
employee on full pay for a period which may
extend uptc the end of three months from the
e dateof its commencement.

: 'ch lemge shall not be debited to the leaye

-

aternity Leave may be comblned with leave of

.;Eonditidn that the leave' applied for does not }
© exceed six weeks and the application for jeaye i

T
sual Leave

Casual Leave is not recognised as leave,
Technically, therefore, an employee on casys}
leave is not treated as absent from duty ang
his pay and allowances are not intermitteq,

 The amount of casual leave admissible is
20 days ina calendar year subject to the
condition that, the period of absence op
casual leave should not exceed 10 days at 2
time,

Casual leave may be combined with Sundags
and other authorised holidays. However, tpe
total perioc of absence should not excesg

12 days,
2-.._|I|
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(10)

(11)

d)

..1'22‘..

when the period of continuous absence
exceeds 12 days, the entire period of leave
should be trezted either as earned leave,
half pay leave, commuted leave or leave
without allowance,

A casual leave register should be maintained
to0 record the casual leave taken.

No person may exXxcept for unavoidéple circum=
stances like sudden illness, avail himself

of casual leave unless it has been sanctiored
previously by th& competent authority.

With regard to persons who join the Institute
ipn the middle of a leave year, the authority
competent to grant such leave will have the
discretion to grant either the full quota of
20 days or only a portion thereof, after taking
into account all the circumstances of the case,

Holidays

The Institute will have holidays designed as such
at the commencement of the calandar year, Compen=-
satory Leave méy be granted by the Director for.
work done on holidays, Such compepsstery lezve
should be availed of within a period of 3 months,

Leave Salary

a)

b)

A person on earned leave and commuted leave
is entitled to pay and allowances at the
rate as on the day before the leave commerces,

A person on half pay leave is entitled tc
lezve salary equal to half the pay at %

& Ll

raie as on the déte before the leave commen

g8,
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A 3etve account shall be maintained for each
employee in his service Book.

special Rules for Acacdemic Staff

a, Study leave

g

Study Leave for periods upto one year at a
time and not exceeding three years during -
the serVvice at the Institute, may be granted
by the Executive Committee to such of the
regular members-cf the academic staff for
pursuing a programme of approved research
work in an approved institution on such terms
and conditions as may be decided upon, on tke
‘metits of each case, :

b. Leave on duty

A number of the scademic staff may apply for

o, BT R 4 et s

and avail leave on duty for attending/partici-

pating in academic meetings such as Seminaxs/
Symposia/Workshops Lonferences etc, organised
by other agencies/institutions, as permitted
by the Director.

No employee shall be granted leave of any kind
for 2 continuous period exceeding three years,

Contributory provident Fund

The service in "the Institute is nct pensio=-
nable, A Scheme of Contributory Provident Fund
Will be instituted,

ML UL L [ RS TR
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CHAPTER =V

TRAVELLING ALLOWANCE

5, (1) Travelling allowances of the employees of the
. Institute will be governed by the T.A, rules under
part Ii K.,S.,R, Vol,.I.

Note:= The members of the Governing Body, Academic
 Committee and other similar committees
appointed from time to time shall be classified
as persons belohging to the First Grade under
rule 1 of part II of K.S.R, Vol, I.

']

CHAPTER - VI

* L]

MEDICAL FAGILITIES

6. (1) These rules shall apply to all employees and the
members of their family of the Institute except.

i) ‘The members: of the staff who are on leave _
abroad or on deputation abroad. However, if
their family members stay in India, they are

eligible for reimbursement of medical
expenses:

-
J-1e
S

Work charged stafi, daily labgpurers, Casu:zl
labourers and part=time employees and
employees on contract aprointment.

iii) Those to whom any other rules are applice:le,
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i)

3i)

(3)

e s BB, .0

Group "A™ ;- Those who are drawing pay of
Rs, 3000/~ per month and above,
Group®B" : Those who & re drawing pay of

Rs,1050/- per month and above
but below Rs,3000/= per month,

2
O
[
el
Q)
=

Those whoare drawing pay below
Rs,1050/= per month,

a) To determine tRe status of an employee, the
actual pay he was-drawing at the time he feil
siek, will be taken into account,

b) The term "family" means the staff members wife
or husband, parents and childrem (including
step children or legally adopted children if
any) who are wholly dependent upon him/her,

ther relations'whetﬂer'qependent or otherwise
such as brother, sister, widowed sister, step

parents etc, are not covered by the term "Family®,

c) The term "leave" includes vacation.

The authorised Medical Attendent for the purpose
of medical treatment and reimbursement of mediczl
expenses, is the' Institute!s Medical Officer to be
nominated, In case any operation or specialist
treztmert is needed, the Institute's Mediceal

Officer will refer the patient to the specizlisis
and the charges will be as per schedule of rate:
fixed from time to time, 1In cases cof emergency,
however, a registeréd medicel practitioner with zn
MBBES degree or eguivalent, located nearest +t¢ tr=z
employee'!s residence m2y ke consulied,



6.9,

6.6.

(4)

-may be permitted to obtain treatment ina

.‘l26 L |

As there is an Institute Medical Officer, the
question of referring persons to outpatient
department.of a hcspital ete. contemplated in
Government Rules will not normally arise, If

the treatment 1is neaded for more than 10 days

the Institute Medical Officer will decide whether
the patient is to be referred to 2 sspecialist or
whether he would himself treat the patient.
Medical expénses for treatment undertaken by the

-Institute employees‘under the Indian System of

Medicine and Homcecpathy will also be reimbursable,
The -1list of medicines admissible will be as per

the list notified by the Government of India from
time to-+ime in the case of Indian Systems of
Medicine as also the Allopathic System of Medicine,

"It may not always be possible to obtain suitable
accommodation proportionate to the status of the
employees in Government Hospitals and hence they
hcspltal or nursingihome authorised by the Medlcal
Officer, subject to the condition that the :
schedule of rates prescribed either for admission
or other charges should not exceed the rate
a8pproved by the Executive Committee, If the amount
exceeds the permissible amount, it should be borne
by the employee concerned®,

During the prescribed hour, no consultation fee
Will be charged by the Medical Officer, If he is
consulted outside this hour, he is entitlsd to

Charge x consultztion fese, as per the schedule of
Iates X
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The Director may appraove list of (i) AyuBvedic

. (ii )Homeopathic and (111) Unani prﬁ'C_‘titiOners from
11l p

o K @oployees WY ORLSLN SLeR I L for which

who af nt, fo
spbursement 0f EXpenses may be admitted subject to
re ; . |

the monetary 1imits laid down.

Beimbursément of .medical expenses for dentzl treztmernt
will be nermissible only if <he diagnosis of the
physiological that teeth are the real source of

i
disturbance.

Reimbursement for dental treatment is admissible
provided it is & major treatment such 2s treatment S5
of jaw bone disease whole-sale removal of tecthz etc. j

-

Expenses incurred by employees in connéction with the '
following types of dental treatment obtained at '
Government hospitals recognised under Government Rules
may -: also be reimbursed,

a) Extraction )% |
b) Sealing and Gum Treatment :'
¢) Filling of Teeth (cost of denture will not

be Teimbursed)

Expenses incurred on demtal treatment cbtained from d
private dental doctors may 2lso be allowed for
reimbursement subject to the conditicn that such
reimbursement shail be limited to the rates admissible
for similar treatment in a Government hospital or

the amount sz actually paid to the private dewtal
doctors whichever is less,

Employees may have their -eyesight tested for gl
2% the hospitals once in every three years cn the

r : - : Jd Ny iy
€commendaticns of the Institute's Medical Officer

Fe aor (g o "2
€S paid to the specialists for such services will

be rey ; 2 : ,

© Teimbursed accurding to the rates prescribed,

The ap

Cve concessicns do not include provision of
1:

s ] : _ - 4
Pe€Clacles at the Institute's expense.

(I |
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- e 2’8 - &

Procedure for Reimbursement

All claims for reimbursemeént of medical eXpenses
should be preferred within three months from the dat:
of completion of treatment in the Institute's prescr:
form duly countersigned by the Institutets Medical
Officer,

If the employee is admitted to the hospital, the

. procedure to be followed is as follows:

At the time of leaving the hospital after treatms
the member should collect the hospital bills and ]
receipts of vouchers, essentiality certificate etc,
duly signed/countersigned by the Medical Officer in
charge of the patient in the h8spital, When the
patient is admitted to a hospital due to emergency
without consulting the Institute's Medical Officer,
the claims should be signed by the Medical Attendant
and referrsd. af4er .gétting it'cﬁuntersigaédibytmbe-

o Ingtitute's Medical Office;;-

Whenever the employees are admitted to the hospital,

the h8spital charges are to be paid by the employee
and on production of the receipt, the charges will

be reimbursed to the employeess as per rules, -

Employees are required to buy medicines as far as
pPossible from approved chemists,

* - i .
Reimbursement of cos®# of medicines is permissibie
only in respect of admissible medicines in the
approved category.

In case of special treatment required outside
headguarters but within the country for which .
facilities are not available at the headquarters:,
®n the advice of the Institute Medical Gfficer, <he
Patiernt can be sent outside the headquartirs f::
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specialised treatment for which the rates will be
reimbursable as per the schedule, after the bills are
countersigned by the Medical Officer in the
prescribed form. In this case, TA will be paid as
per rules to the patient as well as .to the esceri,

if the escort is necessary, and certificed by the
Medical Attendant tc accompany the patient to the

place of treatment.

Reimbursement of -Travel Expenses
in connectiom with Medical Attehdance/Treatment

.a, When the place at which a patient falls ill,

is'more than 8 kms by the shortest route from the
Institute or the consulting room of the nearest
Medical Attendant, the patient shall be entitled
te'travelling allowance for the journey to and
from the Institute or such consulting room,

b, If the patient is too 111 to travel, the Institute
Doctor.or the attending ‘nearest Registered
Medical Practitioner (in case of emergency) shall
be'eatitled to Travelling Allowance for the journey
to and from the place where the patient is, as
per rules, ' :

Journey by Pail

2) For the employees
Fare of the entitled class or of the lower class
by which they actually travel, plus D,A. admissible
2s 1f the travel is on tour.

(o
—

For members of their families

Fare of the class by which the employee is
entitlied tc travel or tour under the Rules in

force or the lower class by which they actuslly
trafvel,
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The facility of travel by air or airconditicned
accommodatiBn at the Institute's expenses 1s nct
admissible for journeys performed for receiving medical
attendance and treatment. However, the Board may
consider refund of air fare paid in individual cases

on merits, provided the Board is satisfied that the
tair travel™ was absclutely essential and that travel
by ‘any other means would have definitely endanger the
1ife of the patient or involved a risk of serious

. aggravation of his/her condition. In 2ny case, an

employee cr 2 memkter of his family travelling by &x air
for the purpose 2t his/her discretion is entitled +to
claim‘travel allowance tc the extent admissible as
provided.in this rule, ‘ |

Journey by Road

a) For the employees

For the road portion of thé‘joufneys between stations
connected by road only, actuzl fare paid for the
Jjourney by bus or other public conveyance or rcad
mileage as on tour admissible under rules in fcrce,
whic hever is less,

b) For ‘the members cf their families
Actual fare paid for the jeurney by bus or other
public conveyance, or mileage allowance &t half the
rate of road mileage admissible to the employees
wWhichever is less,

i ‘ :
-Onveyance charges and ambulance charges will be

3Cmissible as per rates fixed from time to time,
The employee may be prowided with an advance for mezical

reatment as per rates specified from time to time,

."31Il'
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CONSULTANCY RULES

GonsultanCY Rules'

.,_._+-1f'

;“p;éadeiﬁlc s—taff of the. Tnstitite Will be permitted to
- ymdertake” consultancy ‘assignments. However, all
consultancy: assignments ‘updertaken by the staff shall b
;-}.\institutlonal,»ie, reuted through ‘the Institute of Humea .
'+ - Resources Dewelopment for Electronics. Thus no member
5 thaff can.entex: into consultancy contracts on his own,
‘Eeefy eare,should be taken in. regard %o the timing of
_'Mthe ccnsmltancy assignment At a time when the
ol Insﬁitute's training or other" eeii;itles require. the .
K " Ataff memberts fuli involvement, consultancy assignment:
should be avoided, ConSUItancy assignments will be
'jgeverned by the iellGW1ng rules:

§

'éj “Prior wrltten approval of the Director shall be
o ohtained :
"b) The maximum number of days a member of academic
o _staff Lan be engaged in censultancy assignments is
I e Tl
gt SRR _iimit d'\%%i ffifty i:wo) in: ?year (including days
o spent on travel for the purp@se)

¢) The ‘direct expenses of the institute shall be met ir
- full from out of the consultancy fee, Thereafter
one third of the amount will be the share to be give
tc the Institute.

-d)" From out of thé one third share of the Institute

¢ mentioned in {c) Ehove; 55 will be earmarked for
an endowment which will be used for arrangement of
foundation day lectures, publications, Instituting

fellowships and other research and developmen.
aetiv1t1es

e) The decision of the Director of the Institute -ill
be final in all matters relating to consultanc:
@ssignments,

//True Copy// Sl
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" authority will be Governing Body.

(3)  Last sentence of Rule’3;7 shal

SERVICE RULES
AMENDMENT T0

SERVICE RULES APPRQVED AS PER G.O.(MS) 159/89/
 HuEdn, DG, 10..8.. 1588,

fallowing shall be incorporated asperg (2) to Rule 2.3
of the Sesrvice Rules.

"The appelate authority, for the post to which the Director

of Institute of Human Resources Development Ier Electronics is the
disciplinary authority, will be the Executive Committee and the
posts for which the Executive Committee is the disciplinary

The time limit for submitting
appeals agalnst the punishment _maosed by the.disciplinary
authnrlty 'will be 3 months from ,the date of receipt of orders,

(2) The following shall be added as last sentence to Rule 2,11
"The pfobaﬁiqner is eligible for the first increment only
on successful completion of his period of probation®.

1 be substituted as follows.

"In ordering the w1+hho 1ding of the increment the
wiphholding authority shall state the period for which it is

withheld and the withholding of increment is with or without
cumﬂlative effectt

(4) © The following shall be incorporated as sub para (b)ifo
«  Rule 4.4,
"The total duration of Ea i

rned Leave and commuted leave
taken B conjuaction shall not excead 240.days provided that no
conmuted leave may bde granted under this Rule unless the authority
competent to sanction leave

has rezason to believe that the
officer will return to duty on its expiry.

8 (1) The following sentence shall be'incornorated to
pera (2) under Rule 4.5 afier the last word 'admissible! "but
v PP s e soplies in writing Tor the grant of leave
without 2llewencesi,

(i) Para (b) urder Rule 4.5 sh2ll be substituted as
wgxCert =h the case of an »fficer ip permenent employ’ . the
quration © T leave without 1llowances shall not exceed

e —————
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(7) (i) - The following shall be'incorporated after the word.

'rates! in parez 1 .6f Rule 6.6 "fixed by the Executive Committee
of the Institute". '

(ii) The following shal] be incorporated after the words

"rates prescribed” in Rule 6.8 "by the Executive Committee of the
Institute®,

(1ii) The’following shall be incorporated after the words
‘as per the schedule! in Rule 6,9.,6 "fixed by the Executive

‘Committee of this Institute’!

-

//True Copy//
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INSTITUTE OF HUMAN RESOURCES DEVELOPMENT
PRAJOE TOWERS, VAZHUTHACAUD, THIRUVANANTHAPURAM - 14 .-

PROCEEDINGS

- mm e wme e e e e s e e

IHRD - Service Rules -~ amendments -~ Orders issued.

S T ok bt S W o T Sk o S W W S S AR S e S S e et i Tt St S e o e S o S o T S B VB o e o M S B O Sl S S Y A i o 2 e e

No.E1/9719/97/HRD. Dated, Thiruvananthapuram, '10th August, 1998.
Read; 1. G.0.(MS) MNo.159/89/HEdn. dated 10..8..89.

2. Minutes of the 11th Governing Body meeting which met
on 23..6..1998.

3,
.

L4

The Service Rules for the Institute of Human . Resources.
pavelopment (IHRD) was approved in the Government Order read as
first paper above. As per clause 1.3 of the Service Rules, the
Governing B8ody is competent to amend any provision of the said
rules on specific recommendation of the Executive Committee.
cartain benefits now enjoyed by the State Government employees
are deprived to the IHRD employees. In the above circumstances
and as recommended by the Executive Committee of IHRD, the
governing Body in its 1lth meeting held on 23..6..1998 .has
resolved to amend the IHRD Service Rules. As resolved by’ the

governing -body, following amendments to 1IHRD Service Rules are
ordered.

(i) pAmendment of Rule 4.2 of the IHRD Service Rules

The Earned Leave admissible to an employee is 1/11
of the period spent on duty provided that he will
z cease to earn such leave when the Earned Leave. dus
amounts to 240 days and the maximum Earned *%Heave

that can be granted to an employee at a time shall
be 180 days. .

" (ii) Incorporation as Rule 4.7 in the IHRD Service Rules.

Surrender of Earned Leave for monetary
bepefit

The benefit of surrender of Earned Leave for
deriving monetory benefits now enjoyed by the State
Government employees as per the provisions under
KSR 1is applicable for the regular IHRD employees.
This include the encashment of accumulated Earned
Leave at the credit of the employees as on the date

of their retirement subject to maximum of 240
days,

11
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"(iii) TIhe existing Clause ¥I of IHRD Service

|
1 w.a.f.
i

}To

BB.

1.
2.

4.
ot
6.
[Fan
8.

i

-.2..

Rules will be substituted as follows i

The medical attendance rules followed in

the
State Government service shall be applicable for.
the IHRD Service. ) '
2. These amendmants shall be deemed to have come ‘nto force |
18..8.,1989. :
Sd/— i
DR.K.G. BQLAKRISHNAN“”
DIRECTOR.

Heads of associate Institutions under IHRD.
The Finance Officer

‘'The Additional Director,

The Administrative Offiocer

E Section
A Section
D Section
S.F. ’
0.C,

yi

Forwarded/By Ordern

MD%—

SENIOR SUPERINTEND
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IRD - Service Rules of IHRD - Amendments —.Orders Issued; -

10.E5/10285/2001/HRD ' Datcd, Thiruvananthapuram, 1* July, 2002.

o= ——— —
-

tezd- 1. G, 0 MS)No.1 59/89/H.Edn dated 10; .B. 1989 30.5 ;
2. This Office Procccdmgs No. EUWI%EZ/HRD dated: 10:8.1998,
3. Resolution of the 13 ® meeting of GavcrmngBoay,momng of THRD which met on
23.6.1998. _ N,

With the concurrence of the Governing Body of IHRD ‘which met on 4.6. 2002, the

following amendments o the YHRD Service Ru,lcs arc ordered, .y 5z
A. Amendment of Rule 4.2 of the JHRD) Service Rules; .3
The Eamned Leave admissible to anremployee is 1/11x0f the period spent on duty
provided that the employes will ‘cease to earn’such, leave wjmnhﬂ;q;}':‘,amcd Leave due amounts
to 300 days and the maximum leave that can be granted to an ermplpyee at a time shall be 180
B. Amendment of Rule 4.7 of HRD Servico'Rules: 53
Encashment of accumulated Eamed Lgave at the credif of the employees as on the
date of their retirement now enjoyed by the:§tate Govt. c;nploycw are extended to IHRD
employees also. The maximum number of ¢gmed-leave that can be encashed by an cmplovec
as on the date ofrcuremcnt shall be 300 days.«» . 3
This amendment will be desmed to have come imto force with effect from 1.11.1993.

This Office Proceedings read as second paper stands amended 2ccordingly.

Sd/-
Prof.V.Subramony
Additional Director
in eharge of Director
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To ~,

\_1—"R! Heads of Associate instimtions under THRD.

Finance Officer.
Administrative Officer
Assistant Registrar
Accounts Officer

All Section Heads of IHRD (Head Quarters)
E2, E3 &E4 secﬁnns. ¥
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