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6.3.1 - The institution has effective welfare measures for teaching and non-teaching staff
and avenues for their career development/ progression.
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Certificate of the Head of the Institution




ANNOOR DENTAL COLLEGE
& HOSPITAL

TO WHOMSOEVER IT MAY CONCERN

5
v

frq_h

Trocel

L
-
e
"y
"

;L LERE
2
'
"
%,

Recognized by the Dental Council of India, New Delhi
Affiliated to Kerala University of Health Sciences
& Recognized by Govt. of India

This is to Certify that The Institution has effective welfare measures for both teaching and non-teaching

staff.
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ANNOOR DENTAL COLLEGE  recognized by the Dental Council of India, New Delhi,

Affiliated to Kerala University of Health Sciences

& HGSPITRL & Recognized by Govt. of India
HR POLICIES

1. All the original certificates regarding the qualifications and working experience shall be
produced for verification, along with their photocopies; which shall be retained at the
College office

2. The employee is bound to work on full time basis and discharge thier duties exclusively
to the interests of the institution,

3. The appointment is based as per the approval of the Chairman / Director of the College

4. Maintenance of decorum, discipline and punctuality and professional excellence of high
order, commensurate to the post

3. Additional duties, administrative and any other duties if and when assigned / allocated
by the Principal with the concurrence of the management in the interest of the College
shall be accepted and performed to the best of your ability

6. The employee shall not accept any other assignments of any kind from any other
institutions while serving at this College and shall give an Affidavit to the effect that you
have not given your name to and / or cause to show your name in any other institution
in any capacity

7. The employee is bound to take permission from the management before representing
the institution elsewhere

8. The employee will be model and source of inspiration to all others in the College in
maintaining high personal / professional and ethical standards

9. The Income Tax, Professional Tax and any other statutory Tax if any payable, shall be
deducted at source as applicable at the time of such deductions

10. The employee is eligible for leave as per the regulations listed in the College

11. The employee’s services may be relieved at the discretion of the management
represented by the Chairman / Director without assigning any reason or whatsoever by
giving you one month’s notice to this effect

12. The employee can relinquish the services at our college without giving any reason or
whatsoever by giving three months’ notice to the Chairman / Director representing the
Management of the College to this effect or in lieu thereof a sum equal to the
amount of salary which would have been accrued by the employee during the period or
remaining period of notice

13. The employee should be present in the College during the working hours

P
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ANNOOR DENTAL COLLEGE  recognized by the Dental Council of India, New Delhi,

Affiliated to Kerala University of Health Sciences

& HOSPITAL & Recognized by Gowt. of India

14. The appointed staff of the college will continue to work for minimum three years in that
capacity and a prior permission from the management is required to start your own
clinic/establishment within the radius of 10 kilometres from the institution

15. Any matters pertaining to the institution should not be disclosed at any point of time.
Confidentiality of high order to be maintained throughout your service

16. As per the College regulations, those recruited staff can be relieved only at the end of an
academic year.

Puthuppady P.0, Muvattupuzha 6856
Ernakulam, Kerala, India,



Lo,

e

- g,
k. *::.'.‘;it"d-

ANNOOR DENTAL COLLEGE Recognized by the Dental Council of India, New Delhi,

Affiliated to Kerala University of Health Sciences

& HOSPITAL & Recognized by Gowvt. of India
Guidelines for intment of Teaching S

SELECTION CO EE

Chairman - Administration

Director

Principal

Vice Principal

Head of the Concerned Department
Senior Staff member of Institution
HR

Staff Advisors

RECRUITMENT PROTOCOL

*The selection committee shall prepare a job description and job specification for the candidate
to be recruited.

* The committee shall augment candidature from any or all of the following sources:
- Advertisement in the Newspapers

-Files maintained for storing the unsolicited applications

-Campus recruitment

-The committee deems it fit, may also conduct Walk in Interviews for augmenting the required
candidates.

* The committee shall short list the candidates in the following processes:
- Personal Interviews

- Aptitude tests, including class room demonstrations

- The committee shall finalize the short listed candidates

-Final evaluation and recommendation js prepared by the committee

-The Principal and the Chairman who in turn Interview the candidates and decide on the
appointment.

An Offer of appointment shall be released by the Principal/ Chairman o |

Puthuppady P.0, Muvattupuzha 686673 ann | ediffmail.com 485 3815217, 2815917
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“* All appointments are subject to the discretion of the management policies

Attachments :

Personal Data Sheets
Appointment Offer Document
Show Cause Memo

Leave Forms

Puthuppady P.O, Muvattupuzha 686673 annoord
Ernakulam, Kerala, India.
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ideli intment of Non Teachin ta

ELECTION COMMITTEE
Chairman - Administration
Director
Principal
Vice Principal
Chief Operating Officer
HR

Staff Advisors

RECRUITMENT PROTOCOL

*The selection committee shall prepare a job description and job specification for the candidate
to be recruited,

* The committee shall augment candidature from any or all of the following sources:
- Advertisement in the Newspapers

-Files maintained for storing the unsolicited applications

-Campus recruitment

-The committee deems it fit, may also conduct Walk in Interviews for augmenting the required
candidates.

* The committee shall short list the candidates in the following processes:
- Personal Interviews

- Aptitude tests, including class room demonstrations

- The committee shall finalize the short listed candidates

-Final evaluation and recommendation is prepared by the committee

~The Principal and the Chairman who in turn Interview the candidates and decide on the
appointment.

An Offer of appointment shall be released by the Principal/ Chairman -\

Puthuppady P.0, Muvattupuzha 686673
Ernakulam, Kerala, India. ;
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“* All appointments are subject to the discretion of the management policies

Attachments :
Personal Data Sheets

Appointment Offer Document

Show Cause Memo
Leave Forms

Puthuppady P.0, Muvattupuzha 686673 anpee:
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ANNOOR DENTAL COLLEGE u—.amnm.. MUVATTUPUZHA
LEAVE RULES
Thesse rules are applicable to full tme s1aff attonding 10 duties six days 3 weok. Management has thi
suprema Hight to refuse o revoke lexes of any king, 2 i

General Conditions

1. No Leave can be cloimied 0s a matter of righe at any time. It will be allowed by the discretion of
the Head of the institution/Dircctor,

2 Leave should be applied in writing in the preseribed leave application form.

3. Mo employee shall proceed on leave except with the written sanction from the Principal /
mmmmmmrmmmmmmmmqhHm@mnu
handed aver to the persan designated by the autharity concerned in writing before proceeding
ot annual leave or long leave,

4 While applying leave, the employee should suggest an aliernate person to carry out hisfhor
dutles during the leave period. 1

5 wmmmm«wmumnmmaum“pum
for mare than 7 {seven) consecutive days shall be decmed to have valuntarily shandoned
employmient ol his/her own accord,

6. There shall be 13 (thirteen) Festival Holidays including 4 (four) national Halidays in 3 year for
all category of employees.

7. Maximum number of leave on medical ground 1% restricted to 30 days in a year. Such leave will
be leave without pay. Ou such ground the employes has to produce 3 medical certificate from
the medical officer authorized by the management. On expiry of leave the employee should
produce a medical Gtness certificate from the sald weidival officer

a Th:mummwmlhnmpmmhmmumumwummmm

9. IFan employes Is in judicial custody and applies o Lean® die monapement will not be bound to
prand him/fher leave ¥

10. Mo employee will be granted any kind of leave after submissian of notice of resignatim from
mummqmmuhmmmwwm be extended mapuwd
equivalont to leave availed %
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~annual Leave

V1 All Teaching Staifshall b entided to a nadaiii of S0 (tiny) doys Annue) Leyve enlewlited at
:?”mdmdiy mmmm«wmunw Annual loave will be considersd
[ mmﬂmﬂ;mh 15 (¥ifteen) days of Annual Leave ina yedr.

13 !mmmm.-m be availed only after expiry of Cosual Leaves, However, single day

Leaye on Saturdays will not be permitied, untl aind othorwise, speclaily recommended
Pand approved by Prmdp.ﬂ;mmw

m. v heavm shall not be prefined feaflined with casisal leave, compensatory leave o

14 Al linlidays including weekly haliday {hnda;}mtq with in the period of annuel leave will be
Tt ag (save

e Ewpmstinent nﬂmmm farm is noadmiscble. In can of deficiency of staff in 2 Dopartment,
1 e basis of the tecommendition of the HOD, Principal/Director can sanction payment of
akary tu the emplover ler not avalling Annual Leave

Fi- hiptication for Al lewve shoubd be made tnwriting in the prescribed form at least 07 [Seven)
vy o advanoe

HE sl leavee adimtissibie may be accumulated up to @ maximum of 60 dayz in credit and i
vy af &0 days will aotemarleally lapye,

1 Usigtlly no pxtension of Annual leave will be sanrtioned. In ealgency, i an employes proceeding
wiv gl leave desires an extension e /she-shall malee an application [n writing 1o the authority
in ndvanee and get necessary approval.

ZIWhien the 1L D in-charge-11 0D applics fur leave, the consent of the senlor mast stafl should

T oot

e

Casual Leave

11,l!l‘l‘nﬂu}ﬂtysrmu_lmum:uﬂmnlmeuMMrmr[lﬂ
lanuary to 31 Decomber} for casual and unforeseen purposes.

22 An employee can continuously take 3 maximum of seven days Leave except in the case of Annaal
leave.

23. Half day casual leave can be granted to any employee of the institution,

24. An employee, who is appointed in between the calendar Year, shall be entitled for casual leave
ana pro-rata basis, t
25 Halance of casual leave as on 31 December in each year shall lapse.
ummmmmnmnmmmmm e
27. Casval leave should be applied at feast one working day in sdvance. b

Fage 3 o 3
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ngﬂnmduﬂuﬂﬂt mit more than dla weehs shall preceda the date af escaqted
11 the coss o aborsian up 10 12 weeks o fregmanicy v without by el he sancsioned for
mﬂhrmm%&hhMr,thnm
q.tﬁhmhummhmmﬂmhnﬂm
HW_MHIhﬂlﬁduﬂhmu-mm«m-ﬂlmmﬂlmmwmm

Nattonal and Festival Holidays |

B4 Thieve shall be 13 {thirten) festival holideys inchoding natianal holidays In u year Such
Testival! Holidays shall e tlncldreid by the Manageinimt

5 Wanyaf the National,! Festivit Hilidags falie en 3 Stinduy na substicibe holidsy shall be atlewd
fie smch o day.

Ol beave

nmmmwmmmmm&mwhm

This leave rules may be made effective from 91.04.2018
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Puthuppady P.0, Muvattupuzha 686
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__....-___,mhwhudmh-lunmﬂmmmmrﬁmhm
s G U follomaing tevmy pnd conditions: -

1 MHIa&mMNMumhmm

L Mmmuhﬂmhmdmumr”fmm
{KUH5) and Diental Counc af ks (f5c)

L m-emum:n;hﬂwmmﬂmmuamuw
Callige.

4 You are wlgibin fo leae i per the coliege puidelings.

Mﬂﬂhmww&nmmmmdﬂhmihm
thanmdehmla
dewmed necrsaary by the m.mmauhﬂn.hudm
petformante you waid e conidened condirmed,

[ ] Mhumdm“nwm-ﬂwmmﬂumw

mmmmmutmdmrmdwm

WAL warm bt good withes.
Yomrs Painthally,

Dérmctor
1Mﬂhmﬂmuimdmj
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