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® To Nurture Global Business Leaders Contributing to an
Inclusive and Diverse Society.
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PREFACE

Welcome to the G L Bajaj Institute of Management and Research, Greater
Noida!

To those of you who are presently members of the faculty and staff of the
Institute, | extend my sincere appreciation for your past loyalty and devoted
service.

We are pleased that you have become a member of G L Bajaj Institute of
Management and Research. Greater Noida family and are confident that
you will contribute your best to overall development of the Institute.

A growth-oriented Institution requires the co-operation of its stakeholders.
Your position in the campus is important to our total effort, and your personal
success will be determined by how well you understand and accept this
paradigm. This Service Rule has been prepared to assist you in carrying out
your duties and to make you aware of privileges and responsibilities that are
yours as an employee of the Institution. A variety of information has been
assembled here. If you have specific questions that are not covered in the
following pages, please contact your Head of the Department.

AMMENDMENT IN SERVICE RULE

The Board of Governors have absolute power to insert new service rules, change the existing service rule and delete any
provision of the service rule either from the current date or from retrospective effect.

However, till such changes are made the existing rules shall prevail.
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Service Rule Book - 2025

CHAPTER -1

PREAMBLE

These service Rules shall be called the “GLBIMR EMPLOYEES SERVICE RULE”, and shall be applicable to all the
Employees of GLBIMR, Greater Noida, Uttar Pradesh and shall come into force with effect from August 2020 (Amended on
July 2025). This is the First Official version of the Service Rules. The Service rules shall be amended from time-to-time
based on the various enabling Acts, Government Rules and regulations, Stakeholders Input and other parameters which
shall evolve over the time frame.

1. SHORT TITLEAND COMMENCEMENT
1. Theserules shall be called the 'Service Rules' of G L Bajaj Institute of Management and Research.
2. Theserules shall come into force with effect from August 2020 and as amended from July 2025.

2. EXTENT OF APPLICABILITY
1. These rules shall apply to all teaching and non-teaching regular employees including Group D employees who
are in service of the Institute and to those who join their appointment subsequent to the promulgation of these
rules except where separate rules are given for one or the other particular category of employees.
2. Whatis said of male employees, shall apply to female employees unless it is repugnant to or inconsistent with
the text or context; in as much as they do not in any way contradict its working.

3. DEFINITIONS
1. 'Institute' means G L Bajaj Institute of Management and Research or GLBIMR.

'BOG' means Board of Governors means the supreme body of the Institute.

'Director' means the Head of the Institute.

'Employee’includes all teaching and non-teaching employees.

'Competent Authority' in relation to exercise of any such powers under these Rules means any authority to

whom such powers are delegated by the GOVERNING BODY.

6. ’Employee' means a person employed for teaching or non-teaching work with GLBIMR, duly engaged by a
letter of appointment. These include teachers, clerical staff, Group D staff or any other Staff as full time or part
time, whether such employment be probationary /Temporary or permanent.

o wbd

4. GENERAL
1. 'The Service Rules are confidential between the Institute and its employees and all employees are made aware
about the Service Rule on joining the services of the Institute.
2. In case of doubts regarding the interpretation of the contents of this Rule, the decision of the competent
authority will be final and binding.
3. Anyamendmentto the terms and conditions of service recorded herein will require approval of the BOG.
4. These Rules supersede all existing instructions on the subjects covered in this Service Rules.
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G L BAJAJ INSTITUTE OF MANAGEMENT AND RESEARCH

CHAPTER - 2

Pay Scales, Associated terms and conditions of
service of Faculty members of the Institute

APPOINTMENT:

The appointment of faculty members at GLBIMR is based strictly on merit and by open selection. The advertisements
for faculty recruitment are published in newspapers. Candidates are short-listed on the basis of cadre-wise
qualifications, experience, and other eligibility criteria. Short-listed candidates are called to appear before duly
constituted Selection committee comprising of subject experts.

CADRE STRUCTURE:

There shall be one post of “Director” who will act as “Head of Institution”. The cadre structure in the Institute shall be
asunder:

CADRE STRUCTURE FORTEACHERS

Level Cadre
1. Director
2. Professor
3. Associate Professor
4. Asst. Professor

The required total strength of teachers in the Institute shall be determined on the basis of the student/ teacher ratio
according toAICTE norms.

QUALIFICATION:
The minimum qualification of the faculty members shall be as prescribed by AICTE/ UGC.
PAY SCALES:
The institute follows pay scale prescribed by AICTE/ UGC from time to time. Presently following pay scale are being
followed.
Designation Pay Scales
1. Professor :Rs.37400-67000 withA.G.P. Rs. 10000 — 11000/-
2. Associate Professor :Rs. 37400-67000 with A.G.P. Rs. 9000/-
3. Assistant Professor :Rs. 15600-39100 with A.G.P. Rs. 6000 —8000/-
ALLOWANCES:
1. Dearness Allowance: As announced by the Govt. and approved by Governing body of the Institute from
timetotime.

2. House Rent Allowance: All permanent employees are covered by these rules that are not provided
housing accommodation by the Institute. They will be entitled to House Rent Allowance as prescribed by
the Institute from time to time. Any increase in the rate of HRA will require approval of the Governing Body/
Society.

HRA shall be paid together with monthly salary. In case of any employee who has been provided leased, rented and/or
own accommodation with or without furniture, no house rent allowance will be payable and the Institute will deduct
10% of his/her basic salary as his contribution towards house rent. All expenses of electricity, water etc. in such
accommodation would be payable by the employee.
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PROVIDENT FUND:

The Provident Fund shall be applicable in accordance with the provisions of the Employee's Provident Funds and
Miscellaneous Provisions Act.1952 and the Scheme made there under, as prescribed and applicable from time to
time.

OTHER BENEFITS
GRATUITY

Alump sum amount paid by GLBIMR to its employee as gratuity (under Gratuity Act 1972), when he/she leaves the
institute due to his resignation, retirement or on his/her superannuation. An employee is eligible to receive the gratuity
payment if he/she completes a minimum of five years of his/her service, provided there is no gap in his/her
employmentin those five years in the Institute.

ADVANCE:

The Institute grants to its employee an amount equivalent to 2 months salary as interest free advance once in a
financial year in case of any emergency on recommendations of the competent authority. The grant of advance is
admissible to the employees having completed his/her one year of service in the Institute. This amount is recoverable
from employee's monthly salary in 10 equal installments.

Apart from the above, an advance towards Travelling/tour for institutional purpose is also sanctioned and the advance
amount depends on the eligibility of the employee.

Forissuance for advance an employee is required to fill the Advance Form and submit to the office of the Registrar.
INCENTIVES FORHIGHER QUALIFICATIONS:

Ateaching staff shall be eligible for two increments in basic salary after the award of a Ph.D. degree in his/her tenure
with GLBIMR.

CAREERADVANCEMENT:

1. Formovementin the higher cadre/grade, the minimum eligibility criteria would be a Ph.D. degree.

2. AnAssistant Professor with a minimum of eight years of service, and a Ph.D. degree, shall be eligible for
consideration for appointment as Associate/Professor

3. Foreveryupward movement, a selection process would be evolved.

TEACHING DAYS:

The Institute shall have at least 180 full teaching days per year. “Teaching Days” shall mean actual class room/
Laboratory contact teaching days and shall not include days of examination/tours/event etc.

WORKING HOURS:

1. Teaching days: The Institute shall have atleast 60 full teaching days per Trimester.

2. The working hours in the Institute are 9.00 a.m. to 5.00 p.m. from Monday to Saturday with half an hour
lunch.

3. Institute shall remain closed on any two Saturdays. In case of any emergency, any employee may be called
for duty on these Saturdays for which a compensatory leave shall be given.

4.  Admission Department will be working on all Saturdays during March to July, keeping in view peak
admission time.

5. CRC, if required, will be functional on all Saturdays during the month of January to May, keeping in view
peak placement activities.

6. Two short leaves of 2 hours each in a month will be given to all the employees with prior approval from
Director.
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G L BAJAJ INSTITUTE OF MANAGEMENT AND RESEARCH

CONTACTHOURS:

As per adherence with Academic Calendar of every trimester.
Director 4 hours/week
Professor 8 hours/week
Associate Professor 12 hours / week
Assistant Professor 16 hours / week

Forthe above stipulations two tutorial hours will be counted as one teaching hour.

The work load of teachers shall ensure in most productive manner the utilization of stipulated 40 working hours per
week, with regard to the roles, jobs and targets assigned to them by the Institution. Teachers shall be present in the
Institute campus during the working hours unless engaged in official work outside as assigned by the competent
authority. The teaching hours may increase, if required or in case of non-completion of the course.

EMPLOYEE IDENTITY CARD:

1. An Employee Identity Card shall be issued to the employee after joining his/her duties at the Institute.

2. Allteaching & non-teaching staff are required to have the “Employee Identity Card" all the time while on duty
or during the official visit to any location for any official engagements.

3.  Anemployee is required to contact the Administrative Officer for the procurement of new ID Card, in case it
is lost. The new ID Card will be obtained on payment of Rs. 100/-.

VISITING CARDS:

The Employees in following cadre / department are eligible for visiting cards:
Director

All Teaching Faculty Members (On request approved by Director)
Registrar

CRC department

5. Employees whose job descriptions include regular public interface.

N =

TRANSPORTAND CANTEEN/MESS FACILITIES:

1. TheInstitute buses are available for employees from Delhi, Noida and Ghaziabad.

2. The facility can be availed by writing an application to Registrar, on a monthly payment of a reasonable
amount as decided by the authority from time-to-time, subject to the availability of seats in the bus. The non-
teaching staff can avail the facility free of charge.

3. Canteenfacility is also available for the employees for lunch and refreshments on payment basis.
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CHAPTER - 3

Powers of the Head of the Institute/Director

ACADEMICS:

1. Toensure that the Academic quality of the Institute is maintained. This would include keeping track of the targets as
well as the positioning of the Institute.

2. To ensure that the academic calendar is prepared on time & is adhered to, discipline of students is maintained,
reward & recognition takes place and there is a proper feedback mechanism.

3. To oversee examinations and to ensure proper invigilation with the support of Examination Controller and
subsequently, ensure proper evaluation and result issuance takes place and corrective measures are undertaken.

4. To continuously encourage & facilitate the Program Chairperson to explore launching new value-added courses in
curriculum.

RESEARCH/PROJECTS:
To encourage faculty members for conducting research and publication.
STUDENTS CONNECT:

To ensure that Alumni relationship is strengthened and is an ongoing process through regular meets and that their database
is maintained & updated regularly.

CORPORATE/EXTERNAL BODIES RELATIONS:

1. To oversee placement of the students by the Corporate Resource Cell team and that the industry interface is
maintained on an ongoing basis and towards this, oversees summer training gets managed smoothly. To ensure
that the academic interface with industry by the Program Chairperson is maintained.

2. To oversee that Registrar prepares and sends data and reports on periodic basis to various accreditation &
affiliating bodies e.g. AICTE, AlU, NBA, AACSB & BGA Amba. Also ensure they coordinate to ensure that there are
no lapses at the Program Chairperson to explore launching new value-added courses in curriculum.

PEOPLE AND ADMIN MANAGEMENT:

To carry out performance review of the Faculty.

FINANCIAL:

1. Annual budgetary allocation to different areas of academic & co-curricular activities.
2. Responsible for budgetary allocation of training and academic purposes.

3. Responsible for IT & other related academic infrastructure.

4. Responsible for budgeting and allocation of funds to various clubs & committees.

5. Director may utilize afund of Rs. 06 lacs per year.

Annual Budget is prepared for the purpose of implementing infrastructural development and teaching learning processes. Regular monitoring
is done in order to know the deviations and to take corrective amendments. All income and expenditures of the college are effectively
monitored by the Accounts Officer in co-ordination with the Director. The Institution monitors the effective and efficient use of financial
resources through the system of internal audit. It has appointed a Chartered Accountant who on regular basis conducts the internal audits of all
the transactions. Annual budget is prepared for the purpose of implementing infrastructural development and teaching learning processes.
Regular monitoring is done in order to know the deviations and to take corrective amendments. Allincome and expenditure of the institute are
effectively monitored by the Finance Committee on co-ordination with the heads of department and Director. On the basis of estimates
received from the different authorities / departments, Budget is prepared before the start of the academic session or Financial Year. Budget so
prepared is discussed with the Director. After that discussion, budget is amended to incorporate the changes as suggested by the Director and
budget gets approved. After that approval, institute can use the funds within the budgeted figures. However, if the Director feels that there are
reasonable reasons to increase the budget of certain expenditures, then after the approval such changes are incorporated in budget.
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G L BAJAJ INSTITUTE OF MANAGEMENT AND RESEARCH

CHAPTER - 4

Attendance and Leave Policy

MARKING OF ATTENDANCE:

1. Allemployees shall mark their biometric attendance in the biometric machine at the reception both on arrival at the
institute campus in the morning and at the closing hours in the evening.

2. In&outattendance mustbe marked in both Biometric Machine and in the respective attendance Register.

In case taking short leave during working office hours, in and out attendance shall be marked in biometric machine.

4. In case of late arrival, maximum 15 minutes of grace would be given seven times in a month to an employee.
Beyond that, half day leave for every late arrival will be marked. This provision is not applicable to faculty members
with 1st class schedule.

5. Inview of unforeseen circumstances such as late arrival of college buses, some leniency shall be permitted under
the discretion of Director.

6. The employee individual attendance can be checked on daily basis at www.glbimr.org by clicking on websim icon
below the GLBIMR webpage, by entering the username and password.

7. Outdoor duty: For any OD, prior approval from Director with the relevant documents is a must, failing which, OD
shall not be granted and shall be considered as leave. Proceeding on outdoor duty in the morning hours direct from
home, requires prior approval from Director.

i

LEAVE RULES:

Procedure of Leave:

1. Leave cannotbe claimed as right of the employee. Decision of Director shall be final and binding.

2. The computation of leave will commence from 1st January and end on 31st December each year. In the 1st year of
service, it will be computed on a pro rata basis from the date of joining to 31st December.

3. Fornewemployees: CL shall be credited to their Leave account after 15 days and Medical Leaves after 30 working
days.

4. Exceptin case of emergency, no leave should be availed without prior sanction in a prescribed leave form.

5. Ifemployees fail to submit the leave application two days in advance or within two days of his/her return to duty then
itwill be treated as absent, even if the leave balance exists.

6. Leaves taken pre and post holidays (e.g. Saturday off, Sunday, GH, RH, Holi, Diwali and other holidays) will be
sandwiched with holidays.

7. Employee seeking any further extension beyond sanctioned leave, he/she should take prior permission from the
Director before the expiry of sanctioned leave.

8. Anemployee onleave may not return to duty before the expiry of the period of leave (other than CLs) granted to him
/herunless permitted to do so by the Director.

9. Before proceeding on leave other than casual leave, an employee must furnish his / her address in the leave
application form.

10. Anemployee on leave shall not take up any outside assignment or accept any employment.

11.  Anyaccrued leave balance will be forfeited during the notice period.

TYPES OF LEAVE:
1. Casual Leave (CL) 7. Research Leave
2. Medical Leave (ML) 8. Earned Leave
3. Academic Leave (AL) 9. Half Day Leave (HDL)
4. Compensatory Leave (CPL) 10. Sabbatical Leave
5. Maternity Leave 11. Leave Without Pay (LWP)
6. Special Leave
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1.CASUAL LEAVE (CL):

Employees are entitled for 12 days Casual Leave in a calendar year (1 leave in a month).

Ifdue, only three 3 consecutive CL can be availed ata time.

Maximum 5 CLs can be taken in a month (subject to prior approval)

CL cannot be clubbed with any other leaves except compensatory leave.

Accumulated CLs cannot be carried forward to the next year. These leaves shall lapse on 31st
December every year.

e  CLswill be credited to new joiner's account after completion of 15 days of service.

2. MEDICAL LEAVE (ML):

e Maximum 12 medical leaves can be availed in a calendar year on full pay. The leave balance against
ML shall be carried forward for next calendar year.

e Any employee availing such leaves beyond three days, will be required to send information to
Director with a medical certificate from the registered medical officer/doctor immediately on
resuming his/her duties, failing which the said leave shall be treated as absent.

No other leaves are adjustable with Medical Leave
An employee on sick leave shall draw leave pay equal to half pay for the period of sick leave after one
year of service.

3.ACADEMIC LEAVE (AL):

e Academic Leaves are granted only to faculty members on account of academic work like attending
conference / seminars / delivering lecturer, etc. with prior permission of the Head of the Institute.
Itcan be up to amaximum of 10 daysinayear.

For the purpose of further studies (including Ph. D) duly approved leaves will be granted for important
classes and exams.

4. COMPENSATORY LEAVE (CPL):

Employees are allowed to avail compensatory leave in lieu of working on holidays/Sundays.

CPL is also allowed for working minimum 4 hours extra beyond normal working hours.

CPL must be applied and availed during the successive week. Compensatory leave may be allowed
to avail in proceeding month only with the prior permission of the Head of the Institute.
Compensatory leave cannot be clubbed with any type of leave. (unless permitted by the Director)
There will be no encashment of compensatory leave.

5. MATERNITY LEAVE:

e Female employees are entitled for maternity leave for a total period of 90 days, of which not more
than 45 days shall proceed from the date of her expected delivery, sanctioned after submission of the
certificate by the registered medical practitioner. Out of the sanctioned period, first 45 days will be
paid along with the normal salary cycle. Next 45 days will be paid two months after joining the duty.
Maternity leaves are applicable on successful completion of one year of service in the Institute.

The Salary during maternity leaves shall be payable in 2 installments starting after 2 months of re-
joining the duties, subject to the submission of undertaking to continue the service for a period of at
least 6 months.

e  The benefits of maternity leave shall not be applicable to those having 2 children or more.
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G L BAJAJ INSTITUTE OF MANAGEMENT AND RESEARCH

6. SPECIAL LEAVE:

Special leaves are granted up to 03 days in a calendar year in the case of self-marriage of an employee or birth
of own child and death in the family.

7.RESEARCH LEAVE:

Research leave plays a vital role in building a culture of research. With an objective to promote and improve the
quality of research by faculty, Institute has provision of the research leave. The research leaves will enable
faculty members to focus intensively on their research, and it shall facilitate in producing quality publications.

All teaching staff shall be entitled to avail a maximum of 2-days research leaves in a month for research work
subject to publication of 2 research papers in UGC Care List/Scopus/ABDC listed journals. These leaves will
be granted for visiting libraries and companies for data collection with prior approval of the Director.

The research leaves shall only be sanctioned if there is no class/exam duty, meet or any event scheduled for
the day. Faculty members will submit their leave applications to the Research Cell for further process.

8.EARNED LEAVE:

Earned Leaves are not applicable in GLBIMR, instead summer and winter vacations are given to all the
teaching and non-teaching employees.

Summer and Winter Vacations

e  Faculty members may avail summer vacation up to a maximum of 15 days and winter vacation up to
amaximum of 7 days in a calendar year as per its schedule.

o Non-teaching staff may avail summer vacation up to a maximum of 15 days and winter vacation up to
7 days as per the schedule with prior permission of Director.

e  Summer and winter vacations are allowed at one stretch or in two slots as per the requirement of the
Institute.

e  Summer vacation and winter vacation are given on prorata basis to the employees who have not
completed one year of their services with the Institute.

e  Summerand winter vacations shall not be clubbed with other leaves.

9. HALF DAY LEAVE:

No leave other than Casual Leave shall be sanctioned/accepted as half day leave.
10. SUBBATICAL LEAVE:

Sabbatical Leave may be granted for one or more of the following reasons:

To Conduct research or advanced studies in India or abroad.

To write text books, standard works and other literature.

To visit or work in a University, Industry or Government research laboratories in India or abroad.
Any other purpose for the academic development of the faculty member, as approved by BOG.
Summer and winter vacations shall not be clubbed with other leaves.

Approval Process:

Concerned Faculty member shall submit an application addressed to Head of the Institute along with letter of
acceptance from the Host Institution / University / Laboratory for under taking advanced study / research.
Sabbatical Leave shall be sanctioned by the Head of the Institute with concurrence of BOG.
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Eligibility & Other Rules:

e  Afaculty member with a continuous service of seven (07) years will be eligible for a Sabbatical Leave
of a duration up to six (06) months and a member with a continuous service of ten (10) years will be
eligible for Sabbatical Leave up toone (01) year.

Sabbatical Leave cannot be clubbed with any otherleaves.

No carry over of Sabbatical leave (part or full) will be permissible.

On completion of Sabbatical Leave, faculty member shall submit a detailed report on the work done
and objectives accomplished.

11. LEAVE WITHOUT PAY (LWP):

e LWP may be granted in exceptional circumstance like prolonged illness, etc. when all admissible
leaves are exhausted on the submission of medical certificate from Certified Medical Practitioner.
During LWP, the employees shall not be entitled to any pay or benefits but retain a lien on their jobs.
Director is authorized to sanction such LWPs for up to 15 days. Beyond 15 days, approval of the
Management is required.

12. RECALL FROM LEAVE:

e The Director may recall any granted leave, in the best interest of the Institution.
e  Refusalto report for duty on recall from leave shall be treated as absence.

13.ABSENCE FROM DUTY:

If an employee is absent from duty for a period of seven consecutive days without approval, or fails to report for
duty either on expiry of leave or otherwise, the employee will be considered to be absent from duty. In such
cases management may, at its sole discretion, remove him/her from employment. Management reserves the
rightto amend leave rules.

Approval of Leave:

Prior intimation of Leave is mandatory for all employees.

An employee must request for taking leave to the following, through both, an email and leave

application form; else it will be treated as absence from duty. Leave can also be applied online

through WEB SIM ERP.

©  For Faculty Members: E-mail to Director @ director@glbimr.org with a CC to Registrar @
registrar@glbimr.org

o  For Non-teaching Staff: E-mail to Director @ director@glbimr.org with a CC to Registrar @
registrar@glbimr.org and Head of the Department.

o  ForPeons: Leave application should be submitted to Registrar.

e No Leave Requests sent through SMS or WhatsApp will be accepted, however, it will be treated as
intimation on leave only.
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CHAPTER - 5

Appraisal Policy

1.POLICY PURPOSE:

The purpose of this policy is to establish criteria and procedures for the annual appraisal & evaluation of faculty.

2.APPRAISAL GUIDELINES:

In conducting and using faculty evaluations, GLBIMR embraces:

1. Evaluations of educators should promote sound educational principles, fulfillment of institutional mission, and
effective performance of job responsibilities, so that the education needs of the student, community and society
are met.

2. Evaluations shall be constructive so that they help the institution develop human resources and encourage and
assist those evaluated to provide excellent service.

3. Measurement procedures should be chosen or developed to assure reliability so that the information obtained will
provide consistentindications of the performance of those evaluated.

3.PROCEDURES:

Each faculty is required to fill the prescribed proforma in four parts as follows:

Part 1: Factual Data: Details of courses taught, additional responsibilities, research Papers Published, details of
seminars, conferences etc. attended, activities arranged, Consultancy, sponsored projects & Awards, Recognitions
received during the last year should be provided.

Part 2: Performance Appraisal: Details about improvements in professional & Academic Competence achieved,
contribution in function of GLBIMR, self-rating etc. should be provided.

Part 3: Potential Appraisal: future plans to enhance academic credentials, new areas etc. should be provided.
Part 4: Overall Faculty appraisal / analysis among the given choices.

Last page of the appraisal formis for the reporting office giving rating on a scale of 1 to 10.
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CHAPTER - 6

Selection Policy Teaching Staff

The selection of faculty members shall be executed though Selection Committee as approved by the Board of Governors

(BOG).

1. THE SELECTION COMMITTEE SHALL BE RESPONSIBLE FOR:

In conducting and using faculty evaluations, GLBIMR embraces:

1.

Provide recommendation for selection of suitable and qualified faculty members against sanctioned/ vacant
positions as per AICTE norms.

To assess the comparative merit of each applicant and to recommend the appointment of the best person for
the job. The deliberations of the selection committee should at all times remain confidential.

In addition to other parameters, the Selection Committee should also take into account for assessment of
aptitude for teaching and research, ability to communicate clearly & effectively and ability to analyses and
discuss.

2. SELECTION PROCESS:

1.

Assessment of requirement of faculty is done by the Director in consultation with Registrar and Chairperson/
Coordinator of the basis of AICTE norms and teaching load. In case of any excess required beyond AICTE
norms, the additional requirement shall be taken in to consideration after due approval of BOG.

Publication of advertisement in national newspaper/ institute website inviting subject/ specialization/ area-wise
application for various faculty positions as approved in section 2(a). The advertisement shall consist of
minimum qualification, experience, pay scale, closing date of applications, address, email address, institute
website and other contact details etc.

Short-listing/ scrutiny of application by the Committee (Constituted by the Director) on the basis of Institute's
requirement and qualification, experience & other credentials of the applicant. The committee will present the
data of shortlisted candidates before the Director for approval.

All shortlisted candidates shall be called to appear before Selection Committee for personal interview.
Interview call letter should contain Date, Time, Venue of Selection Committee meeting, list of documents and
all other specific requirement which has to be taken care by the candidate at the time of interview.
Appointment of the candidates for employment shall be made on the basis of recommendation made by the
respective Selection Committee and subject the approval of BOG.

The Board of Governors shall be the appointing authority for all employees of the Institute. The Director shall
place the matter of approval in the meeting of the BOG and accord the approval. If the meeting of the BOG is
not scheduled in near future, the Chairman/ Vice-chairman — BOG shall provide approval and place the matter
in the forthcoming BOG meeting for formal approval.

The Director is authorized signatory to issue Appointment Letter/ Offer Letter for Appointment Letter subject to
the fulfilment of section 2(a) 2(f).

Notwithstanding anything contained in rule above, appointment may also be made on any post/ category of
posts on the Institute on special contracts/ part-time/ visiting hour basis for specific periods subject to such
terms and conditions as the Board as laid down for time to time.

3. CONSTITUTION OF SELECTION COMMITTEE:

The Selection committee as per regulations for direct recruitment/ promotion at various faculty positions shall consist of:
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A. Selection Committee for Director:

The selection committee for Director shall be as follows:

e  Chairman—Board of Governors Chairman
e  One member from society as nominated by Society Member
o  OneAICTE nominee not below the rank of Professor Member
e  Two External Experts (Director/ Ex- Director or equivalent) Member

Quorum: Three members shall form the quorum of the committee.

B. Selection Committee for Teaching Cadres:

The selection committee for faculty shall be as follows:

e Chairman-BOG or his nominee Chairman
e Directorof the Institute Member
e AICTE nominee Member
o TheHead of the Department Member
e  One subject expert out of the approved panel by BOG Member

Quorum: Three members shall form the quorum of the committee.
C.Promotion Committee for all other Teaching Cadres:

The Promotion for teaching cadre (Professor/ Associate Professor) shall be as follows:

e Chairman—-BOG or his nominee Chairman
e Directorof the Institute Convener
e AICTE nominee Member
o  One Professor nominated by the Chairman-BOG Member
o  One Professor nominated by the Director Member

Quorum: Three members shall form the quorum of the committee.

D. Selection/ Promotion Committee for the Staff members:

The selection Committee for direct recruitment/ promotion of employees other than teaching cadre shall be as

follows:
e  Chairman—BOG or hisnominee Chairman
o Directorof the Institute Convener
e  Registrarof the Institute Member
e Head ofthe Department/ Section- In charge Member
o  Oneexpertinthe related field Member

Quorum: Three members shall form the quorum of the committee.

3.RELIEVING PROCESS:

1. This faculty can be relived either side without assigning any reason, by giving one month notice or salary in
lieu thereof. However, no resignation will be acceptable during the academic session. You shall be required
to work up to the end of the trimester. In case you leave during the academic term, you will be liable to pay
the salary for the balance period of academic trimester and will loose your entitlement to all Institute
incentives and service benefits. You are not supposed to leave the job / Institute after commencement of
classes, failing which institute authorities are free to take legal/administrative/disciplinary action as per the
law of the land in this regard. Any accrued leave balance will be forfeited during notice period.

2. Full and final settlement will be made only after the submission of the duly filled in “No Dues Form & Exit
Interview Form on or before the last working day.
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Selection Policy Non-Teaching Staff

The selection of Non-Teaching staff shall be executed though Selection Committee as constituted and approved by the
Board of Governors (BOG).

THE SELECTION COMMITTEE SHALL BE RESPONSIBLE FOR:

*  Provide recommendation for selection of suitable and qualified non-teaching staff as per AICTE norms.
e  Toassess the comparative merit of each applicant and to recommend the appointment of the best person for
the job. The deliberations of the selection committee should at all times remain confidential.

1. Recruitment Rules for the Post of Registrar:

Educational and other qualification required: Master's Degree with at least 55% of the marks or an equivalent
grade in a point scale wherever grading system is followed. Qualification in the area of Management is desirable. At
least 15 years of experience as experience in educational administration or Comparable experience in research
establishment and/ or other institutions of higher education or 15 years administrative experience of which 8 years shall
be as Assistant/ Deputy Registrar or an equivalent post in a higher educational Institute.

2. Recruitment Rules for the Post of Staff Officer:

Educational and other qualification required: Graduation Degree with at least 55% of the marks or an equivalent
gradein a point scale wherever grading system is followed. At least 15 years of experience as experience in educational
administration or Comparable experience in research establishment and/ or other institutions of higher education or 15
years administrative experience.

3. Recruitment Rules for the Post of Librarian:

Educational and other qualification required: A Master's Degree in Library Science /Information
Science/documentation with at least 55% marks or its equivalent grade of Binthe UGC seven points scale. At least
thirteen years as a Deputy Librarian in a university library or eighteen years' experience as a College Librarian.

4. Recruitment Rules for the Post of Deputy Librarian:

Educational and other qualification required: A Master's Degree in Library Science /Information
Science/documentation with at least 55% marks or its equivalent grade of B in the UGC seven points scale. Five years
of experience as an Assistant University Librarian/College Librarian.

5. Recruitment Rules for the Post of System Administrator:

Educational and other qualification required: Bachelor's degree in technology or computer science Proven work
experience in IT. Experience with or knowledge of programming languages and operating systems; current equipment
and technologies, enterprise backup and recovery procedures, system performance-monitoring tools, active
directories, virtualization, HT TP traffic, content delivery, and caching Expertise in creating, analyzing, and repairing
large-scale distributed systems Creating volumes, assigning to servers and remote replication.
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6. Recruitment Rules for the Post of Office Staff / Other Executives (technical & non-technical) / Senior
Assistant / Assistant etc.:

Educational and other qualification required: A Bachelor's Degree in any discipline from recognized university with
0to 3 years' experiences as Junior assistant or equivalent.

OR

Senior secondary (10+2) from a recognized board with a minimum Typing speed of 35 w p m. And proficiency in
Computer Word Processing and Spread Sheet. Proficiency in use of variety of computer office applications, Microsoft

Word, Excel, Power-point or equivalent is a must. Having typing speed of 40 w.p.m. in English or Hindi respectively on
computer.

7.Relieving Process:
1. This staff can be relived either side without assigning any reason, by giving one month notice or salary in lieu
thereof.
2. Fulland final settle will be made only after the submission of the duly filled in “No Dues Form & Exit Interview
Form” on or before the last working day.
3. Anyaccrued leave balance will be forfeited during notice period.
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CHAPTER -7

Research and Development Policy

RESEARCH POLICY OF GLBIMR
1 Objective & Scope:

The key objective of GLBIMR Research Cell is innovation, knowledge creation, integration & dissemination of
knowledge. GLBIMR focuses on direct assimilation of research into the teaching-learning process as value addition.
Keeping this view in mind, GLBIMR always tries to create, foster, inculcate and build up a vivacious research culture in
various functional areas and allied disciplines of management education and research.

For this very same purpose, GLBIMR provides an outstanding opportunity and the atmosphere for Research,
Consultancy, and Training in all spheres viz. action research applied research & industry-focused research.

GLBIMR emphasizes to motivate faculty members to showcase their authentic intellectual contributions at all academic
forums whether State, National or International levels. For this purpose, the institute has been implementing a well-
rounded research funding policy and norms.

GLBIMR research policy is focused on encouraging and exploring new frontiers of knowledge, aimed at fostering better
learning experience for our teachers, students, society and country atlarge.

1.1 Research Publications:

1. The Faculty members are expected to publish at least 03 research papers in International Journal of
repute preferably in UGC Care listed Journals, Scopus Indexed Journals or ABDC's ranked journals in a
year or may get acceptance for the same. Out of these three publications the Faculty members have the
choice to publish one research paper in UGC listed Journals. The faculty has to publish a minimum of
03 research papers within in 2 years of employment with GLBIMR and out of which 01 research paper
preferably in B & C category Journals of ABDC ranking.

2. The Faculty members are also expected to publish one Book whether edited/ text/ reference or One
monograph from a publisher of repute during the first three years of employment with GLBIMR and
02 Books of the same category (Including the previous one during the first two years) from the
reputed International publishers like Routledge/Cabi/Good fellow/ Elsevier/ PHI/ Cengage /
Wiley/Springer/IGl or from the publishers in the same category during the 3rd & 4th year of their
employment with GLBIMR.

1.2 Academic Leaves:

The Faculty members are entitled to Academic Leaves to attend International & National Conferences/
Refresher Courses/ Orientation Courses / Research methodology workshops and will be provided financial
support to attend National/ International Conferences/ FDP's/ MDP's or Research Methodology Workshops.

1. The faculty members are entitled to avail 10 days academic leaves per year after completion of one year
of service in GLBIMR.

2. The faculty members are entitled to attend two Conference (International Conference/ National
Conference) every year. The leaves can be availed only for presenting full research papers.

3. The Faculty members can avail academic leaves to attend FDPs/MDPs/ Refresher Courses/
Conferences/ Orientation Courses or any other learning program or course with the special prior approval
of Director.
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2RESEARCHINCENTIVE PLAN

2.1 Guidelines for Journal Publications:
Incentive for Research Publications

Journal Indexing in Single Author * GLBIMR Two or More** along with/without
affiliation (INR) GLBIMR affiliation (INR)

FT 50 Listed Journals 3,00,000 =incentive amount / no. of Faculty
A* Category Journals 2,00,000 =incentive amount / no. of Faculty
A Category Journal - ABDC/SCI/SSCI 1,50,000 =incentive amount / no. of Faculty
B Category Journals - ABDC 1,00,000 =incentive amount / no. of Faculty
Scopus Q1 90,000 =incentive amount / no. of Faculty
Scopus Q2 75,000 =incentive amount / no. of Faculty
Scopus Q3 / WoS / any ABDC / ABS - listed 60,000 =incentive amount / no. of Faculty
Scopus Q4 40,000 =incentive amount / no. of Faculty
Peer-reviewed 10,000 =incentive amount / no. of Faculty
Copyright 5,000 =incentive amount / no. of Faculty
Patent 25,000 =incentive amount / no. of Faculty
Consultancy (After expenses) 70% =incentive amount / no. of Faculty

*Published Research musthave 'GLBIMR' as the affiliation

**GLBIMR is not liable to pay incentive /reimburse for any paid publication
***Copyright/Patent published must be in the area of management and allied subjects only
(All subject to prior approval of the Director- GLBIMR)

Process

1.  Before submitting, faculty/staff is to check that the targeted journal appears in Scopus, ABDC etc. lists,( as
mentioned above).

2. In case of mismatch between ABDC and Scopus, the higher rating will be considered to benefit the scholarly
publication. For instance, if a journal is rated B in ABDC but cite score is 0.68, then the higher rating (B in this
case) will be considered for the purpose of incentive.

3. Incase of multiple internal authors, the incentive will be provided for the paper published as given.

4. The guidelines for incentive are limited to faculty and staff. Incentives are not applicable for research scholars
or Management students but they are encouraged to publish papers for their academic growth and credibility.

5. Author of the Research paper/Copyright/Patent must submit a copy of published work to The Research Cell,
GL Bajaj Institute of Management and Research, along with duly filled-in and signed claimant form.

2.3 Guidelines for Attending Conferences/Workshop/Seminar/Symposium/FDPs:
Incentive for attending Conferences/Workshop/Seminar/Symposium/FDPs

Conference/Workshop/Seminar/Symposium/FDPs- Reimbursement malﬂgum Limit

The International/ National conference must be of repute (viz. Springer /Elsevier/Wiley etc.)
and the hosting Institutions must be of Institutes of repute like - 1IMs / Top B-Schools (NIRF 25,000
ranking)/lITs/11ISc/NITs/llITs / Universities / Deemed Universities etc.*

One International conference of prominence outside India every 2 years.** 2 Lakhs

Each faculty can attend Workshops / Symposium / FDPs of repute Four times in an academic 25,000 in
year and claim for reimbursement.*** aggregate.
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* Conferences/Workshops/Seminar/FDPs etc. must be in the area of management and allied subjects, preferably.
**Max Reimbursement of INR 2 Lakhs. Faculty is eligible only after completion of 2 years of stay at GLBIMR.

*** The paper/article must be published in any National/International Journal/Conference proceedings. Faculty must
produce the certificate of participation. TA/DAwill be paid as per GLBIMR norms.

Process

1. Faculty members/staff are encouraged to target reputed international and national conferences in their
domains.

2. Theconference must highlight blind/peer review as part of the selection/acceptance process.

3. Faculty members/staff are encouraged to apply to national conferences organized by IIMs, IITs, government
funded agencies and other top B-schools in India (a benchmark to be followed is the NIRF ranking).

4. Contact the research cell chair/committee to get approval before submitting the abstract/extended abstract to
the conference. Seeking approval should be initiated at least 7 days before the abstract submission deadline.

5. Author of the conference paper/ attendee of workshop ,seminar, FDP/Symposium must submit proof of their
participation to The Research Cell, GL Bajaj Institute of Management and Research, along with duly filled-in
and signed claimant form.

2.4 Guidelines for Publishing Case Studies:
Incentive for Case Publication

Case Publication Amount in INR

Case Study (lvey, Harvard, Darden) * 50,000
Case Study (Emerald, Sage, Elsevier, Interscience, 1IMs)* 25,000
Case Study (Indian Publisher) ** 5,000

*Case publishing house must appear in the repository of lvey, Harvard, Darden, Emerald, Sage, Elsevier, Interscience, [IMs
** Indian cases have to appear in SP Jain/XLRI/Top B school or equivalent repository. Cases are published outside the
above, the Director-GLBIMR will use discretion

Process

Author of the case study must submit one copy of the published case to The Research Cell, GL Bajaj Institute of
Management and Research, along with duly filled-in and signed claimant form.

2.5 Guidelines for Book Publications:
Incentive for Reference / Text Book Publication

Text Book Single Author * GLBIMR Two or More** along with/without
affiliation (INR) GLBIMR affiliation (INR)

Text / Reference (Published by World Top 10) 50,000 =incentive amount / no. of Faculty
Text / Reference (by Indian Publisher) 20,000 =incentive amount / no. of Faculty
Book Chapters (Published by World Top 10) 10,000 =incentive amount / no. of Faculty
Process
1. Anybook which is a property of any university / Institute / Distance education will not be entitled for any type of
incentive.

2. Author/ Editor of the book must submit one copy of the published book to The Research cell, GL Bajaj Institute
of Management and Research, along with duly filled-in and signed claimant form.
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2.6 Annual Best Research Author Award:

The faculty author, who gets the largest amount as the cash incentive, will be declared as the Best Research Author
Award, to motivate faculty/staff and develop the culture of research. The author will be honored with 50,000/- INR, a
certificate and a memento.
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CHAPTER - 8

Policy on Funded Research and Consultancy

The GL Bajaj Institute of Management and Research Policy on Funded Research and Consultancy is designed to
encourage its faculty and staff to

(a) undertake externally-funded research projects and national/international consultancies and

(b) provide their proficient services to development agencies, corporate sector, and government bodies in policy
formulation, program evaluation, and projectimplementation.

Research projects and consultancies will provide the institute faculty and staff with opportunities to apply their
professional expertise in practical contexts, derive some monetary benefits, and generate some additional resources
for the development of the Institute.

1. Guidelines for Funded Research and Consultancy

1.1 Funded Research Projects

GL Bajaj Institute of Management and Research will provide internal funding support to develop proposals, prepare
paper, case materials, and small studies based on short concept note with brief budget submitted to the Research Cell,
GL Bajaj Institute of Management and Research. While preparing externally funded research proposals, faculty/staff
time has to be a part of the budget. Faculty/staff time can be valued as twice or 1.5 times of actual gross salary,
depending on faculty/staff category, salary level, project duration, and funding agency. Travel and field-based projects
need to follow GL Bajaj Institute of Management and Research Policy on Travel and Allowances. The budget needs to
include 10 to15 percent overhead.

1.2 Consultancy Policy

GL Bajaj Institute of Management and Research prefers to promote institutional consultancies (i.e., consultancies
undertaken through the Institute) to enhance its brand name. However, individual consultancies can also be undertaken
with the formal permission of the Director, information to the Research Cell and subject to consultancy rules of the
Institute.

As per GL Bajaj Institute of Management and Research Policy on Consultancy, depending on the nature of the agency,
place of assignment, and staff category, the following rates (which set the minimum level) will generally apply:

Rate (Per Day)*

Types of Assignment Category

Faculty Members/

Interational A ) Senior Consultant S0
01 (Overseas Assignmen) Technical Staf 2501
9 Junio Consultant .
Other Staff 150/-
FaCL'JIty Members/ 300/- 15000/~
Int tional A . Senior Consultant
nternational Agencies .
02 (Domestic Assignment) Technical Staf/ 150/- 10000/-
Junio Consultant
Other Staff 100/- 10000/-
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Faculty Members/

NP ) Senior Consultant ) 10000/~
ational Agencies .
03 Technical Staff/
(Corporate Sector) Junio Consultant - 5000/-
Other Staff 3 3000/-
FaCl:.I|ty Members/ 300/ 7000/~
National Agencies Senior Consultant
04 (Government and Semi Technical Staff/
-Government Bodies) Junio Consultant e 3000/~
Other Staff 100/- 2000/-

*Includes only the consultancy fee. Hospitality charges to be borne by the client and if GL Bajaj Institute of Management
and Research has to incur then it will be added.
1.3.1 Incentives and Income Sharing:

For projects with faculty/staff time in budget, they can have 40 percent of their actual salary. Faculty/staff will share
income from consultancies on a 60:40 basis for (a) and 70:30 for (b), (c), and (d). For lump sum/monthly consultancy
income, income sharing or its exemption can be decided by the Director and the Research Committee considering
amount, duration, work nature, and other aspects.

1.3.2 Research-Consultancy Relationship:

For creating a strong functional linkage between research and consultancy, GL Bajaj Institute of Management and
Research will use a major part of the income from funded research and consultancy for promoting faculty research and
publications through the creation of a strong research support system, research associates/assistants and related
facilities.

1.3.3 Exclusions:

The Director, GL Bajaj Institute of Management and Research can decide on any exceptions to the above rules or on
other aspects, depending on case by case basis.

1.4 Policy For Travel And Allowances

The GL Bajaj Institute of Management and Research Policy for Travel and Allowances aims to provide safe,
comfortable, and reasonable travel and allow the faculty members, staff, and others functionally or operationally
associated with the Institute so as to enable them to perform their official functions and duties in a more efficient, timely,
and cost-effective manner.

2. Guidelines for Travel and Allowances

2.1 Travel Approval and Claim (Academic Conferences - International)

Faculty members who are presenting papers in International Conferences outside India are eligible to claim up to a
maximum of 1 Lakhs INR every second year.

Category Maximum Allowance

Air Travel ( By Economy Class/All Airlines) INR 1,00,000
Accommodation INR 50,000
Conference registration INR 20,000
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The total expenditure claim on International cannot exceed 1 Lakhs INR every other year. The faculty members are
eligible for the following expenditure claim for National conferences.

2.2 Travel Approval and Claim (Academic Conferences - National)

Faculty members who are presenting papers in International/ National Conferences organized in India are eligible to
claim up to a maximum of 25,000/- INR each year. The faculty members are eligible for the following expenditure claim.

Category Maximum Allowance

Air Travel ( By Economy Class/All Airlines) INR 15,000
Accommodation INR 20,000
Conference registration INR 10,000

Faculty members who are planning to attend International/ National Conferences and claim from The GL Bajaj Institute
of Management and Research are required to seek prior approval from the Director and Research Cell with a formal
note submitting relevant documents and a tentative budget for the same.

2.3 Travel Approval and Claim (Other than conferences)

Faculty members, supporting staff, and others (e.g., consultants/contract/part-time staff), who need to travel for official
purposes, are required to seek prior approval from the Director and Research Cell with a formal note submitting relevant
documents (if any) and a tentative budget.

Upon completion of travel, travel claims along with vouchers/bills/boarding pass need to be submitted to the Research
Cell within 10 days for due verification and early payment.

The faculty/staff/others, who choose to use their own vehicles, in the discharge of their official functions locally, will be
eligible for TAallowance at the INR 20/- per Kilometer.

Approved by:
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CHAPTER - 9

TA / DA Policy

1. Classification of Grades:
F1. Professor/Head of Departments
F2. Associate Professor
F3. Assistant Professor
S1. Registrar, Head — CRC, Sr. Manager CRC, Librarian, Head-Admission Deptt., Estate Manager.

S2. Deputy Registrar, Asst. Registrar, Programme Officer, Office Superintendent, Accounts Manager, Manager-
CRC, Sr. Manager-Admission Department, Manager- Admission Deptt., PA/PS, Dy. Librarian, Store In-charge,
Manager Creative/Web Design, Graphic/Web designer, Asst. TPO, Admin Officer, System Administrator, Asst.
Accountant, Hostel Warden, Admission Counsellor.

S83. Office Assistant, (LDC / UDC) Technician, Electrician, Asst. Warden, Asst. Admin.Officer, Asst. System
Administrator, System Executive, Library Assistant, Estate supervisor, Drivers.

S4. Caretaker, Plumber, Attendants, (All IV-Class Employees)

Definition:
1. Anyoutstation journey on official authorization shall be deemed as 'on tour'.
2. Thisexcludes duty to satellite cities / towns adjoining Head Quarters.
3. Journey beyond municipal limits of the Head Quarters shall be considered as 'on tour' only if night stay is
involved and the duty has been duly approved.

Authorization:
All tour programs and subsequent bills shall be recommended by the reporting officer and approved by the Head of the
Institute in advance. Any abroad tour shall be approved by the competent authority in advance.
2.T.A.Policy:
A. Local Conveyance Policy:

Given below is the Local Conveyance Policy, which shall be applicable as per the Grade structure of G L Bajaj
Institute of Management and Research.

All the employees of GLBIMR, who may be called upon to use their own vehicle (two wheeler / four wheeler) for
any work related to the institute, can claim the reimbursement as per the following. (The prior approval for the
same shall be accorded by the Head of the Institute.)

Rs. 10.00 Per KM /

o il Qe d (0] ik 5 In actual (whichever is less)
Rs. 7.00 Per KM / In actual
02 Car (A/C, Non-A/C) / Taxi  F2, & F3 . ; .
(whichever is less)
03 Auto / Shared Taxi* 52 Rs. 5.00 Per KM / In actual
(Non A/C) (whichever is less)
Rs. 3.00 Per KM / In actual
04 Shared Auto / Two-Wheeler S3, S4 & for all other employees .

(whichever is less)
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B. Out Station Conveyance Policy:

a.Mode of Travel:

Modes of Travel

Train 2nd Class 3rd AC or 3rd AC or 2nd AC / Executive
(Sleeper) AC Chair Car AC Chair Car AC Chair Car
AC Deluxe/
Bus Non-Deluxe Bus AC Bus AC Deluxe Bus
Luxury Bus
Taxi N.A. N.A. Taxi AC Taxi
ey T ) Bus / Shared Auto Auto / Shared Taxi* Auto / Shared Taxi* Taxi / Auto

Bus/Auto/Taxi
(The prior approval for the same shall be accorded by the Head of the Institute)

b. Classification of Cities:

A1 Class Delhi, Mumbai, Kolkata, Chennai, Bangalore, Hyderabad, Ahmedabad A

A Class All State Capital, Pune, Cochin, Baroda, Kanpur Govsrg;rent

B Class All other cities not listed under the above two classifications Norms
3.0 D. A. Policy:

A. Hotel / Guest House Charges:

I T T S I
A-1 Rs. 3500/-
01 A F1, F2 & S1 Rs. 3000/-
B Rs. 2500/-
A-1 Rs. 2500/-
02 A F3 Rs. 2000/-
B Rs. 1500/-
A-1 Rs. 2000/-
03 A S2 Rs. 1500/-
B Rs. 1000/-
A-1 Rs. 1000/-
04 A S3 & S4 Rs. 800/-
B Rs. 700/-

B. The following rates of DA shall apply:

A1 Class Rs. 600/- Rs. 700/- Rs. 900/- Rs. 1200/-
A Class Rs. 500/- Rs. 600/- Rs. 800/- Rs. 1000/-
B Class Rs. 400/- Rs. 500/- Rs. 700/- Rs. 800/-

Advance payment of D.A. is permissible. The prior approval for the same shall be accorded by the Head of the Institute.
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4.0 Guidelines:

A. These rules are laid down to assist each employee in knowing his/ her authorization and limit of expenditure
while on official tour. Although all possible efforts have been made to lay down the rates of DA, which would
make an employee get reasonable comfort on outstation tour, no employee is expected to use outstations duty
as the source ofincome.

B. Theserules are applicable for 24 duty hours.

C. TravelAdvance:

. Travel advance may be drawn before the commencement of the journey. It shall be calculated keeping
the entitlement, length of tour, etc. in mind.

. Unutilized advance money shall be returned to the Institute within 3 days of return from tour.

. Actual tour expense bills shall be submitted positively within one week of completion of tour. A copy of
tour report may be submitted to the Registrar. In case the employee fails to do so, Institute may recover
the advance from the salary of the employee in the ensuing month. Any falsified information during tour
programme / submission of fake bills, may invite strict disciplinary action against the defaulter.

. For stay in hotel, actual bills shall be produced even if the bill is less than the entitlement.

. Expenditure incurred over and above the authorization may be approved, provided the sanctioning
authority finds it justified.

. In case of non-production of bills, only 50% of the entitlement can be claimed.

E. Miscellaneous Expenses:

. Reasonable business related local/ STD Calls, photocopy, stationery etc on actual can be claimed
separately againstbills.

. Travel Agents fee for booking of ticket can be claimed on actual against bills. Extraordinary expensesin
this regard, shall require special sanction of the Head of the Institute.

. Expenses incurred towards entertainment of official guests can be claimed on submission of bills. Prior
approval should be obtained for such expenses before incurring the same over phone or in person from
the CompetentAuthorities. Expenses on Hard Drinks shall not be reimbursed.

. Extra baggage payment made, if any, for carrying official material shall be permissible as per actual.

F. Travel by Own Vehicle:

. If an employee having own vehicle uses it for the purposes of the Institute with prior approval of the
competent authority, he/ she may claim as per the local conveyance reimbursement i.e. per kilometer
rates as applicable.
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CHAPTER - 10

Guidelines for Seed Money Project Grants for Faculty

1.PREAMBLE:

Research development is a key component of a successful business school. Additionally, this allows both students and
faculty to follow the learning process and outcomes in real life by solving problems in various disciplines, such as
Business Studies, Basic Science, Applied Science, Social Science, Law, etc. Through this process, faculty can
incorporate learning outcomes into their classroom teaching and publish their work in good international/national
journals, patents, and other forms of creative expression. The purpose of seed money grants is to facilitate further
funding from industry or government funding agencies for research and consulting projects. Young and talented faculty
members will be given preference. The GLBIMR is pleased to extend the Seed Money Project Grants for faculty
members w.e.f. May 1, 2020.

2.ELIGIBILITY CRITERIA:

All faculty members appointed to the level of Assistant Professor, Associate Professor, or Professor against the
permanent post in the PGDM department following the specific procedures of the Institute will be eligible for financial
support under the scheme. Faculty members should normally have completed at least a year of service at the GLBIMR
before applying for a research grant. In exceptional cases, however, a shorter period of service can also be considered
based on the quality of the project. When applying for a research grant in Business Studies, Basic Science, Applied
Science, Social Science, or Law, faculty must have a Ph.D. degree or substantial research work (published articles in
reputed journals). Some technology areas may be exempt from this requirement. The faculty member applying for the
grantis the sole Principal Investigator (PI).

3.BUDGET:

1. Normally, the seed money project grants up to Rs 1 lac is approved by the management. The amount may
vary from time to time as per the directions of the management. On the recommendation of an external
subject expert, the Director may approve a higher amount in exceptional cases. Research Project
Development Committee (RPDC) acceptance letters will be sent out by the Registrar, based on the merits of
the proposal after evaluation by the blind review committee

2. The Pl may travel anywhere in India for company visits, collaborating partner institutional visits, field study,
data collection, material procurement and other project related activities. However, travel expenses are
subject to Institute norms. Travel expenses will be limited to 20 percent of the total budget.

3. Alltravel and sundry expenses shall be with prior approval of the Director.

4. The request for the project proposal has to be submitted to the Registrar as per the proposal format
(Annexure-I).

5. This scheme not extended to book writing or any similar project.

6. The project proposal submitted by the faculty members is scrutinized thoroughly by the external subject
expert/blind review.

4.PROPOSAL FORMAT:

The proposal format should largely follow the format of any funding agency (e.g. UGC, DST, VGST, DSIR, ICSSR,
BRAC, others) targeted for full external grant application using the outcome of the seed money project as foundation.
For Details see Annexure-|.

5. DURATION OF THE PROJECT:

The duration of the project may be six months. However, it may extend upto 18 months.
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6. REVIEWAND RECOMMENDATION OF THE SEED MONEY PROJECT PROPOSAL:

The External subject expert (blind review) will review the proposal for its feasibility and acceptance. Based on the
recommendations by the subject external member, the project will be accepted/rejected. The Director will
approve/reject the project on the recommendation of the external subject expert. The letter of approval/rejection of the
project proposal will be issued to the Principal Investigator by the Registrar clearly mentioning feedback/ suggestions
given by the external subject expert in case of approval/ rejection.

7. RESEARCHPROJECT DEVELOPMENT COMMITTEE (RPDC):

The mandate of the RPDC, appointed by the Registrar in consultation with the Director is to provide oversight and
technical and managerial support to the Pl in executing the proposal. The RPDC will consist of the following:

Director (Or Director's nominee) - Chairperson
Registrar - Member

IQAC Director - Member

Program Chairperson - Member

Head of Research Cell - Member Secretary

The Pl must submit a Progress Report (Annexure-ll) to the RPDC every six months after approval. When the
progress/presentation is found to be unsatisfactory, the project could be terminated prematurely. The faculty member
must submit a detailed report containing a minimum of two research articles published in UGC care list journals with
good impact factor (journals without article processing fees/page charges), the Utilization Certificate, and a
presentation of the findings to the RPDC within one month of the scheduled completion date. Research outcomes can
be used to develop proposals for further research to be submitted to external funding agencies.

8.PROCEDURE FOR RELEASE OF GRANT:

Administrative approval is issued to the selected projects. For the smooth implementation of the project all the Principal
Investigators procure necessary items by taking prior approval from the concerned authorities as per the Institute's
rules. Further, quotations/bills must be in the name of “The Registrar, GLBIMR”.

9. OUTCOME OF THE RESEARCH PROJECT:

The outcome of the project should lead to a minimum of two publications (out of which one should be published +
another proof of communication) in UGC CARE list journals (journal should not levy any article processing charges/paid
charges). The objective of seed money grant is to facilitate further financial support from industry or government funding
agencies related to research and consultancy assignments.

10. OTHER CONSIDERATIONS:

1. Unless extension is sought explicitly, the project is assumed to have been completed on the termination date
specified, and no further expenses/extension shall be permitted.

2. ThePlisresponsible for ensuring that the expenses are within the budget. between budget heads within the
same overall budget should be approved by the concerned authorities of the Institute. Upon completion of the
project, a final statement of expenses and variance report duly certified by the Pl is prepared by the finance
section within one month of the completion of project. Any unaccounted expenses shall be adjusted as
personal.

3. Fresh Research project would be sanctioned only after the successful completion of the previous project. The
research outcomes are to be documented (experimental setup, working paper, case study, or submission of
article to a Scopus/ Web of Science indexed journal for review/publication, or patent application filed) and the
expenses are to be audited and settled.

4. Stock Register should be maintained in the departmental office for the purchase of
books/journals/software(s)/chemicals etc.

5.  Utilization Certificate has to be certified by the internal auditor of GLBIMR.
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FIND YOUR SPARK

Proposal Format
(Two Copies)

Note: Equipment does not include Computer, Laptop and Printer

SI. No. || Particulars ||
1. Name of the PI

Mobile

E-mail (official)

Educational Qualifications

Department

Title of the Research Project

Statement of the Problem

Significance of the Study

Project Objectives

Methodology/Technical / Management
Aspects of the Project

N[l

8. Budget with break-up with the necessary
justifications

9. Project Outcome* (Deliverables)
10. Any other information

The outcome of the project should lead to a minimum of two publications (out of which one should be published + another
proof of communication) in UGC-CARE list journals (journal should not levy any article processing charges/paid

charges).

Signature of the PI Signature of the Chairman

| SI. No. || Particulars | | Percentage of Budget Allotment
1. Books / Journals 15
2. Equipment / Software 30
3. Contingency 15
4. Travel 20
2. Miscellaneous 20

This information should be followed by a clear and concise description of the objectives and technical/management
approach of the proposed research. The application should be minimum five pages and should not exceed twenty pages,
with a text font size of 12 point and margins no smaller than one inch on all sides with a line spacing of 1.5. Faculty may
include optional figures and references, but they must fit within the page limits. CV of Pl has to be attached at the end of
proposal. The filled project proposal format (02 copies) should submit to the Registrar's office within the stipulated time.
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First Progress Report
First Progress Report should be submitted and presented before RPDC which should consist the following:
1. Grant Number and Year 6. Statement of the Problem
2. Name of the PI 7. Number of objectives achieved
3. Faculty 8. Introduction
4. Department 9. Methodology
5. Proposal Title 10. Percentage of amount utilized
against sanctioned amount.
Signature of the PI Signature of the Chairman

Second Progress Report

Second Progress Report should be submitted and presented before RPDC which should consist the following:

1. Grant Number and Year 6. Statement of the Problem

2. Name of the PI 7. Introduction

3. Faculty 8. Methodology

4. Department 9. Number of objectives achieved

5. Proposal Title 10. Percentage of amount utilized

against sanctioned amount.
Signature of the PI Signature of the Chairman
Final Progress Report

Progress Report should be submitted and presented before RPDC which should consist the following:

1. Grant Number and Year 8. Abstract

2. Name of the PI 9. Introduction

3. Faculty 10. Methodology

4. Department 1. Results and Discussion

5. Proposal Title 12. Papers Published* (National &

6. Statement of the Problem International Journals) in UGC-Care list.

7. Number of objectives achieved [ 13. || Utilization Certificate |
Signature of the PI Signature of the Chairman
Note

1. Kindly submit the same (Soft Copy) in the PDF or word format to The Registrar, GLBIMR along with the hard bound
book.

2. The outcome of the project should lead to minimum of two publication (out of which one should be published +
another proof of communication) in UGC-CARE list journals (journal should not levy any article processing
charges/paid charges).
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UTILIZATION CERTIFICATE

Program Name:

Project Title:
Certified that Rs ........ccoviiiniiiii of grant—in-aid under (Program Name) was released by GLBIMR in favour
Of e vide letter No .......c.ccovviviiniiin, as stated above during the year 20.... The above

................................................ Out of sanctioned grants a sum of Rs ............ has been utilized for the purpose
of which it was sanctioned and Rs. remained unutilized at end of the financial year 20..... to be carried forward (if the
program is continued) or to be refunded (if the program is completed) whichever the case is applicable. Expenditure
incurred for the purpose for which the grant was sanctioned is verified with the vouchers produced before

me.

Certified that | have satisfied myself that the conditions on which the grant-in-aid was sanctioned have been fulfilled
and that | have exercised the following checks to see that the money was actually utilized for the purpose for which it
was sanctioned.

Signature of the Signature with Seal of the Signature of the Signature of the
Principal Investigator Chartered Accountant / Finance Officer, Registrar, GLBIMR
Internal Auditor GLBIMR
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GIL BAJAJ

- L 2 - Institute of Management & Research
FI o GI BATAL 0N Greater Noida

FIND YOUR SPARK

Proposal Evaluation*

Name of the Principal Investigator

Title of the Research Proposal

Department/Faculty

SI. No. Particulars Rating (1 to 5)

1. Relevance of the Project title in the
current scenario

Statement of the Problem

National and International Status
Significance of the Study

Project Objectives/deliverables
Methodology/Technical/Management Aspects
Justification of Budget

N e [B |||

Overall rating of the Research Proposal

Comments/Suggestions on the Research Proposal

Recommendation for the Project Proposal for Seed Money Accepted/Rejected

Name, Designation and Signature of the subject Expert Accepted/Rejected

*Evaluation is based on 5 points scale rating.
1. VeryPoor

2. Poor

3. Average

4. Goodand

5. Excellent

Forthe above components appear in the Project Research Proposal for the Seed Money.
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FIND YOUR SPARK

Appraisal and Feedback Form (Teaching Staff)
(As per AICTE recommendations effective from assessment year 2019 -2020)

Name
Designation
Department
Academic Year
SECTION A
1. Teaching Process
SI. No. Trimester Subject Subject No. of No. of
Code Name Scheduled Actual Classes
Classes Held
2.Students' feedback
Sl. No. Trimester Subject Subject Faculty Feed back Supporting
Code Name Index (FFI Scored) on Document
5 point scale Index No.
3. Departmental Activities
SI. No. Trimester Activity Supporting Document
Index No.
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4. Institutional Building/Corporate Connect Activities

Sl. No. Trimester Activity Supporting Document
Index No.

5. Research Publication & Paper Presentation Summary (Weightage period: 1 July to 30 June of every
academic year)

Category
ABDC Scopus UGC CARE Other Research Paper Research Supporting
(Reputed Presented in Guidance Document Attached
Journals) Conference (PhD/FPM) (Y/N) Enclosure No.

6. Training, Consultancies, and Projects Summary (Weightage period: 1 July to 30 June of every academic year)

Category MDPs and FDPs Conducted as Consultancies Sponsored Supporting
Resource Person & Invited Lecture and Projects Document Attached
Chairpersonship in Conferences (Y/N) Enclosure No.

(Minimum One day)

7. Any extra efforts / innovations / services to community / Institute

Sl. No. Trimester Activity Enclosure
No.

8. Please give details of any other credential, significant contributions, awards received etc. not mentioned
earlier

Sl. No. Details (Mention date, Value etc. where relevant)

Please describe / elaborate below:
1.Growth and achievements in the 1aSt YEaI: ...... ... i e e
P €T = 1L (o] 1= Y- | PP PR

3.Suggestions for improvement in the INStitUte: ......... ..o e

Date: ...coeoveveieieeeee Signature of Faculty Member
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SECTION B
Observations, Recommendation and Suggestions of Program Chairperson / Area Chairperson
Name
Designation
Department
Academic Year

Observations: (In respect of the weightage of activities claimed)

Date: ..o Signature of Program Chairperson / Area Chairperson

SECTION C

Recommendations / Approval of Director

Date: ..o Signature of Director

www.glbimr.ac.in | Service Rule Book - 2025 | 35 |



G L BAJAJ INSTITUTE OF MANAGEMENT AND RESEARCH

2. GLBAJAJ

- - Institute of Management & Research
- o . Greater Noida

FIND YOUR SPARK

Appraisal and Feedback Form (Non-Teaching Staff)
(As per AICTE recommendations effective from assessment year 2019 -2020)

Name Date of Last Appraisal

Depatment Date of Last Promotion

Date of Birth Present Designation

Date of Joining Present Salary

At the time of Joining Qualifications Experiences
At Present Qualifications Experiences
Appraisal Period From To

GUIDELINES FORAPPRAISERS

This report reveals your appraisal skills & managerial attitudes.

The value of this appraisal will be enhanced by your objectivity & sound judgment.

Assess the performance on the basis of the work done during the period under review.

Consider only one item at a time & rate only in relation to the requirements of the job & the employee's

performance on the same.

5. Do notrate any item which is not applicable to the employee or on which there has been no opportunity to judge
the performance.

6. Corrections, if any, are to be neatly crossed out & authenticated by full signature.

7. Rating procedure for the Performance Factors.

rPobd=

The Performance factors are to be rated as Outstanding / V. Good / Good / Average / Below Average.

Percentage Rating: ........ccccociiriiininccnnniceninee,

Performance Rating Total Points
Out Standing 91 -100
Very Good 71-90
Good 61-70
Average 41 -60
Below Average 00 -40

Signature of Employee
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Name Name Below Very Out-
Average Average Good Good Standing
1 2 3 4 5
1. Punctuality
2. Attendance
3. Discipline
4. Adherence to Rules
5. Integrity towards Organisation
6. Job Knowledge & Skills
7. Target Vs Achievement
8. Timely Completion of work
Signature of Employee
To be filled by Head
Name Name Below Very Out-
Average Average Good Good Standing
1 2 3 4 5
9. Concern for Cost & Quality
10. Quantity of Work
1. Ability to go beyond Job.
12. Relation with Seniors
13. Relation with Co-employees
14. Team Sprit
15. Work Communication
16. Motivation Level
17. Working without supervision
18. Initiative
19. Interest in Job
20. Intelligence

TOTAL POINTS

Signature of the Head
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RECOMMENDATION BY THE REGISTRAR

I:I 1. Promote To/Redesignate: Effective from
I:I 2. Additional Increments to be Considered: No. of Additional Increments
I:I 3. NormalIncrement:

I:I 4. HoldIncrement:

Signature of the Registrar

COMMENTS OF THE DIRECTOR

Signature of the Director

Approved by the Competent AULROFItY: ... e
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). GL.BAJAJ

- . 4 - Institute of Management & Research
P fl BAJAL N Greater Noida

Mid Term Appraisal Form for Faculty Members

1. Name:

2. Designation:

3. DateofJoining:

4. Subjectstaughtin

5. Firstyear:

6. Secondyear:

7. Methodology opted:

8. NoofResearch papers with details:

9. Noofbooks/chapters edited:

10. No ofresearch projects/sponsored undertaken:

11. Seminars/Conferences (National/State level) attended:

12. Seminars/Conferences(National/State level) organized:

13. Faculty Development Programmes (at least one week) attended:

14. Faculty Development Programmes (at least one week) organised:

15. MDPs attended:

16. MDPs organized:

17.  Alumni meet/programmes orgnised:

18. Any membership (new) of professional body:

19. Any certification/Diploma undertaken:

20. Competencies Skills inculcated among students:

21. Generic

22. Functional

23. Any exceptional contribution towards students” development? (Please specif)
24. Any exceptional contribution towards Institute's branding? (Please specify)
25. Please mention administrative tasks/duties you handle

26. Didyou performit/themin any innovative way? Please specify

27. Areyou satisfied with your performance?  Yes/No

28. Whatis your plan for developing and facilitating students to get internship/s?
29. Doyouobserve the JDs (of your functional area) provided by CRC for students? Yes/No
30. Would you like to mentor students to sharpen their skills/applied knowledge for their final placements?
31. Ifyes, how many students you would like to mentor?

32. How will you make your subject more applied?

33. Which methodology (new) you would like to opt in the coming trimester?

34. Anysuggestion/s for making students one step ahead in terms of applied knowledge and skills
35. Anysuggestion/s to strengthen the summer internship programme:

36. Any suggestion/s forimproving the efficiency of tasks performed by you?

37. Anyother suggestion:
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Application for Loan / Advance against Salary (FORM — 8)

A. Personal details (to be filled by the employees):

P =1 g To] (o) V=T | USROS
N N o LY o) = 4 To] 0] =TSRRI
3. FANEI'S INGMIE: ..ttt a e bt et et nane et e
L B 1Y o T T 21T o | APPSR
L B =TS o | - [o 1o N PO R OO PP
(ST B - 1 (= X o) ¥ Lo 3113 T PR RTRRRN
A 010 14 =Y 0| C] (o TS T = T VA (1Y ) PSPPSR
LS 1 o 1= 11 | USSR
. MODIIE INO.: . e e
10, LOAN/AGVANCE AMOUNLE ...ttt ettt ettt e eb ettt ettt et nae e et e e et st e bt e eae e e bt e nan e et e e esneenneenaneeenen
11. Purpose for Taking Loan /Advance Salary: ...............ccoiiiiiiiiiiiii et
12. Have youtakenloan/advance earliertothis? ..ot
13. Ifyes, please furnishthe detailS: ....... ..o et
14. Amountof EMIto be deducted from Salary: ..........cc.uiiuiiiiiiiie e e s

Declaration by Employee: / solemnly declare that the particulars given above are correct. | have read all rules and
regulation for Loan/advance against salary. | will abide by them.

Date: ..o Signature of Employee

B. Recommendations / Observations / Approval:

Head of Department / Section Head of Institution Management

For Office Use Only

Ch. No. Amount Date EMI (Finally approved) Receipt by Employee
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TA / DA Claimed Form

A. Personal details (to be filled by the employees):
P =140 T X o) = 49T o] (oY= ST SUSRUUURRRR
B B T T [ F= i o] o O TP PTPPRPTPPPPP
3. VIS WWOTK AL ettt b et ettt et e et e s ae e ettt e bt a et ae e nan e r e eanes
A, PUIMPOSE OF VISIt: oottt e e et e et e e et e e e e aa e e e eateeeeasaeeessaeeessseeeeaseeeeaaseeeeasseeeane
LT I 7= (= o) /- OSSPSR
6. Loan/AdVanCe AMOUNL: ..........oiiiii ettt ettt st
7. Purpose for Taking Loan/Advance Salary: ...............oooioiiiiiiiiiiiieee et
8. Haveyoutakenloan/advance earliertothis? ...........ooiiiiiiiiiiiiii e
9. Ifyes, please furnish the details: ............oo it
10. Amountof EMIto be deducted from Salary: ..........cceiiiiiiiiiiii e

Declaration by Employee: / solemnly declare that the particulars given above are correct. | have read all rules and
regulation for Loan /advance against salary. | will abide by them.

PART A: Details of Travel (Please attached all Tickets)

Date From To Mode of Conveyance Amount

Total

PART A: Details of Other Expenses (Please attached supporting documents)

SI. No. Details of Expenses Amount

Total

(Signature of Claimant) Checked by: Director
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NO DUES FORM

NaME Of the EMPIOYEE: ...ttt b et et et e e et e bt e ebe e e bt e et e e be e e b e e naneeaneees
Designation ........c..oooiiiiiiii e Department: ...
Date of JOINING: ....ooiiiiieiiee e EMPpIoyee ID:....c.eiiiiee e
Date of resignation/termination: ............cccccooiiiiiiiiiiiiiee Last Salary paid up t0: .....ccoceiiiiiiiee
Last Gross Salary Drawn: ........ccccceveieveeniieenee e MObile NO.: ...
Updated address for future COrrESPONUENCE: .........c.uieiiiiieeieie et ee et et e et e e e e e e st e e eesb e e e ssbeeessseeeessseeesasseeesseeenanns
Clearance of Dues

Department Remarks Name of the Authority Signature with Date

HOD/ Program Chairperson

IT Department:

- Laptop/ Compute Peripherals

- Passwords if any

- Removal of name from group
email list

- Any other items

Examination Office

Administration

Library

Store

Accounts Office

Signature of Employee

As confirmed from the above clearance, there is no due with regard to the above employee, no dues certificate is given for
full & final settlement.

Verified & Validated by: Approved By:
(Registrar) (Director)
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GL BAJAJ

E 2 . Institute of Management & Research
Fa- (I BAJAL Greater Noida

) FIND YOUR SPARK 4
CONFIDENTIAL
Exit Interview Form

We believe that the information is of vital importance and will assist in analyzing our employee retention and turnover.
Thank you for your cooperation!

NamMe Of the EMPIOYEE: ... ettt e ettt e e e at et e e aae e e e ebb e e e eata e e e emteeeeanseeeanneaeanbeeaan
Employee ID: ......oooiiiiiee e DesSignation ........c.ooiiiiiiii s
Department: ... Date of JOINING: .....cooiiiiiiiiiieee e

Last Working Day: ........ccocceeenieeiniiieeieee e

Questionnaire:
A. Reason for Leaving:

1. Increment in salary

Full time higher studies
Joining new organization
Beacause of work culture
Care for Dependents
Any Other (Please SPeCify DEIOW) ........iuiiiii e

Hoaaa

B. Positive aspects of the Institute:

C. Did you know what was expected of you in your job?
YES [ ] NO [] DON’'T KNOW [ ]
D. Did you receive enough guidance and training to do your job?

YES [ NO []

E. Did you feel you received formal recognition for your achievements and contributions?

YES [ ] NO [ ]
F. How do you rate the working atmosphere?
YES [ ] NO [ ]

G. Would you like to rejoin the Institute in future?
YES [] NO [ ]

Note: | hereby understand that this information is of confidential nature and the information Contained in this questionnaire
may be revealed on a "need to know" basis.

Employee Signature: .............cooiiiiiii Date: ...oooviiiii

Exit Interviewer: ... Date: ..o
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Ammendment in Service Rule

The Board of Governors have absolute power to insert new service rules, change the existing service rule and delete any
provision of the service rule either from the current date or from retrospective effect. However, till such changes are made
the existing rules shall prevail.

*k*%k
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