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SERVICE RULES & RE,GULATIONS

The fclllor,ving Sen ice Rules & Regulations are hereby pr:escribed for the teaching and non-teaching
empio,vees of Marafhwada Mitra Mandal's Polytechnico Thergaon, Pune" uith the objective oi
ensuring ciiscipline. accountability. proper conduct, etficient clischarge of duties and smooth
tunctioning of tlie histittrtion.

.l'hese 
rules shall gL)vern the service and condr:ct of employees ol the Lrstitution and shall be

appiicable along w-ith the terms and conditioiis specified in theii'respective appointment orders and
other appl i cab I e statutory/regulatory requirements.

Every emplovee of the Institution shall read. understand and abitle b-v" these Service Riiles &
Regulations and any arnendments, additions or modifications issued by the Institution frclm time to
+i,.- ^trlllL.

1. General Conduct and Discipline

1. Ever,v employee shall maintain discipline. dignity and decorum in the L.rstitution and shall
conduct himself,rherself in a manner hefitting the position held.

2. Emplol,ees shall discharge their assigned duties sincerel-v-" eflicientiy and responsibly and
shall lvork tolvards the academic and overall development of ttrre Institution.

3. Err-rployees shall comply with the lawful instructions issued bv the Principal or other
errtlrnricerl orrlhnriti^" i^ ^^--o,'tinn rli'tlr rhnir,lrrtioc

4. Emplo-vees shall maintain cordial aird prof-essional relations with students. colleagiies.
parents. visitors and other stakeholders.
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or functioning of tire Institution.

2. Attendance and Working Hours

l. Employees shall remain present on all wor:triing days as per the prescriLred College timings.
2. Employees shall maintain punctualitl, and regular attendance.
3. Emplo-vees rnay be required to attend the Institurtion beyond normal working hours. on

holida_vs, Sundays or during r.acations q,-henever required due to academic. administrative or
other institutional exigencies.
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3. I-.,eave

i . l-eave shall be availecl only after obtaining prior sanction f,rom the competent authoritl.
2. Employees shall not remain absent rvithout permission or sanctioned leave.
: Th,' l^^' ' ^^rirl^mnnt ^l^^,'*^l^.,.^.h^l! l^^.'^.,'..^^,-{ L. rL^ ^^^l:^^l^l^ ^^^^i-r,*.,,., ,.-l ,-r. I lll lLd\L LlltrilLltrr!ll. (,1 (lli UiilplUllU 5iiali UU YU\UiiiL'U U'\ tiiC A[)illiCAiriU AppUlilLltie iii UfUCi

and the lea.re rules in force in the lnstitution.
4. [n case of emergenc-v. the employee shall inform the concerned authorit-v at the eariiest

possibie opponunity.

4. Duties and Responsibilities

1. Every employee shall faithfullv perforrn the duties assigned to him/her.
2. Teaching staff shall underlake teaching, practical. examination, project. laboratorl,'. acadernic

and other duties assigned b,v the Institution.
3. Non-teaching staff shall perfbrm administratir.,e, technical. latrorator.v- oftice ;-rnd other dr-rties

assigned to them.
4. Employees shall maintain the reeorils and doer-rmenl,s entrr-rstecl to rhem ploper^l1,.
5. Emplovees shall participate in institutional. co-curticular. extra-curricular anc! other activities

rnhenever assigned.

5. Prof,essional Conduct

1. Emplovees shall maintain prof-essional ethics and shall act irnpartially' in the discharge of their
cluties.

2. Employees shall not misuse their ofllcial position hrr personal benefit.
3. Fr',rplo-vees shall not enter into monetan' transactions rvith students or their parents/glraldians

in connection u,ith their oftcial position.
4. Enrnlorces sha!l not accenl gilts- nccuniarr hcncfits liee scrr icrs or,,'the-r adranllr,,:: lionr" ""'f f . t,..-. ! ILLJ i'r '-'tllLl qu!qri(Lib-,' :!l'!ii

students, parents/guardians or persons connected with the lnstitution by virtue of their
emplovment.

6. Private Tuition / Outside Employment

1. Emplol,ees shall not conduct or engage in private tuition or private coaching classes.
2. A whole-time employee shall not underlake an,v other employment. prolession. br-isiness or

work. honorary or othernise. p,ithout of the competent authority
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7. Publication and Academic Material

1. Employees shall obtain prior written permission liom the Principal befbre publishing books.
papers, question papers or other academic material u,here such permission is lequired under
i,.. , i r, ,r i ^^^ l -, ,1^,,iltJLltuLtullal IutL5.

2. Emplo,vees shail not use confidential institutionai inlbr:nratiern or examinatioit rriaterial lirr
personal or unauthorised purposes.

8. Equality, Respect and trnstitutional Discipline

1. No employee shall practise or encourage caste discrimination. comrnunalism. untouchabilil-v
or any other forrn of discriminator_v behaviour.

2" Hmpkt,vees shall not encourase or ir:cite students or staff to engage in disorderl,v conduct.
3. No emploi'ee shall cause or encourage darnage to the property o{'the Institution.
:1. Emplo,vees shail maintain a saf-e. respectfirl and inch-rsir,'e environment w'ithin the Instirr-rtion.

9. Institutional Property and Resources

l. Employees shall take reasonable care of College propefiv. equipment- laboratories.
docutnents. turniture and other institutional resources entrusted to them.

2. Institutional resources shall be used only for authorised pufi:loses.

3. Any loss. damage or misuse noticed by an emplovee shali be promptly reported tc the
concerned authoritv"

1"0. Fersonal Records and Information

1. Every employee shall providc- correct personal. educational. prot'essional and other
infbnnation required by the Institntion.

2. An-v chatrqc'in residential address. contact details or other relevanl personal inlbrnration shall
be communicated to the Prirrcipal/OfTice promptly'.

3. l-he institution shall maintain the employee's serviceipersonal file containing reler.ant
annoinlmcnt rlrd serr ice rec()rds.

11. Medieal Fitness

Erniiloyees shall compl-v i,vith the rnedical
required, an employee may be directed to
practitioncr spcciticd bv tlic Insiituiion.

by the institution. Wheie
b_v a registered medical
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12. Transfer / Assignment of Duties

For administrative and instittitional requirements. an employee rnay be assigned duties in another"
department, section or institutional unit as considered necessari bir the Principal/competent authorit-v.
suh.lcci io thc icrnts of appointmcni and applicablc i"ulcs.

13. Resignation and Termination

1. Resignation shall be submitted in writing to the Principal and shall be governed by the notice
period and other conditions specified in the emplo,vee's appointment order.

2. Termination of service shall be governed by the terms of the appointment order. applieable
sen ice rules and relevant statutor,yhegul atory provi sions.

3. In case of fixed-term appointment, the service shall ordinarily conciude on expiry of the
snecified tenure unless renewed or otherrr, ise continut'd in u rilirrg

14. Compliance with Rules

Ever-v emplo-vee sirall compiv w,ith:

. These Service Rules & Regulations;

" The terms and conditions of his/her appointment order:
. Applicable statutory and regulatory requirements:
. Institutional academic and administrati..,e procedures. and
. Lar,v{ul instmctions issued b1, the Principal or competent authorit_v

15. Amendment of Service Rules
'l-hese 

Service Rules & Regulations may be reviewed, amended, modified or supplementetl from
time to time as required for the efTective administration of the Institution and in accordance with
applicable rulcs and regulations.
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