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1. Leave Policy

TRINITY INSTITUTE - oo 2y

r
= MAAL Accrodited institution

LEAVE RULES /POLICY

. 1. GENERAL

Leave IS a pronision (o stay oway from woek for genuine reasaons wilh pior aggroval of
thie @uthontaes. 1§ iy e gpranted for & casual purpose of @ planened activily, on medecal
grounds of in axira ordinary condilions, Leave rules have been frarmed in conformity with
ther axisbing morms and practices and has the approval of the Governing Body
Managemenl Commitles. These rules shall be applicabds with efect fram 01% January,
D to ol employess of ihg Institute and supesedes afl provious rubes and notifcations
on the subject. The beive rules ang subject to aleration’ moddication’ review al the
excieive discrotion of the Govemning Bady' Management Commitlivg Sthar @ pat oF
whiole, B &y lirne heroalter,

2. APPLICABILITY

Thess eaves rule shall apply to aff regular and conbracival Facully, Admin and Techmcal
staff of the institute as per ihe respactive eligibility criteda specified under sach categony.

3. BIGHT.TO LEAVE
Leave cannot be claimed as a matter of rght by any smpioyes whatsoewer, and whenever
academic of administrative exigencies of work so demand, lsave of any description Friay
mMurm,wﬂﬁwmwﬂplnfhlmmhﬂmﬂJ
postlponsd S curtaled / revvobied / dended by the competent Eanciicndng Audhrity,

Applying' avmiling leaves In oxcess of enbilemant (even withoul payl will be viewed
adhversaly and could afféct continupstion’ conlirmation’ oppraleal’ renewal of CONrECL
whichewer s appicable as LWP, e oy

IM-'H'FIJ St 1, 0 a0 Vsl By, Wi g s Bom, 0 Bbesligs Fliwlionn, Bass Ukl - } W7 )
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4, SANCTIOMING AUTHORITY
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5
Mo, Leaye application |;|5- Loaren iy
nubhearity

Déree b il
| Chir Cieniaial bareilor, Do bor catdomi: =

QS0 Adenny, £y Ly
z Micwe than wn diys odve on any kel - Chasman
3 | HOD, Co-ordingtar Ragisirar Depcior
4 | Faculty and Technicsl Seall . Dérectar
] _:‘l::lf_rrrﬂral--.-e Sladi - . Director

o mﬂ‘_cm' Leave for Faculty Professional development shall be sancsoned by
;unl : alrrran ¢ the Instilube, Do prior approval’ penmission must be obtaned for
FIEIVRS and in no Case "post facks” aporevall sanctian will be ghven.

€] Sludy Leave! Academic Leave shall bo sanclionsd by the Chaimss on fhe
recommandations: of the Management Committes of Iha Institute Belarg
sanchoning study leave, guldelines! standard if . it
! oparaling proced i &
HR will b compled with, 2 M

d) The leave year shall run from 1* January of every e 10 31° December of that
bt miber of ¢

Chairman (lor moee than 2 days). (lor 2 days) and Hon' pie

i The leave pobicy is subje] o bo revisad as par tha prevailng sitaution Wi by

he managemanl ol the inslibuion, .
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5. CATEGORIES OF LEAVE [FOR TEACHING STAFF)

The follawing calegones of leave shail be agmissible 1o members of the staft
CASUAL LEAVE 0L

MEDICAL LEAVE (L

- VACATION LEAVE (VL)

SPECIAL CASUAL LEAVE (50U

GGSIPU EXAM DUTY LEAVE

COMPENSATORY LEAVE

. BHOAT LEAVE

H, STUDY LEAVE

@ mmoo o

A. CASUAL LEAVE

{il AR regular and contractual employess ans ebigible for 00 doys of casual keave per
Rrademic year credited on 1% January of every year, Emgloyens who e
appainted during the course of the yeer shall be entitled to @ on o - raka
basis.

{1 Casual loave can be combined with Medical leave and Speclal cazual legve

gif)  Casual leave may be granied at the exclusive discretion of the sanstionin ;.
= outhority a5 and when the oocasion arises, provided thal the tokal peded of
abgance Irom culy does nol exceed hes days af a thme,

I:I"II"] Unitifzed cosual leave in any academic year will pse and can reihes b
carmigd fareard o the nest year nor en-cashed.

Ini
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C. VACATION LEAVE
Tl Caam 1 e D Mkl B TN inghbute for any af (be co
LEL L H 1@ Chibc iy o inglaecth,

W Vacoton Lrs. e o ol reguis ’ o
Sy v iy GeSPU Aearieenee colerets A o . e o it B
. . dhet v ool S retEute an [ it (4 clarvcd i
yeml,

[ T ;
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D. SPECIAL CASUAL LEAVE

W SCL is introduced lor the LaCulty W0 owbreach Bcpcermes actiibes ErEra ol
siuation. SCL shal be granled for scademe PR re warch work &
professional imosamant with the outside workd Subwect 1o satslact ol 1
manapement commilies thal such gave wa oMol InSbluls s
academss envighment of the iaculty concerned., .

() Whenevar "2 "acu'ty s on SCL, the inglitule shal nat be iabie for gy 1
obligations o hatssever incurred by the faculty _|I .
.f-r

() Iy case of faculty, STL shall oy be apotiad when a faculty has no ciss or ortz
the casses foe a1 day have besn taken in advance’ adustment wih -!r.--
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¢ TRINITY INSTITUTE # At 1 GO ety

sl MuanwpEr Dbl Moles Hesad A

Wiy Bl M wilisiiratom o ol s Py e e ol

WN ohika ooy CL. it & mandabry lo append e inetatio
malaccoptance ktlor sho. along wilkh (ho nowe apglication asd B 500
econmisaiclixd o respeciveg Chsl Gocoetleaios. HIOD aned Cigast

¥ Maximum permissible Emil for spocial casunl Leave ihai shall be granied in 3
cafendar year will ba 4 1.8, nol more than 2 days per secnester. An SCL can te
Exken in hall alsa for ¥ day subject 1o prior spprova

i Faculty must have complated. 18 months at institide in arder to ava! Specls
Casval Leave. Only in case of apocial recommendations by the Direcior ad
price approeal of Chainman of the Instibule facully with less than 18 monihs ot
insBule in onder o aval Gpecial casual Leave . Only in cass of speca

recommenciation by the Direcior and prior appnoval of chairman of the betiuss

Faculty wilh kess (han 18 months association with instibule may be gra-!

Special Catudl Lesnae, This will ba dors &s an exceplion oy

E. GGSIPU EXAM DUTY LEAVE

Faculty mémbers who have iokal lsaching saporence ol thvee yoears will be
granbed oificial lave up 1o 5 days in & semesber (4 days Evaluation
CHTI S0y LA} tor olficial work  as th'llsil'r Repiesentalive eocam oy
evaluslion ol exsminations (Theoretical and Practical o plasnid
considering institule work al 1he samae Bma,

F. COMPENSATORY LEAYE Ll

Facuily mpvb=as will be grarded compersalory eave lor olicial woik
Inglilails oo oty I nslilute Sgansl vy woukly ol & oMicey Gaceitp.
hedinta e, s Dy ol loave woll Lo granded ity gy non-scademes donge

Crodtcarb B brir 10 it o o e, ket Ewaieiig Yaw  14] Abasdios Slalint My [heis
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B L of 1he B CL ordy 50 1 Baves will ba granbed bo avad walhaul poaor Beedral
resl 50% has 1o be mvassd with podr approval onty rom e Suthonty OF Goutds
iR Aol for each day wif ba deducied, Tha e nde will bo apphoable 15

THNRCA vy

1 frespii Frafm

If Gy o yo@ rosigng, coodil of fhether bave of any Ked sha

£

date of rosgnation. However, Leave cnodited info his/ her account wad b pro-fied
as on the date of resignation and may bo avaded subjoct 1o the prof appeovi of

tha sanctianing authonty

di Leave of any kind whalsoover cannot be avaded without peide Spprova once
resignation has been submitted. In case ks B avaled willoul prer apoess
Wil tantarnount 19 non-complance with the senece ndealodse e Aporoprate
action including freezing of sondce bonefity/ dismissal from the senvice can be
inftiated undor such Croumstancos.

al i

o) During the pericd of lexve, Bn empioyed shal nol kG up OF ATCED Ay
employmant or wirk whethor o0 remuneration or withau? remautaralion

fi During the perad of suspension, an employoe may Not Be granted any kond of
lpave.

gl Before procesdng on heave., an omployod shall nlimala 10 g Samiong
authorty and the peveon /3 respansible for locking after hisher dutes Qunng the
abenca liaher podress includng emad address whiks hav'sho & on leave and shal
koop the sad authonty informed of any changes in address.
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1 An SMTyee O B mdy be Alrwendd o pelunn bo orly Py e wapdry of [Bgen
provided ha'sha should Aatily The adminstralion depardment in s 0 1virg
fedsong for resurming work bolors expary of leave or for Cancoltation of keavs tuly
Bppravid Ly the sanctioning authority.

i Besides duciphinary . soton which could Inchady susodiison and of bermendten
from the sorvices of the institulp, oo late arrvals to work (rot caetdng ¥ @
hour earch) and / or varly Separtune brom work bo'ore he schedulend time Metars |
an howr of the day end) in o month will be considonsd as ¥ day CL

K Salwry of gtatt members wil be withheld if ke fohe = LNl withaat nteraten for
e a3 days. Salsry In such ciSes can be redeasod oy afblsr Spicific
spproval by the Managemand of ihe instituls

b LWP taken during academis days por semester will bo calouiatod doudle  leaves
and Ihe sama will b deduciod kom vacation leaves.

mj Ay Faculty in 8 fumdy way has bo inform management in advance Le. sanm 0o
moniths
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WACATION LEAVE
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BEST TEACHER SCHOLAR AWARD

Un the basis ol year round evaluation, a commiltec o
and every fﬂﬂll“—}" who has put in two years of sors
Institute, based on the guidelines and norms providerd
self-appraisal form is filled in by each and every eligible faruls

"u".|_ ]

member within the cut-off date. The following award and rew
are canferred to the Best Teacher Scholar!

1. A certificate of the award

2. One Memento
3. A Cash Prize of Rs.21,000 [Rupees twenty-one thousand

only)
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SaChard vl oMb iy D Yo i e vaned il o 3 1)
Flighe for suwipeting For Slad U0, Vel Monrorts! Poa Tewls

LHTHLADL B

L Unly ane Facully Meaibser ol 1805 willl e ohosen HEST TEALCIEEI
acadomnle wear,
There will T 3ol dugros appraiast: (x) Fr!l'.-ﬁ.p;'l:l.ll:lllf Huelens' Agpeaica; (2

Apywrinald by peers; and (d) Appeaial by Adminisrapien. The meciness s 2 oo
3 Fhawe o sppridsale ape iz B0l T

fa¥

il Hell Appraisal ([E
{1 Studemis’ Appralsal [Lrst
{2} Appraizal by pers 03
() Apprsdsal by Adrsindstracion 133

TOTAL MARKE 4m
A The peocess of sekeetion of Bert Teacher Schaba: Bor B vere =30 b ot Soliows

il

In the Gieet ey only thoss wachess wiil be shoctisted wha have B 00 secse '
folloving merios in etah o the T dreepl=als: . i Bulve ot seoted B

Drescriptioe . _"{FHI-II:I-" eage
s

Salf Appresdsal i v
Snpdents” Appoisal TS50 H
Pezra® Appralsal Tose " .
Adms Apeeaizal d a8 U5

In mop twa, ﬁnlmﬂﬂmmbuﬂﬂdhﬂ@ T the woac
. s . ik : e sanaing
biphen ﬁ::hl: B eiitine fous cxitenin skall ba doclsred Bost Tty

i Iffnmiﬂ'tilrﬂlﬂhﬂllulhmuﬂhhﬁﬁmnr
- = iz reoding fu tho ghyve
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e tescher scating highes! marics toeafing the entile four oons
i ared Dest Teacher Selolar of the yoar, p

Ry

4 Rk
h O ed

"in :uﬁ'ﬂ'ﬂ: nol even a mingle leacher who qualilizs h:;, A Bt
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Filled in Peer Feed Back Foreas will b subemitbed by the pescliors disnetiy an i5s [
1] ‘h.-:!:hr:ﬂ compeaing for the Awasd will 1) p Self Appralsal Foom
i L*::r Director abong with proofs and doeumests Vhareves pocenay
preed iad Socuments, where necessary, ZERO shrks will b gaar

]

11 Dirscinr will werify e [scte claima mertioned in the SaiF Anpraios] Bore fmo oba
Ehltrtﬂﬂﬂm.w,5|mnu1 S';'Mrﬂ-r_!‘_.lrsplkm_.ﬂ; PPRALE Foem Som ths
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miarks aliotied for euch stiribute shall be mestioned in the appraisal form itself

11 .-'.*':ﬂnu'l:..i'lh:'t_ comprising CO0E and maximum of fws
al the wwand in I-IFE Pt wlll compute marks ebsined
maaues and wabenit the same fo the Direstor for nowear
for Firmd selection of B winmer.
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2. RESEARCH POLICY
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MU TRINITY INSTITUTE OF PROFESSIONAL STUDIES

e []
i ¥ Sectod-9, Dwarka, Mew Delhi- 110075

‘f’ & [AMiliated to Guru Gobind Singh Indragrastha University, Deiki &

—— ) Appeoved by Bar Coungil of ndls, Wew Delbd)

: i i 1 * & s Ranked iratiutiss by SFAC, Govl of NCT of Delhi
Lo o Regapraved undis section 2{fhol the UGE &ct, 1956
Acoiediled “B+e” by NAAL
Rexcarch Pelicy
Adms off the Research Polscy

% research podicy of the instinse smms % cieage and support @ pescarch cultime silg
Faculiy members, il and students aid kverage it for inriching 3nd enhancing the priiesshml
compesenoe of thent; for developing and promoding scienlifes tempet and research apliteshes ol
all Yearners: Bor reglizing the visiog bhd nikssions of the collepe =nd for comributing fo natjesal
development by cstablishimg 2 plan fov facifiting iheir panicipation 15 pescarch and rekated
serivitics and By proniding the requinal rocmroct and appropriae Beilities

It sllso sims 3 ensuring that b rescarch activities of the college confomm 1o 25| ppplicable rules
and regulation #a well a8 B ik puigbliabed sandards and scems relaling 1o sl and ethical
crndoct of rescanch

Scope of ibe Research Policy

Scope This Rescarch Policy foms the hasics of the research cthics of the inshlsic 3ad is
implemeszed in all the deparments and it serve as the guidelines for the funclioniag of s
Rescarch cell of the eollege

This pelics shall apply 1o all ihe peseacch and pelated sstivities of the colbege and foe the pusposs
of this policy rescarch and related sctivities will inber alia include,

| Rescarch activities inchuding busic, siranegic and appliod reseanch usderiaken other
Fulfilliag the reguiremeei of seademie degrees o for solving problems
7, Scholarh activities Intended 1o expand hnowledpe bowndaries by analysis, synihes
irerptetation of idead and information by making use of rigorous methodologies
1 Knowbedge compilation and communicasion inilistives for keeping sheean of oo,
devclopments in any knowledge domain such g5 writing of taxibooks, chagions o RuiPochs
monegraphs, developing wpdaning dumilum, e
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Hesrarch Molicy lmsplomendation Bbechamism

The Rseamch el ol the ollege shall be rosgwscable T spdems i M e Iy pasdicy a#l
ihe vallepe by verking chsely nitl ihe collops gzl U sywwillie pooles ol |’ L o
b resecamch el will be as [llons

I. Facilitie e Beulty in wadaraking nevarch and will wek wish il follips mansgpasil

T, Prondde rescarch Dagilitics in tor of wacsech foumals, solivare libe st sl sl
. il sgmarisam reiiebrend by b Enculty.
1. Encosrape and promoie o rescarch culbite {op. traching ok o ad pownisasin, el

fior atberiling coalinsees o).

4. Encoumpe lbe faculty to undoriike rescorch by collahorilmg with v prains i

orpanigatboary’ induisiry

Orpaniss workshops! brining proprammes’ seeilision Propranuis 3 comdoctied by i

irsdiggtion i promeole a nescirch culbae o campus.

6, Prepare budgets o supporiing sisdenis” soecmch projods Make ¢ffoas i popne he
praibabifily of resgarch infrastructure requircssonts bt L ilstate nedacirch

7. Divchop and implemont an official Code ol s 1o sheck malpractices and plagtarem in
rescanch.

B Facilitsie Interdepanimental Hinterdiaciplinaey roscinch pogects

T

Imstitute Rescarels Awanls

.Creste incentives far the Eacully wheo reodive state, intional sl insernational recognitio £
pesearch contributions ns well a1 ressarch avands and recognition fnam wpuled pooleasie
bodies and agendiss.

2 Facournge sd pomole the pishlaation ol meseareh articles by the faculty im neputed oo

pourmals.
. 1. Publicise the rescanch u;rﬂi:mmr.}'nmﬂili[n avadlabie im the oollepye
4. Preparc Rules & Guidelines fear Craanl of Reewearch related leave pmed vither pemmissiaos
&, Pecparc Gandelans fior destpn s gvalustinon ol carriculuss gaionted ressanch prajois
f,, Prepan: 3 college rescarch agsnda wlli relalive privities,
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®  Toadenuty fxculty members who can work as leaders in the field of rescarch nd encnurag
themy b undenake rescarch propects, studics anud sirvey:
. ® Lo agquire projects. market surveys and other rescarch actvitigs b acquire AESlanes

other business hauses, indusines, NGOs boards and Tomems
®  E-Joumnals are pvailable for reseanch study
®  Stmstical software ane avaalable for data analvsis

& For the onginality and quality content Plagiarism checker soflware i alse aval phle wilh 12
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