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1. The IISER system

Indian Institutes of Science Education and Research (IISERs) were created in 2006 through a proclamation of the Ministry of Human Resource Development, Government of India, to promote quality education and research in basic sciences. Soon after the announcement, two of these institutes at Pune and Kolkata, respectively, were started in 2006. This was followed by an institute at Mohali (2007) and at Bhopal and Trivandrum in 2008. Each IISER is a degree granting autonomous institution with a prime focus to integrate science education and research, with a motive of attracting bright students and world class faculty.

The Board of Governors of each Institute is responsible for the general superintendence, direction and the control of the affairs of the respective Institutes, including policies related to the administration. The Chairman of the Board is nominated by the Government of India. The Director of the Institute is an ex-officio member of the Board. Two professors of the Institute are nominated to the Board by the Academic Senate.

The Academic Senate is the highest academic body of the Institute. All academic matters including the control and general regulation of the standards of instruction, education and examination in the Institute comes under the purview of the Senate. The Director is the ex-officio Chairman of the Senate.

2. The Institute 

Indian Institute of Science Education and Research Bhopal was created in 2008 by the Ministry of Human Resource Development, Government of India. Its mission is to provide quality science education to UG and PG students. The prime focus is to integrate science education and research with a motive of attracting bright students and world class faculty. The Institute is committed to impart high moral and ethical values and create concern for social and environment awareness.
Indian Institute of Science Education and Research Bhopal will provide a platform for the faculty to engage in high quality pedagogy, at both undergraduate and postgraduate levels and to perform cutting edge research in frontier areas of basic sciences. With these set of broad objectives, it is believed that IISER Bhopal will emerge as a world-class Institute within a few years of its inception.

IISER Bhopal offers BS-MS (Dual Degree) and Ph.D. degree programs in Physics, Chemistry, Biology, Mathematics & Environmental & Earth Sciences. The details of these programs can be found under academic affairs.

The Director of the Institute is the Principal Academic and Executive Officer of the Institute. The Deans of the Institute shall assist the Director in various activities such as Faculty Affairs, Academic Affairs, Students' Affairs and Research & Development.

3. Important central facilities

    
  3.1
Library

The IISER Bhopal Library was started in August 2008 and currently houses around 3600 books and comprises of a collection of books for the BS-MS and Ph.D. curriculum in Physical Sciences, Chemical Sciences, Mathematical Sciences, Biological Sciences and Earth & Environmental Sciences. The library collection also includes documents in Computer Science, History of Science, light reading material, Fiction, Stories, General books, Encyclopedias, Dictionaries, and Magazines etc. Research books & Monographs are also included in the collection for labs & research purposes.

Online access to full text as well as bibliographic databases is being subscribed to facilitate research & teaching. Plans for library expansion include subscription to all major scientific research journals as well as e-books, e-journals & bibliographic databases etc. Very soon, IISER Bhopal Library will become a fully digital library with modern facilities.

The Central Library of the Institute is a fully modernized academic system, in outfits, functionality and the quality of service.  
The library schedule is as follows:

Monday – Friday

 

8.00 AM -11.00 PM

Saturdays, Sundays & Holidays 

9.30 AM - 06.00 PM

The timings and days of operation shall undergo changes from time to time. During the semester examinations, the Library will be kept open for extra hours of time.
Faculty members of this Institute are entitled to borrow up to 20 books each for a period of six months. Photocopying facility is available within the library. The website of the Institute provides full details of the library facility. 

3.2
Computer Center (CC)

The computing facility at IISER Bhopal comprises of several workstations with a well established computer lab based on Linux/Windows platform and is connected to our own proxy and web automation servers. The computer lab is well equipped with all major public domain application software. 

Furthermore, it is in the process of establishing a Red Hat Enterprise Linux cluster of high performance computing systems for scientific research. The cluster is composed of 29 nodes where each computing node has dual Intel Xeon X5570 quad, core 2.93 GHz processors and the nodes are connected with infinite band interconnect to support more tightly coupled parallel applications.

For further details regarding the facilities offered by CC, one can refer to the website of the Institute. The facilities at CC are continuously upgraded.
3.3   Institute Works Department (IWD) 

The primary role of the Institute Works Department (IWD) is to develop and maintain the capital assets and the utility services of the Institute. The details of various activities of IWD can be obtained from the website of the Institute. The Institute Works Department is striving hard for development of the permanent campus of the Institute at Bhauri.
3.4 Institute Health Services (IHS) 

The Institute has an arrangement for providing Health Services under tie-up with hospitals and empanelled doctors. The details are made available on the website of the Institute for the benefit of the users. Medicines which are prescribed can be purchased from outside and later reimbursed on submission of the Bills. Cases can also be referred to specialists or for surgery etc. to one of the recognized hospitals/nursing homes approved by the Institute. For details regarding rules and services provided by the IHS, including medical reimbursement, the faculty can visit the website or contact the Finance Officer. The Medical Attendance Rules are annexed to this booklet.
3.5 Guest house 

The Guest house provides boarding and lodging for all Institute guests subject to availability. The address and contact details are made available on the website with full information on the guesthouse accommodation facility of IISER Bhopal.  

4. On joining the Institute

The following important steps are required for completing the process of joining. A set of such important forms to be filled and submitted at the time of joining are made available on the website of the Institute at http://www.iiserbhopal.ac.in/ Msforms.htm
4.1
Joining report
A joining report indicating the joining date and the joining time (forenoon/ afternoon) should be submitted to the Director through the Dean, Faculty Affairs. 

4.2
Bio-data and certificates


A bio-data form duly completed is to be submitted to the Dean, Faculty Affairs office at the time of initial joining of the Institute. 
Copies of all the certificates and the Degrees obtained, along with the originals, should be submitted to the Dean, Faculty Affairs office. The originals will be returned to Faculty after verification. Submission of the High School Certificate or its equivalent, wherein the date of birth is recorded, is essential. 
Attestation forms are required to be submitted in triplicate. Passport size photographs are required to be pasted on all the three forms. These forms are required for verification of character and antecedents. Confirmation against the post that an incumbent is appointed (after successful completion of the specified period of probation) is taken up only after the verification of character and the antecedents has been carried out by the civic authorities.

4.3   Computer Center log-in

For access to the e-mail and internet facility a CC log-in is required. The required form can be downloaded from intranet website.

4.4   Family declaration 
Faculty are required to submit a family declaration form, duly filled, to the Dean, Faculty Affairs office, for purpose of issuance of health services booklet(s), grant of LTC, etc to the eligible members. The list of family members is to be kept updated by intimating changes, if any, from time to time. For the purpose of availing medical facilities, the definition of family is given below:
“Family means wife or husband of a member of the Institute staff as the case may be, and parents, sisters, widowed sisters, widowed daughters, minor brothers and children dependent on the Institute employee, if they are residing with him/her and their income from all sources including pension does not exceed Rs. 3,500/- per month.”
4.5   Identity card and Medical booklet

Identity card is issued by the ID Cell at the time of initial joining at the Institute. After a copy of the family declaration form submitted to the Dean, Faculty Affairs office, Faculty may contact the ID Cell for the issue of the medical booklets & ID card. Medical facilities are provided on production of the concerned medical booklet.
4.6   New Pension Scheme (NPS)

Each employee joining in permanent post needs to submit the registration form for joining the New Pension Scheme. The relevant form can be downloaded from the Institute website.  

4.7   Medical examination

All employees are required to undergo a medical fitness examination to be conducted by a Medical Board constituted for the purpose. The date fixed by the medical board for this medical examination is intimated to the members of the academic staff by the Dean, Faculty Affairs office. Usually, it is once in a semester for all the new employees who joined in the preceding term. 
4.8   Service book


The service book is an important document for Faculty. It is a permanent record of the entire service of an employee at the Institute. The individual’s name, father’s name (husband’s name in case of married female employee), permanent address, date of birth, qualifications, identification mark, post held, Pay Band and the Grade Pay, annual increments, etc. are recorded in this book. Besides, a record of all kinds of leave, except casual leave availed by the employee, is kept. Faculty should ensure that proper entries exist in Faculty service book in respect of the following:

· Medical fitness
· Date of birth and date of confirmation in service or post
· Annual certificates of verification of service with reference to pay bills
· Entries regarding counting periods of extraordinary leave as periods qualifying for pension
· Entries regarding the payment of leave and pension (or PF) contributions while on foreign service, if any, specifying the period
· Nomination for payment of retirement benefits/death gratuity is kept in safe custody of Head of the Accounts section or, any other responsible officer identified by the Registrar. It should be ensured that a clear note has been made in the service book as to what nominations and related notices have been received and where they have been lodged for safe custody
· Nomination for NPS is kept by the accounts office and an entry is made to that effect in the service book
· Nomination for the group insurance scheme is kept in Part-II of the service book and an entry is made to that effect in the Service Book
Each employee should inspect the service book once a year and affix his signature to signify its accuracy.

5. Professional responsibilities

Academic freedom is recognized and encouraged by IISER Bhopal and should be carefully guarded against any misuse.
Ability to teach at both UG and PG levels, knowledge of subject matter, skill in presentation, interest in students, ability to stimulate young minds, capacity for cooperation and enthusiasm, devotion to teaching are some of the qualities which are expected from Faculty as an IISER Bhopal Faculty member. Outside the classroom a teacher also has the responsibility of being a guide and a friend to the student.
The major areas of professional and related activities of Faculty are classified into following four elements. Though the primary activities of the Faculty are expected to be in the first two elements, it is expected that there would be a reasonable level of involvement in the other two elements too.
5.1
Instructional element

The instructional element includes classroom and laboratory instruction, project and thesis advising and supervision, valuation of student academic performance, course and laboratory development including development of learning resource material and industrial tour/practical training supervision.
5.2   Research and scholarship element

The research and scholarship element includes the creative activity that results in the generation of new knowledge and the development of techniques, products, tools and new methods of adaptation and communication in the areas of concern to the faculty. Research work may be of the personal or non-collaborative kind or may be collaborative or in a group setting through, for example, sponsored research projects. Often, it involves setting up or development of research laboratories and facilities. Research and scholarly activities result in technical reports, papers in conferences and scientific journals, research monographs, books or book chapters, patents, software packages, etc.

5.3   Consultancy and extension element

The consultancy and extension element includes interaction with industry in the form of consultancy services and continuing education programmes for working professionals, transfer of technology of products and processes to industry, interaction with research and academic institutions through collaborative programmes, contributions to professional societies, organization and participation in conferences, seminars, symposia, workshops, etc, at National and International levels.
5.4   Management and Institutional development

The Management and Institutional development element encompasses administrative, managerial and institutional development activities within the department/ center/ program/ facility and in the Institute as a whole. It includes services associated with student welfare and development, responsibilities for personnel administration, resource allocation and control, academic programme planning and administration, management of laboratories and facilities, participation in national level examinations for student admission at undergraduate and postgraduate levels, etc.
5.5   Conduct rules

Conduct rules are laid down by the Institute for strict adherence by all the employees of the Institute. Following are some of the salient features of these rules. An academic employee;
· shall maintain absolute integrity, devotion to duty and be strictly honest and impartial in dealings

· shall be courteous in dealings with staff, students and members of public

· shall be a whole time employee

· shall observe scheduled hours of work and be present at the place of duty

· except for valid reasons, shall not be absent without prior permission

· shall not leave station even during leave or vacation without prior permission

· shall inform the HOD/Dean, Faculty Affairs, the address where he/ she would be available during absence

6. Academic system

6.1 Teaching 

The mission of IISER Bhopal is to provide quality science education to UG and PG students. The prime focus is to integrate science education and research with a motive of attracting bright students. The Institute is committed to impart high moral and ethical values and create a concern for social and environment awareness.

The examination system at this Institute is a continuous process of evaluation normally based on short tests, one mid-semester examination and one end-semester examination, in addition to homework and laboratory assignments. Based on a weighted average of the marks obtained in examinations, quizzes, and other assignments during a semester, the letter grade is awarded in the course. There is nothing like promotion from one year to another; it is a course-wise promotion. A student who has not cleared all the courses of any year is allowed to take advanced level courses of the successive year if he has passed the pre-requisites for such courses.
Each course is assigned a numerical weight. Each letter grade carries numerical points. The following are the letter grades with numerical points shown against each other:

	Letter grade
	For BS-MS (dual) 
degree students
	For Ph.D. students

	O

A
	10
10
	10
10

	B
	8
	8

	C
	6
	6

	D
	4
	4

	F
	2
	2


Besides these grades, there are three other grades viz.  ‘I’, ‘S’ and ‘X’.  ‘O’ grade also carries 10 grade points like ‘A’ grade but will be awarded only to students whose performance are extraordinary compared to other students registered in that course.  ‘I’ stands for incomplete, ‘S’ stands for satisfactory and ‘X’ for unsatisfactory grades for doctoral research.

The performance of a student at the end of a semester is evaluated in terms of weighted average of grade points secured by him / her in all the courses and is known as Semester Performance Index (SPI).  Similarly, the Cumulative Performance Index (CPI) represents the weighted average of grade points secured in all the semesters up to end including the last semester.
For the details of various academic procedures and requirements please refer to the UG manual and the PG manual on the Institute’s website.  

7. Outreach through Centre for Development of Science Education

As a faculty member of this Institute Faculty are also expected to conduct outreach activities for dissemination of knowledge beyond the confines of the institutes. This is carried out through Summer Schools, short term courses, invited lectures, visiting other places for delivering lectures etc. Most of such activities are supposed to be carried out through Center for Development of Science Education (CDSE).    
The main activities of CDSE are expected to be under four different sections: (i) curriculum development cell which supports writing books, monographs, teaching manual, conducting workshops in teaching methodologies, etc.;(ii) resource development cell supporting activities relating to production of audiovisual aids; (iii) continuing education cell supporting continuing education programmes for industry and college/university teachers; and (iv) quality improvement programme which monitors in service training programme of Science & Engineering college teachers and provides support to undertake Ph.D. and other programmes at IISERB. All proposals for organizing short courses, workshops, conferences in or outside the Institute are routed through the Head, CDSE.

8. Benefits and privileges

The Institute provides various perks and facilities to Faculty. Some of them are mentioned as follows:

8.1  Cumulative Professional Development Allowance (CPDA): 

In pursuance of Board’s approval (Fourth BOG Minutes 4.3(h) dated 17/12/2009) on the implementation of pay and the perks as per the 6th Central Pay Commission, the following guidelines are made available for operation of Cumulative Professional Development Allowance (CPDA) from the main account of the Institute.

1. Guidelines for implementation of CPDA Scheme:

a. Every faculty member of IISER Bhopal will be entitled to a CPDA of Rs.1,00,000/- every financial year on reimbursable basis.

b. Unspent amount at the end of a year will be carried over to the next year up to a block of three years.

c. The scheme is effective from 1st April 2009.

d. For faculty members joining the Institute in the middle of a year, the amount of CPDA credited for that financial year will be calculated on a pro-rata basis based on the number of months left in the year, including the month of joining. The year of joining will be the first year in the block of three years for that faculty member.  

2. Finance and Accounts (F&A) Section will maintain individual accounts for each faculty member to monitor the expenditure on account of the CPDA. At the beginning of every financial year, Rs.1,00,000/- will be credited to the account of every faculty member. All expenses incurred by the faculty member under CPDA will be booked against this account. At the end of the third year of the block, balance if any will be transferred to the Institute account and will be deemed to be an income of the Institute for the next year. This cycle will be repeated every third year of the block.

3. The CPDA accounts will be maintained under a separate earmarked fund named CPDA Fund, to be created for this purpose. At the beginning of every financial year, and on the joining of any faculty in the middle of a year, the CPDA amounts of the faculty will be transferred from the Institute Salary Account to the CPDA Fund.

4. The CPDA will be available on reimbursement basis, to meet expenses for participating in both national and international conferences paying membership fees for professional bodies and buying books.

5. Contingent Expenses: The “Contingent Expenses” shall be limited to books, stationary and computer related consumables such as external storage devices, cartridges, repair and maintenance of computer peripherals etc. Besides the above the cost of procuring the Broadband connection (including wireless USB) and the Broadband usage charges are reimbursable from the contingency expenditure.

8.2  Telephone reimbursement: 

Reimbursement of telephone bills to permanent faculty members up to a ceiling of Rs.750/- per month is permissible.

8.3 Payment of foreign TA/DA/Accommodation charges for attending Workshops / Symposia with CPDA /R&D /Institute funds:


The Finance Committee after detailed deliberations proposed the following rates along with other expenses eligible for reimbursement:

1. 
Actual registration fee

2. 
Daily allowance for the days of the conference plus two days subject to a maximum of eight days as per the foreign DA rates of the Government of India

3. 
Full to and fro excursion fare as per entitlement

4. 
Separate accommodation charges as per the rates of Government of India or as approved by the Director on case to case basis

8.4 
Equivalent Grade Pay for TA/DA eligibility with reference to Academic Grade Pay :

The Institute follows the guidelines of MHRD to determine the equivalent GP for each AGP for deciding the TA/DA entitlements. 

The Academic Grade Pay has been fixed slightly at higher level than the grade pay of similar grade of Central Government employees, but, the entitlement for TA/DA and other allowances would be governed by the provision of CCS (RP) Rules, 2008 as per the TA/DA entitlement for corresponding Grade Pay. The following mapping of academic grade pay with grade pay is required to be followed for the purpose of determining the eligibility for TA/DA and other allowances:

	Sl. No.
	Academic Grade Pay
	Equivalent Grade Pay for TA/DA and other allowance

	1
	Rs. 6000 & Rs. 7000
	Rs. 6600/-

	2
	Rs. 8000/-
	Rs. 7600/-

	3
	Rs. 9000/-
	Rs. 8700/-

	4
	Rs. 9500/-
	Rs. 8900/-

	5
	Rs. 10000/- and Rs. 10500/-
	Rs. 10000/-


8.5   Leave Regulations

The rules for various categories of leaves are mentioned in the subsequent paragraphs. A member of the staff ceases to be in the service of the Institute if he/she is continuously absent from duty for five years, whether with or without leave, unless such absence is on Foreign Service terms in India.

· Casual leave  

Casual Leave is not earned by duty. The period of such leave is limited to 8 days in a calendar year and is granted in such a manner that the total period of absence including holidays (prefixed or suffixed) does not ordinarily exceed nine days.

Casual Leave cannot be combined with any other kind of leave. Vacation is not treated as leave and, therefore, casual leave can be combined with vacation which should, however, be limited to nine days absence. Casual leave is sanctioned by the concerned HOD.
· Special casual leave 

Special casual leave is granted for purposes like appearance in a court of law in public interests, participation in conferences/ scientific gatherings, viva of Ph.D. /M.S. thesis, selection committee meetings, or any other purpose which the Director may think fit.  The period of such leave is normally limited to 15 days in a calendar year. Special casual leave is sanctioned by the concerned HOD/Dean, Faculty Affairs except in cases of visits abroad.
· Half-pay leave 

Half-pay leave that is admissible in respect of each completed year of service is 20 days. This may be granted either on medical ground on production of a valid medical certificate or for private affairs. While on medical treatment, there is provision for commutation (see below). However, this leave is not granted for those holding a temporary appointment except on medical grounds with a valid medical certificate.

· Commuted leave 

Commuted leave not exceeding half the amount of half pay leave can be granted on production of a valid medical certificate. In such a case, twice the amount of such leave is deducted against half pay leave due.
· Earned leave  

During the period when semester is closed (vacation period) faculty members are entitled to vacation for 60 days. In case such a faculty member who remains on duty during the whole or part of the vacation, will be eligible to get one day of Earned Leave for each two days of vacation not availed of with a maximum of 30 days for the entire period of vacation of 60 days.

Earned leave at the credit of a faculty member is carried forward and can be accumulated up to a maximum of 300 days. Encashment of accumulated earned leave subject to a maximum of 300 days at the time of death/ retirement is also admissible.

8.6   Family planning incentive

A special increment in the form of personal pay is given to a staff member who himself/herself or, whose spouse undergoes a sterilization operation as per Govt. of India rules adopted by the Institute. The number of living children should not be less than one or more than three. To avail this benefit, the male employee’s age should not be more than 50 and that of his wife should be less than 45. In the case of a female employee, her age should be less than 45 and that of her husband, less than 50. Also, the sterilization operation by the employee or his/her spouse should be conducted at an approved institution. This incentive increment rates remain fixed during the entire period of service of the concerned employee and is not affected by any subsequent promotion.

8.7   Leave Travel Concession

Leave Travel Concession (LTC) is admissible (as per rules) to members of the Institute staff and his/ her dependent family members residing with him/her as per the Govt. of India rules adopted by the Institute.  Advance for the journey up to 90% is admissible. The claim for LTC with or without advance must be settled within one month of performing the return journey.
8.8 Reimbursement of travel expenses on initial appointment

Persons living abroad who are appointed to a faculty position at this Institute are eligible for reimbursement of travel expenses up to a maximum of Rs. 1,25,000/- (economy class fare for self and family) and Rs. 75,000/- for those who are from stations within India. If the actual amounts are less than the limits prescribed, the actual costs only will be reimbursed. This sum is admissible to the individual only on his getting confirmed on the post he joins and on production of official receipts for the expenditure and executing a bond for serving the Institute for a minimum period of five years.

8.9   Facility of loan
Loan facility (on such interest rates and conditions as applicable in Government) for purchase of computer/ accessories/vehicle purchase and for building a house are available to all faculty working against a permanent post as per Govt. of India/Institute norms approved by the Board from time to time.
8.10 Group Savings Linked Insurance Scheme (GSLIS)

A compulsory Group Savings Linked Insurance Scheme is made available as per the rules by entering into a tie-up with LIC of India. Under this scheme certain EMI per month shall be deducted from the salary of each permanent employee of the Institute. This is subject to revision by LIC on year to year basis. A part of this amount goes to cover the risk of life, and the remaining part is retained by the Insurance Agency towards the savings component and interest is paid on this component of the monthly subscription to the scheme.

8.11 Children’s Education Allowance

Children Education allowance up to Rs. 12,000/- per annum per child for a maximum of two children is admissible on reimbursement basis, as per rules. It is revised from time to time based on Government of India orders.

 8.12 Medical Attendance Rules

Employees and their family members are entitled to reimbursement for medical attendance and treatment. Document for the same is annexed to this manual to provide broader guidelines regarding Medical Attendance Rules (Appendix 18.5).

9. Facilities & Services at Transit & Permanent Campus

The IISER Bhopal campus is being built on a plot of about 200 acres of land. It shall be a residential campus offering accommodation to the students, faculty members and support staff members. The campus shall have all the amenities for developing the personal, social and academic skills of the community. The campus shall be equipped with housing facility, banks, shopping complex, clubs, guest houses, sports facilities, auditorium, gymnasium etc. Some of the facilities and services to be made available in the permanent campus under development / current transit campus are as follows: 

9.1   Housing 

The construction activity at the permanent campus site ear-marked for the Institute is progressing very fast. The first phase of the campus is expected to be completed in the second half of 2011. IISER Bhopal shall have a residential campus, with the students residing in the students’ Halls of Residence. The faculty and the academic staff shall be provided housing as per their eligibility and subject to the availability of houses. In case, any type of housing is not immediately available, accommodation can be provided in the Institute Visitors’ Hostel for a temporary period.  Rent is charged according to the type of accommodation allotted. In case, residential accommodation is not provided by the Institute and the employee stays in rented accommodation in the city of Bhopal, he is eligible to draw a House Rent Allowance (HRA) as per rules of the Institute. 

9.2   Shopping Complex

The permanent campus shall provide for shopping facilities where commodities for regular usage can be purchased. Vegetables and meat shall be available just outside the campus. Mobile vegetable and fish vendors shall also move around the campus. The Banking, Telecommunication and Postal services are going to be the part of shopping complex. 

9.3   Transport  

The Institute shall make suitable arrangements for ensuring connectivity from the new campus to the city markets, railway station, airport etc., by encouraging transport operators/ entering into tie-up for this purpose.

The present transit campus building at Govindpura is well connected with the rest of the city by different modes of transport. 
9.4   Communication 

Currently, the Fax facility shall be made available in the office of Dean, Faculty Affairs for official purposes. E-mail facility shall be made available to each individual. Every faculty member shall have an internal/external telephone at office as well as at residence in the new campus under development.

9.5   Schooling for children 

In Bhopal city, there are several Central Schools managed by CBSE (Class I to XII), which are available for the benefit of the employees of Central Government for the education of their children. The employees of IISER Bhopal have priority admission facilities as per the rules of KV Sangathan. Besides, there are numerous corporate schools of excellent standards through out city of Bhopal, as the city is famous for state of the art academic facilities.

9.6   Institute magazine

Publication of Institute magazine Uday – The Ascent covering academic, research and community news of the Institute for internal and external circulation is done on annual basis.

9.7   Clubs 

The Institute encourages establishing and organizing certain clubs like book club, Institute’s club and women’s association and various other students’ clubs. Interested faculty members may involve themselves by extending advisory role to the student and community clubs. 

10. Research & Development

IISER Bhopal provides an excellent environment for research and development activities. The research and development activities are coordinated through the Dean, Research & Development. The detailed R&D policy document is annexed to this manual to provide broader guidelines on the R&D activities and project employment structure (Appendix 18.2).
11. Leave Rules (on Academic Grounds)

11.1   Introduction
The Institute has provision for different kinds of leave. Besides the following kinds of leaves, the Institute may adopt the recommendations of Govt. of India from time to time in terms of providing the facility of different kinds of leaves for the benefit of the employees of the Institute:
Casual Leave, Special Casual Leave, Half Pay Leave, Commuted Leave, Earned Leave, Extraordinary Leave, Maternity Leave, Hospital Leave, Quarantine Leave, Leave not Due and Sabbatical Leave.

The present document is meant to provide guidelines for the sanction of leave on academic grounds to faculty members who are permanently employed. Such leave can be short or long as explained below.

In the event of there being any inconsistency between any of these guidelines, the rules prescribed by the Institute from time to time shall prevail.

11.2
    Leave on Foreign Service Terms
11.2.1   Definition
Leave on Foreign Service Terms means the leave granted to serve elsewhere in which the employee receives pay from another organization. This is basically a mechanism to permit an employee to take up a remunerative position elsewhere while maintaining lien at the Institute and continuing to draw increments and retirement benefits at the Institute.

11.2.2    Contributions
An employee granted leave on Foreign Service terms is required to pay pension and leave salary contributions if governed by the Pension Scheme and Institute’s share of NPS/Gratuity contribution and leave salary contribution, if governed by the Gratuity Scheme. Besides, the employee has to pay his own contribution towards NPS.

11.3        Short Leave on Foreign Service Terms
11.3.1     Definition
Any leave of absence for a duration exceeding a month during a semester and up to a maximum period of one semester with the provision of prefixing and/or suffixing vacation periods will be called SHORT LEAVE.

11.3.2 
  Eligibility
11.3.2.1
Two full semesters should have been spent at the Institute after returning from the last Short or Long Leave or after initial joining of the Institute.

11.3.2.2
The obligations of any previous bond should have been fulfilled. This may be relaxed at most once in the tenure of a faculty member at this Institute.

11.3.3 
Terms and Conditions
It must be ensured that prior and proper arrangements are made for the discharge of responsibilities, such as those concerning sponsored projects, guidance of research work of students, teaching duties, etc.

11.4        
Long Leave on Foreign Service Terms

11.4.1     
Definition
Any leave of absence over lapping two or more semesters shall be called LONG LEAVE.

11.4.2     Eligibility
11.4.2.1
Five years should have been spent at the Institute, including leave as due availed, after joining the Institute or return from the previous Long Leave or Sabbatical Leave whichever is most recent. This may be relaxed up to two years for Assistant and Associate Professors for availing Long Leave for the first time in their tenure as faculty members at this Institute.

11.4.2.2
Two full semesters should have been spent at the Institute after return from the last Short Leave. The Institute may relax this requirement to one semester if Short or Long Leave has not been availed in the ten years preceding the last availed Short Leave.
11.4.3   
Terms and Conditions
11.4.3.1
It must be ensured that prior and proper arrangements are made for the discharge of responsibilities such as those concerning sponsored projects, guidance of research work of student, teaching duties etc.

11.4.3.2 
The maximum permissible period of Long Leave is 2 years.

11.4.3.3 
Not more than 20% (rounded off to the next whole number) of the existing faculty of a department can be given Long Leave at any given time.

11.4.3.4 
The person granted Long Leave will execute a bond to serve the Institute for a period of one year on return from the leave if the Long Leave is up to one year and for a period of three years if the Long Leave is for more than one year. The bond will be for a sum of Rs.10,000/-

11.4.4 
Terms and Conditions for Long Leave for Higher Studies/ Training

Long leave for pursuing higher studies/training towards a degree/diploma shall be granted rarely and under special circumstances by the Board.

11.4.5 
Deputation on Foreign Service Terms
11.4.5.1
A permanent member of the academic staff may be deputed to a Government organization or an autonomous body drawing major funding from the Government of India or an industrial enterprise, R & D organization or an academic institution of repute, if this is in the interest of the Institute.

11.4.5.2 
In the case of deputation to the higher position in a national laboratory/institution of national/public sector undertaking or a senior position in a central or state government department/organization, the maximum period of deputation will be five years provided the appointment is in India. In all other cases, it shall be restricted to two years, and may be extended by the Board for good and sufficient reasons.

11.4.5.3 
There would be at least one year service period left after return from deputation. This period could be reduced further and even waived under special circumstances by the Board, depending on merits of individual cases.

11.4.5.4 
The conditions laid down under articles 11.4.3.1, 11.4.3.3, and 11.2.2 should be satisfied.

11.4.5.5 
The obligation of any previous bond must be fulfilled for grant of deputation. The Board may, however, relax this condition in special cases.

11.5
Sabbatical Leave

11.5.1
Sabbatical Leave may be granted for one or more of the following objects namely:-

a) to conduct research or advanced studies in India or abroad; to write text books, standard works and other literature;

b) to visit or work in Industrial concerns and technical departments of Government to gain practical experience in their respective fields;

c) to visit or work in a University, Industry or Government research laboratory in India and abroad; and 

d) any other purposes for the academic development of the staff member, as approved by the Board of Governors.

11.5.2
The grant of Sabbatical Leave shall be subject to the following conditions namely:-

a) the period of sabbatical leave shall not exceed one year at a time including vacations, if any, but the Board may grant in addition any other leave up to a maximum of 120 days which the member might have earned during the service at the Institute; 

b) a member of the academic staff shall, during the period of sabbatical leave, be paid full salary and allowances as admissible under the normal rules but he/she shall not be entitled to claim any travelling allowance or any extra allowance in India or abroad from the Institute;

c) no substitute shall be appointed in the vacancy and his work shall be shared by the other members of the faculty;
d) a member of the academic staff shall not undertake during the period of sabbatical leave, any regular appointment under any other organization in India or abroad; he shall, however; be free to receive a scholarship or fellowship or bursary or any other ad-hoc honorarium other than his regular employment.

e) any faculty member who does not come back to join the Institute after completing the sabbatical leave or does not serve the Institute for a minimum period of three years after availing the sabbatical leave shall forego the benefit of earned leave encashment.
SABBATICAL LEAVE will be for the purpose and under terms and conditions as laid down by the Institute, Further, eligibility and other conditions are given below.

11.5.3 
At least two full semesters should have been spent after availing Short Leave.

11.5.4
For grant of Sabbatical Leave for the first time since joining at least six years should have been spent at the Institute (including leave as due availed but restricted to earned leave and commuted leave).

For any subsequent Sabbatical Leave at least six years should have been spent at the Institute (including leave as due availed but restricted to earned leave and commuted leave) since return from the last Sabbatical Leave.

11.5.5 
Obligations of the bond period, if any, of the last Long Leave should be fulfilled.

11.5.6
Conditions laid down under articles 11.4.3.1 and 11.4.3.3 should be satisfied.

11.5.7 
An undertaking in the proforma for the undertaking for sabbatical leave should be executed.

11.6
  General Terms and Conditions

11.6.1
Leave of absence of any kind or a combination thereof during the semester(s) for a period of more than a month for academic purposes will be treated as Short or Long Leave as the case may be and will accordingly count as such for qualifying service required for the sanction of any further Short/Long Leave.

11.6.2
Leave of any kind can be converted into another kind of leave as provided by the Institute.

11.6.3
Leave sanctioned must be availed for the purposes for which it is granted and at the place approved. Changes are permissible only with prior approval of the Institute.

11.6.4
No faculty member shall proceed on leave unless all the prescribed formalities have been completed and formal orders have been issued.

11.6.5
A joining report after availing leave is mandatory; this should include a statement of activities during the leave period, and should give information on patents granted, technology transfer achieved, etc.

11.6.6
If an extension to the leave granted is sought, an application for the same should reach the Institute at least 3 months before the expiry of leave already sanctioned. In such cases decision will be communicated in advance. Unless a sanction for extension is received, the applicant is obliged to rejoin the Institute as per leave already sanctioned. Extension of leave will automatically extend bond period as per rules.

11.6.7
The grant of Long Leave will be considered by the long leave and Travel support committee whose recommendations will be submitted to the Director.

11.6.8
Overstaying beyond the sanctioned leave may attract disciplinary action and permission to join the Institute has to be invariably obtained in such cases.

11.6.9
The Institute may, for good and sufficient reasons to be recorded, grant relaxation of the conditions given above to the extent considered reasonable.

12. Pay structure as per 6th CPC

Allowances and perks to faculty will be given as per Government of India norms. 

Assistant Professor (On contract):

· Placed in Pay Band–3 with scale of Pay of Rs. 15,600-39,100 and Academic Grade Pay of Rs. 6,000/- with 7 non-compounded advance increments.

· After one year of continuous service, they will be placed in AGP of Rs. 7,000/- per month.
Assistant Professor: 

· Placed in Pay Band–3 with scale of Pay of Rs. 15,600-39,100 with Academic Grade Pay of Rs. 8,000/- per month.

· For direct recruits, minimum pay in the pay band 3 shall be fixed at Rs. 30,000/- per month + Academic Grade Pay of Rs. 8,000/- per month.

Emoluments after three years of continuous service:

· After three years of continuous service as Assistant Professor in Pay Band 3, they will be placed in Pay Band–4 in the Pay Scale of Rs. 37,400 – 67,000 with Academic Grade Pay of Rs. 9,000/- per month.

Associate Professor: 

· Placed in Pay Band–4 with scale of Pay of Rs. 37,400-67,000 with Academic Grade Pay of Rs. 9,500/- per month.

· For direct recruits, minimum pay in the Pay Band – 4 will be fixed at Rs. 42,800/- per month + Academic Grade Pay of Rs. 9,500/- per month.

Professor: 

· Placed in Pay Band–4 with scale of Pay of Rs. 37,400-67,000/- with Academic Grade Pay of Rs. 10,500/- per month.

· For direct recruits, minimum pay in the Pay Band – 4 will be fixed at Rs. 48,000/- per month + Academic Grade Pay of Rs. 10,500/- per month.

· Upto 40% of the posts of Professors at any given point of time shall be eligible for HAG scale of Rs. 67,000–79,000/- per month after six years of regular service in AGP of 
Rs. 10,500/- and Rs.10,000/- per month. The services rendered by Professors presently working in IISER in the pre-revised scale of pay of Rs. 18,400–22,400/- will be counted for granting HAG scale of Rs. 67,000–79,000/- subject to the performance evaluation based on research publications, PhD supervisions, teaching and consultancy services etc. 

13. Rules for appointment of Adjunct/Honorary Professors 

The Institute took up an initiative for appointing eminent academicians, scientists, researcher from academia and industry as Adjunct/Honorary Professors of the Institute on invitation basis in recognition of their outstanding achievements in the professional life. Following are the guidelines which make this scheme more comprehensive:

i. The distinguished position of Adjunct/Honorary Professor of the Institute can be offered for a period of 5 years from the date of formal acceptance.

ii. The following facilities would be made available during the period of the association with the Institute as an Adjunct/Honorary Professor. 

A. Research Facilities: In order to carry out research at IISER Bhopal all necessary infrastructure, equipment, laboratory space, contingency and consumable grants as applicable to the Institute faculty members will be provided. Project proposals can also be submitted for which the Institute undertakes to assume administrative responsibilities. 

B. Academic Activity: Adjunct/Honorary Professors are encouraged to offer courses and take-up teaching responsibilities as part of the Institute’s Academic Programes in the area of interest, including extending guidance to PG and PhD students. 

C. Honorarium and other perquisites during any short-term stay:  During the short-term visits/stay at the Institute they would receive a honorarium of Rs. 3,000/- per day, along with travel cost reimbursement as per the entitlements. Further, arrangements for stay, hospitality, transportation facilities etc., will be ensured by the Institute. 

D. Long-term stay: They may also choose to work for one or more than one semester on FST/Lien/Deputation/EOL or any other mode as per the norms of the parent organization.  During this period, they would be eligible for all pay, allowances, perquisites benefits of CPDA, LTC, leave, medical benefits, statutory contribution towards pension, leave salary etc. as per rules, as applicable in the present organization. 

14. Special honorarium for SSB/Fellows of National Academies

In order to persuade and encourage the faculty members, the Institute operates a scheme similar to that of UGC for providing a special honorarium of Rs. 15,000/- per month to the faculty members who are the fellows of at least two of the following four academies, wherein, the faculty members are made eligible to draw honorarium either from CSIR for the SSB Award or from Institute under this scheme in addition to their salary. 

1. National Academy of Sciences, India (Allahabad)

2. Indian Academy of Sciences (Bangalore)

3. Indian National Science Academy (New Delhi)

4. Indian National Academy of Engineering (New Delhi)

15. Institute Post Doctoral & Research Scientist Fellowships

The BOG at its 3rd meeting held on June 25, 2009 approved implementation of Post Doctoral Fellowship Scheme at the Institute. These post-doc fellows will carry out research as well as assist in running the laboratories (teaching and research). In view of the recent revision in the post-doc fellowships announced by DST/MHRD etc., the following revised rates and guidelines are approved for implementing Institute Post Doctoral Fellowship Scheme, w.e.f. January 10, 2011.

Qualifications and Fellowship Amount:

	Name
	Qualification
	Experience
	Duration
	Amount

	Post Doctoral Fellowship
	Ph D
	-
	2 Years
	22,000/-

	Research Scientist Fellowship
	Ph D
	2 years
	2 Years
	25,000/-

	Sr. Research Scientist
	Ph D
	PDF of 2 years duration / Meritorious distinctions and research exposure at national and international level Institutes.
	2 Years
	30,000/-


Selection Process:

The selection process will be decided by a committee approved by the Director. Following guidelines are approved in this connection. 

1. Departments and programs can seek from the Director, the PDF positions to pursue specific research plans as per the above fellowship structure. The fellowship duration will be upto two years. Performance of the Post Doctoral Fellows will be reviewed every year in order to decide his/her continuation in the next year. 

2. In normal circumstances, the number of PDFs/Research Scientist Fellowships can be up to 2 in number for each Department.

3. On prior approval from the Director, a department or a programme will seek applications for such a PDF position.  Advertisements for PDFs will be carried in the websites of the Institute and the concerned department/programme, the latter may also insert the advertisement in professional journals and newsletters. 

4. Besides applications against advertised PDF positions, applications will also be considered which are made by candidates on their own, provided such an application is accompanied by a research plan. 

5. PDF applications will be considered by a committee consisting of concerned faculty member(s), the Coordinator of the concerned department/programme and atleast one faculty member from outside the department/programme. 

6. Recommendation of the Selection Committee will be sent to the Director for his approval.  

7. Personal files of Post Doctoral Fellows will be maintained by the Office of the Faculty Affairs. 

8. As post Doctoral Fellowships are purely temporary, benefits that are applicable only to permanent employees of the Institute (e.g., LTC, etc.) will not be applicable to Post Doctoral Fellows. 

Benefits:

1. Medical benefits for Post Doctoral Fellows will be the same as that of the registered students of IISER Bhopal. 

2. Campus facilities (except accommodation) for Post Doctoral Fellows will be same as those of postgraduate students of IISER Bhopal. Thus they will enjoy the same benefits as PG students with respect to Computer Centre, Central Library, etc. 

3. Leave rules for Post Doctoral Fellows will be the same as the leave rules of PG students of IISER Bhopal. 

4. Post Doctoral Fellows will be provided accommodation in the Institute Students’ Hostels, subject to availability. 

16. Delegation of Powers in various functional areas

The BOG of the Institute approved a detailed document defining the responsibilities and powers to be exercised on behalf of the Director by various functionaries of the Institute in the areas of reporting hierarchy, leave, financial and other matters, besides R & D Project management matters. This is required for suitable distribution of responsibilities to various cadres of the Institute for smooth discharge of official responsibilities in the areas specified. The approved version is made available as Appendix 18.3.  

17. Annual Performance Appraisal

The BOG of the Institute approved a system of performance appraisal for the faculty members in order to encourage the assessment and accountability in terms of achievement of academic parameters. This would help the Institute to understand the academic profile development pattern at the time of faculty promotions, funding the Institute level projects etc. A proforma of performance appraisal for faculty members to be submitted annually is attached as Appendix 18.4. 

****


Guidelines on

Research & Development

Appendix 18.1

Guidelines on Research & Development

IISER Bhopal provides an excellent environment for research and development activities. These are coordinated through the Dean, Research & Development.    

Faculty members are encouraged to engage in sponsored and consultancy research projects. An account is maintained with the R&D office for each project. Various aspects of project management, i.e., initiation of proposal, opening an account with R&D, purchases and hiring, travel, submission of report etc. are routed through the R&D office. Various forms for this purpose can be downloaded from the website.  

Faculty members are also encouraged to collaborate with other faculty members of IISER Bhopal and other researchers of various Institutes for carrying out research in area of his/her expertise and other multi-disciplinary areas. The area of expertise and research interest of individual faculty members of IISER Bhopal can be obtained by referring to the websites. 

       Sponsored projects

A faculty may like to approach various national and international funding agencies and industries for sponsored projects in the areas of the desired research interests.  Generally, the research proposals are submitted as per the format of the respective agency. The formats of various agencies are available at the R&D website.
       Consultancy projects 

The institute encourages Faculty to undertake consultancy work. The consultancy work should be of such nature that it enriches the professional experience and the knowledge as a faculty member of this Institute and, thus, makes him/her a better educator and researcher.  
This Institute considers carrying out consultancy projects an important activity to achieve one of its objectives in contributing to the country’s industrial growth. These also benefit the concerned faculty members and the institute in several ways, in addition to providing much needed service to the industry. The projects provide a firsthand knowledge of the current problems of industry, which is very helpful in tuning the curriculum to the industry’s needs. The faculty members get an opportunity to apply their ideas on practical systems. The students working on these projects are exposed to practical experience useful in finding better jobs towards the end of their studies. Finally, the consultancy projects provide some financial incentive to faculty, staff and students.

A faculty can also undertake routine or non-routine testing projects, which are required by industries/utilities for the performance evaluation of their specific products. The testing projects involve utilization of institute laboratory facilities. Institute, however, discourages undertaking any certification work, unless certain facilities of the institute are recognized by appropriate authority for this purpose.

Each consultancy project will have a Principal Investigator (PI) or Principal Coordinator (PC). Industrial organizations usually approach the Institute for consultancy work through a faculty member or a functionary of the Institute (i.e. Dean or Director). When a faculty member is approached for the work, he/she will be the PI. If he/ she does not wish to be the PI or if the project is referred to a functionary, the PI would be identified through appropriate discussions. The PI will be responsible for the following:

· Formulating the project proposal which may include (i) planning of the work to be done, (ii) estimating costs according to the guidelines provided in a later section, and (iii) identifying other collaboration partners/Coordinator and consultants, if necessary. The project proposal prepared by PC will be forwarded to the client through the Dean, Research & Development. 

· Execution of work. 

· Handling all communications with the clients after the project has been accepted.

· Submission of intermediate and final reports as agreed in the project proposal.

· Making recommendations to the Dean R&D regarding the expenditure from the project funds and honoraria to be paid to faculty, staff and students.

The Institute requires the total cost of the project to be paid by the client, in advance, before the work commences. In case the project is to continue for more than a year, the Institute may permit, at its discretion, commencement of work with only yearly cost deposited in advance. All payments from clients will be received by the Institute. The expenditure and disbursements will be made as per the Institute procedures.

After the cost of the project has been received, the R&D Office will assign a project/job number and inform the same to the client, PI and the HOD of the concerned Department. This completes the process of initiation of a consultancy project.  

Project file will be closed with the submission of final project report and disbursement of all committed expenditure including honoraria, institute overheads and service tax. 

       Budgetary norms 
From the total budget of the consultancy project an amount of 10.30% (or as applicable from time to time) has to be deducted as service tax, which would be deposited in the Government account in advance with the Government of India in addition to the Institute overhead (current rate is 25% of the total amount). The project investigator will provide the break-up of the project amount at the time of submitting the proposal also while opening the account. Estimates for the above expenses should be carefully prepared by the PI keeping in mind other market rates for equipment, material and services R&D norms for salaries, commercial rates for computer usage, etc.

Cost of a consultancy project will consist of two parts viz., actual expenses, and consultancy fee/ honoraria. The actual expenses should cover the following costs related to the project:

· Permanent equipment to be procured

· Consumables to be used

· Computational charges (at commercial rates)

· Charges to be paid for the use of specific equipment in the Department(s) or in central facilities

· Contingency expenses to cover cost of supplies, preparation of report, typing, drafting, stationery, reproduction, literature (books, journals, membership fee of professional societies), postage and telephone (including rental and STD/ trunk call bill of telephone at residence) and other miscellaneous expenses

· TA/DA to cover site visits, meetings outside the Institute and the participation in conferences within India or abroad. The most expeditious and convenient mode of travel should be used to minimize the period of absence from the Institute. There will be no restriction, from the Institute, on travel by air or taxi on grounds of entitlement. DA will be paid as per Institute rules Actual lodging expenses, in addition to full DA, will be paid on production of receipt, as per the institute R&D office norms. For each site visit, a fee will be charged at a rate specified in the project proposal 

· Faculty members going out of town on consultancy work will be treated to be on duty subject to a maximum of 30 days in a year

· PI and other investigators will be permitted to use project funds (of one or several projects) for participation in conference/workshops/seminars within India and one conference/workshop/seminar outside India in a year. Normal Institute rules will be applicable for payment of TA/DA for such participations

· Salaries of project employees

· Administrative expenses for providing infrastructure for execution of project and to cover indirect expenses. The Institute will charge overhead towards administrative expenses at the rate of 25% of the total project cost (excluding the service tax)

· The 70% of the overheads from consultancy projects is transferred to the R&D account and the balance 30% to the concerned Departmental Promotion Account (DPA).

· Any other cost

There is no rigid norm for consultation fee/ honorarium to be paid to faculty members. This depends upon several factors such as importance of advice, expertise available in the country, experience of the faculty, etc. Although the consultation fee is not related to the time spent by the faculty member on the project, many experienced persons charge about four times their daily salary for the equivalent of full day of work. 

The Institute will undertake routine and non-routine testing jobs at standard fee or at the charges estimated by the faculty member who will supervise the testing work with 10.30% (or as applicable from time to time) as service tax. The testing fee charged from the client will be divided into three equal parts for Institute funds, R&D Fund, and distribution to faculty and staff. It is, however, expected that the permissible amount may be distributed to faculty and staff in case of non-routine testing jobs and only to staff members for routine testing jobs.
Faculty can opt to have a Professional Development Account (PDA) in which part of overheads from the ongoing projects and honorarium out of outreach activities can be transferred and utilized for professional development activities.  

Despite the fact that consultancy projects are encouraged by the Institute, following points should be kept in mind:

· It is expected that only those consultancy projects will be accepted by the Institute, which provide challenge befitting professional competence of the faculty members. Sufficient caution also needs to be exercised to ensure that consultancy projects do not interfere with the normal duties of the faculty members. 

· The time spent by faculty/ staff members on consultation work should be limited, on an average, to one day a week.

· Absence of faculty/staff member on consultancy work from campus should be limited to 30 days in a year, which should normally not exceed 7 working days in a semester.

I. Institute’s policy on Overheads and Service Tax for R&D Projects

i) 
Project cost refers to the expense incurred by the PI for the duration of the project. It includes equipment, salaries, travel, consumables, and contingency. 

ii) 
Overheads refer to the payment due to the Institute from the grant approved by the funding agency/organization/industry. 

iii)
Sponsored project refers to one in which the PI carries out original research. Such projects generally do not have a provision for payment of honorarium 
(though exceptions are possible).

iv)
Consultancy projects utilize prior skill and competence of the PI. They allow the PI to charge honoraria (including payments to employees of the Institute). These payments can be in cash or deposited in the respective PDAs. 

v) 
Testing refers to a very limited duration activity involving a calculation or a measurement. 

vi)
Service tax is required to be paid for all consultancy and testing projects. 

vii)
Norms for payment of honorarium are separately posted.

Calculation of overheads: 

1. SPONSORED RESEARCH: Proposals submitted for sponsored research must show overheads of 20% on the project cost. [Example: If the project requirement is X units, overheads would be O.2X units and the total budget would be for 1.2X units.]

a. When money is received from the funding agency, overheads as approved would be deducted. When money is received from a private organization as a consolidated amount, 16.7% would be deducted as overheads.

2. CONSULTANCY: At the stage of proposal submission, the budget will reflect project costs (X), overheads at 25% (X1=O.25X) and service tax at 10.3% (X2=10.3% of (X+X1)). Service tax is subject to periodic revision by the Government of India.

When money is received from the funding agency in a lump sum, the following procedure will be followed. At the first instance, Service tax is deducted = ({the total amount received /110.3} x 10.3). Next, 25% Institute Overheads are deducted from the remaining funds = ({funds after deducting service tax /125} x 25). The balance funds are credited into the project account as per the budgetary allocations of the project. 

Service tax will be deposited in a suitable account in accordance with the rules of Government of India.

Service tax on equipment is waived if the funding agency/organization reclaims it at the end of the project, which should be the part of the proposal. 


Service tax is not deducted, if the funds are received in foreign currency.

3. COURSES: For short-term courses, conferences, workshops, and symposia, 15% of the total receipts (registration as well as grants) will be transferred to the CDSE account of the Institute. 

a. For QIP, ISTE, and DST-type courses, prescribed norms would apply. 

b. 15% overheads will be paid for courses conducted outside IISER Bhopal. 

4. TESTING: After deduction of service tax, the balance receipt of testing is distributed as per: 34% Institute, 33% DPA, 33% distribution (among participating employees). 

5. DISTRIBUTION: The overheads (A) collected from sponsored and consultancy projects as well as courses and conferences will be distributed within the Institute as follows: 

	Nature of Project
	Overheads %
	Overheads Share Of Various Units

	
	
	Institute
	DPA
	PDA

	Sponsored
	20%
	0.6 A
	0.25 A
	0.15 A

	Consultancy
	25%
	0.7 A
	0.3 A
	NIL

	Courses  

(within IISERB)
	15%
	0.7 A
	0.3 A
	NIL

	Conferences/ workshops/ symposia
	15%
	0.7 A
	0.15 A
	0.15 A

	Course  

(outside IISERB)
	15%
	0.7 A
	0.3 A
	NIL

	Testing Fee
	34%

+33%

+33%

=100%

(total)
	34% of the total receipts
	33% of the total receipts
	33% of the total receipts as honorarium/ PDA


II. Professional Development Account (PDA)

Faculty members at IISER Bhopal are involved in carrying out Sponsored Research, Consultancy, Continuing Education/ outreach activities, which need extra efforts and time. To encourage these activities, institute encourages faculty members to have a Professional Development Account (PDA) in which part of overheads from the projects and contributions out of outreach activities can be transferred and utilized by the faculty members for their professional development activities. This document presents general guidelines for operation of the PDA taking into account various decisions taken subsequent to the introduction of the PDA.

Eligibility to open PDA  

The professional development account can be opened and operated by permanent faculty members of the institute, institute research engineers and scientists, R&D research engineers and scientists having quasi-permanent status, permanent group-A staff members of the institute. The PDA can be opened by filling up a new Project opening form, available in the R&D office. The PDA of a person will be closed on the day of his/her superannuation/ resignation and the balance amount will be transferred into the concerned departmental promotion account (DPA).

Source of funding into PDA

Funds into PDA can be transferred from any of the following sources:

· 15% of the institute overhead charged from the sponsored research projects will be deposited into the PDA of the project investigator (PI). In case, the project involves more than one PI, it will be equally distributed in their PDA or in a proportion mutually decided and conveyed by the PI to the R&D office in writing. 

· Any leftover amount from a consultancy project, which a PI does not wish to draw as honorarium.

· Amount transferred from Continuing Education / outreach Programme in lieu of lecture honorarium, software / technology transfer fees, royalty etc.

· Any other similar amount with the recommendation of Dean, Research & Development and approval of the Director.

Operation/ types of expenditure from PDA 

The following are the operation procedure and types of expenditure permissible from PDA:

· This account is primarily for the professional development of the individual holding the account. In general, it can be used for the expenses towards pre-consultancy visits, project development visits, attending national and international conferences, purchase of books, subscription of journals, any other expenditure for research and development purpose, expenditure on teaching material, teaching aids etc. and for any other purpose with the recommendation of Coordinator, Research & Development and approval of the Director. No honorarium can be drawn /paid from this account.

· Retention of personal computer and accessories purchased from PDA funds, by the academic staff on superannuation of service on the following terms and conditions is permissible:

  The member of the academic staff should have served the Institute for a minimum period of 10 years before superannuation/resignation and should have purchased the personal computer, printer, scanner and UPS/ inverter/stabilizer from his PDA. The equipment should have been used by him/her for at least a period of 2 years before the date of superannuation/ resignation.

  A token amount of 5 % of the cost of the equipment or buy-back value fixed by the vendor, whichever is lower, shall be charged from the staff member.

  Only one computer (either a laptop or a desktop), one printer and one UPS or inverter or stabilizer shall be given to the member of the academic staff.

· The PDA has to be operated by the person holding it. The PDA amount cannot be transferred to another institute, when a person is leaving IISER Bhopal and joining other organization.

· The PDA will not be allowed to be operated in case a person is on long or short leave on ‘Foreign Service terms’ or on extra-ordinary leave. He/she may, however, be allowed to operate the PDA, while on sabbatical leave. 

III. Department Promotional Account (DPA)

Head of the Department operates DPA.

Credits in the DPA: The following may be credited into the DPA:

1. 25% of the overheads collected from sponsored research projects of the faculty of the department

2. 30% of the overheads collected from consultancy projects of the faculty of the department

3. 30% of the overheads collected from courses conducted by the faculty of the department within IISER Bhopal

4. 15% of the overheads collected on the Conferences/ workshops/ symposia organized by the Department

5. 30% of the overheads collected from courses conducted by the faculty of the department outside IISER Bhopal

6. Interest earning of Endowment Fund Account, if any

7. Conference balance

8. 33% of balance receipt of testing

Utilization of DPA

The DPA can be utilized for the following purposes:

1. Taxi fare, travel reimbursement to guests visiting the department 

2. Telephone charges 

3. Purchase of equipment for the department

4. Contractual payment for work assignment

5. Office administrative expenses (stationery, cartridge)

Salary Structure

for

Project Appointments

for Research & Development
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R & D Salary Structure for Project Appointments

I. Scientific Cadre

	S.No
	Designation
	Minimum Qualification
	Initial Consolidate  Salary

	S1
	Project  Lab Technician
	12th Pass /ITI/ Diploma or equivalent experience.
	Rs.6,600/-

	S2
	Project  Lab Assistant
	B Sc or equivalent.
	Rs.8,000/-

	S3
	Project Lab Associate
	M Sc or equivalent.
	Rs.12,000/-

	S4
	Project Post Doctoral Fellow
	Ph D
	Rs.22,000/-

	S5
	Project Research Scientist
	Ph D + 2 year experience.
	Rs.25,000/-

	S6
	Sr. Project Research Scientist
	Ph D + PDF with meritorious distinctions and suitable research experience at national and international level Institutes
	Rs.30,000/-

	
	
	
	


II.  Professional Cadre

	N1
	Project Office Assistant
	Graduate (B Sc/B A/ B Com/ BBA/ BCA  or equivalent).
	Rs.8,000/-

	N2
	Project Office Associate
	Post graduate degree with significant experience and expertise in the relevant area or Professional Degree (BE/B Tech) or equivalent.
	Rs.12,000/-

	N3
	Project Office Executive
	Ph D/ Professional Qualification + 2 years experience.
	Rs.20,000/-


Other Terms and Condition: 

1) HRA @ 20% only. Provision of HRA must be requested in the project.

2) Annual increment @ 10% on initial consolidated salary on satisfactory performance and recommendation of Project Investigator will be awarded. The project should be able to support this increment. 

3) Any of the above position can be on part time basis in which half the amount of the gross salary may be proposed.

4) In the scientific cadre above, two more positions such as Project Junior Research Fellow (JRF) and Project Senior Research Fellow (SRF) are also proposed. Guidelines and salary for the above positions will be as per the respective funding agency norms.

5) No House Rent Allowance will be paid to an employee who wishes to avail the RA hostel facility. Deduction of accommodation charges will be made from employee’s salary as per the rates mentioned below: 

	Water Supply Charges
	Rs. 100/-

	Electricity Charges
	As per bill

	Maintenance charges 
	Rs. 200/-

	Rent for Furniture
(Cot, Chair, Table and Almirah)
	Rs. 300/-

	Rent for Water Purifier 
	Rs. 150/-

	Bus Charges per month (Optional)
	Rs. 250/-

	Total 
	Rs. 1000/-



 RA Guest room charges per person per day Rs. 200/-

6) Selection committees for appointment of the above posts, should be constituted as follows:

· For Project Lab Technician, Project Lab Assistant, Project Lab Associate for Scientific Cadre and Project Office Assistant, Project Office Associate for Professional Cadre

Head of Department or Nominee       

    Chairperson

One faculty member      


    Member  

Project Investigator         

 
    Convener

· For Project Office Executive for Professional Cadre/ Project Research Scientist, Project PDF for Scientific Cadre

Dean, Research & Development or Nominee   Chairperson

Head of Department 



     Member

One faculty member    


 
     Member  

Project Investigator        

 
     Convener

7) Working Experience should be in the relevant field, in a research lab or Institute/University or Industry. 

8) At the time of selection, the selection committee can recommend a higher start by offering a maximum of five increments in case of experienced candidates. The higher start from the initial level of the scale can be calculated duly counting the number of years of past experience and offering one increment each for each year of service already put in, over and above the minimum number of years required towards applicable experience. 

9) In case of satisfactory performance, there can be one increment on completion of one year. However, in case of deserving and excellent performance, there can be upto two increments for each year based on the specific recommendation and justification provided by the Principal Project investigator. 

10) Extension of services from time to time can be given upto a maximum of one year in each instance.  

11) In case of migration of a project employee from one project to another project, valid reasons and justification for such migration without the need for undergoing fresh selection process, be submitted.  In those cases, the personal file No. shall remain the same, since it is to be treated as a transfer.  

12) If a person is already working or has worked earlier in any specific project of the Institute or a comparable organisation the last pay drawn may be taken as the basis for fixing the consolidated pay for the fresh position being appointed for. 

13) In case of retired personnel from the Institute service, the academic qualifications can be relaxed commensurate with the experience and the designation with proper mapping to the designations and experience levels as mentioned in the above tables. 
14) Upgradation of a Project employee: In case the PI considers to upgrade a Project employee within the same project, he/she after reviewing performance of the employee can recommend for up gradation without going through a separate selection committee.  However, in case of up-gradation of the employee to work in some other project, the case shall be put up through the selection committee for consideration. The up gradation should be justifiable in terms of additional qualifications and experience, acquired commensurate with the position for which being considered. 
15) Half-Time or Part-time Project Employment: In view of the requirements and limited provisions in certain Projects, suitable candidates can be considered for Half Time employment in projects with suitable designation as per the above structure. However, the employee shall be paid only 50% of the respective salary payable to a full time employee. As per the project requirements, the working session can be decided in a flexible manner, like forenoon or afternoon shift.
16) Adjunct employment or Joint employment in two projects: If an expert or a professional is required for two projects at the same time or in view of financial provisions in any single project, a Project employee can be considered for Adjunct or Joint employment, thus facilitating for working in two projects simultaneously. The financial burden can be shared appropriately from each of the two projects. PIs of the two different projects shall be the joint signatories of the selection committee for such an appointment. 

17) The maximum length of service for a project employee in normal cases cannot exceed five years.  
18) Payment of House Rent Allowance & Transport Allowance: 

· HRA @ 20% of the salary can be paid if recommended by the PI and approved by the sponsoring agency.

· Payment of Transport Allowance: Transport Allowance also can be paid on recommendation by the PI and approval by the sponsoring agency.

· The posts are purely contractual & temporary. Under no circumstances these personnel be given any preference for any other regular positions.

Leave Entitlements:

	Type of Employment
	Casual Leave
Per month
	Total C/L entitlement in a Year
	Annual Leave
Per month
	Total A/L entitlement in a Year
	Medical
leave without Pay

	Project
Contract employee
	01
	08
	2 ½
	30
	Maximum 30 days on production of valid medical certificates


Note :If medical leave (without pay) extends beyond 30 days at a time, such period of absence shall be counted as discontinuation of services and a new incumbent may be inducted in his/her place through the process of selection committee.

19) Insurance Cover: Short term contract project/Regular employees will be enrolled under Group accidental, medical and life Insurance. The cost of above insurance for the project employees, be factored in the project budgeting and be charged to the respective projects. R&D office will empanel the medical and insurance agencies for this purpose.

20) Medical Facilities: Routine OPD medical facility shall be provided at the Health Centre located within the Institute campus. The cases of serious illness may be referred to the Govt. hospital/Private hospital as per opinion of the medical authorities. For Project employees, medical facility for self only shall be provided in the Institute Health Centre without any re-imbursement of cost of medicines. Any outside referral shall not be reimbursable. A medical booklet shall be provided to each employee by the ID Cell at the time of joining which has to be produced to the Health Centre staff at the time of obtaining medical treatment and returned on expiry of term/ resignation/ termination.

21) Short Term Consultants/Experts/Specialists: The services of short term Consultants/ Experts/Specialists can be hired in order to meet the requirements of a Project.  The requisition for engagement of short term consultant shall be submitted by PI/Indenter and shall be approved by the Dean. R&D. The Consultancy proposal should be submitted on the prescribed form after going through the standard terms and conditions prescribed therein. The prerequisites for short term consultants are as follows:-

· The short term consultant /expert / specialist should not be an employee of IISER Bhopal. 

· Service Tax Registration No. should be mentioned in case service tax is charged. 

· PAN No. of the consultant must be mentioned on the requisition. 

· No Objection Certificate from the current employer of the consultant must be obtained. 

· Bank A/c No. with Bank Name & Branch must be mentioned on the requisition form for short term consultants. 

· Payment shall be made to the employer / parent institute of the consultant. 

· A computerized invoice should be submitted by the consultant/expert/specialist.
Delegation of Powers
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Delegation of Powers

I.  Head(s) of the Department(s) and reporting hierarchy 

	Sl. No.
	Office In-charge of Department/Section/Unit
	Head
	Next Superior Officer

	1
	GATE Office
	Chairman, GATE
	DOAA

	2
	JAC/JEE Office
	Chairman, JAC/JEE
	DOAA

	3
	Health Centre
	CMO
	Dy. Director

	4
	Central Labs./Instrumentation Labs/Core Labs
	Coordinator
	DORD

	5
	Centre for Development of Science Education 
	Coordinator
	DOAA

	6
	Academic Affairs Office
	DOAA
	Director

	7
	Faculty Affairs Office
	DOFA
	Director

	8
	Research & Development Office
	DORD
	Director

	9
	Physical Education Section
	DOSA
	Director

	10
	Students’ Affairs office including placement cell
	DOSA
	Director

	11
	Students’ Gymkhana
	DOSA
	Director

	12
	Internal Audit Officer
	Dy. Director
	Director

	13
	Stores, Purchase & Imports Section 
	Dy. Director
	Director

	14
	Telephone Unit, Automation Cell
	Dy. Director
	Director

	15
	Visitors’ Hostel
	Dy. Director
	Director

	16
	Academic Departments
	Head
	Director

	17
	Centres
	Head
	Director

	18
	Computer Centre
	Head
	Dy. Director

	19
	Interdisciplinary Programmes
	Head
	Director

	20
	Central Library
	Librarian
	Dy. Director

	21
	Administration/Establishment Section
	Registrar
	Dy. Director

	22
	AR(Coord), Co-ordination Cell
	Registrar
	Director

	23
	Finance & Accounts Section
	Registrar
	Director

	24
	Legal Cell
	Registrar
	Director

	25
	Recruitment Cell
	Registrar
	Director

	26
	Staff Training Unit
	Registrar
	Dy. Director

	27
	Transport Wing
	Registrar
	Dy. Director

	28
	Estate Office
	SE
	Dy. Director

	29
	Horticulture Unit
	SE
	Dy. Director

	30
	Institute Works Department
	SE
	Dy. Director

	31
	Sanitation Unit
	SE
	Dy. Director

	32
	Security Unit

	Security Officer
	Dy. Director

	33
	Halls of Residence
	Warden I/c
	DOSA


Note: 

1.
Wherever the Officer in-charge is not indicated or the post is not filled the section/Unit will be directly under the Head.

2.
Wherever the Head is not indicated or the post is not filled, then superior officer will exercise the delegated authorities of Head.

3.
Wherever “/” is used, it speaks about the routing channel. For example Registrar/DD means the routing is through the Registrar to DD. 

II. Leave matters

	1
	Casual Leave

	
	a) 
Deputy Director, Deans, Registrar and Heads of Department
	Director                           (no delegation)

	
	b) 
Heads of Section
	Dy. Director/Registrar

	
	c) 
Faculty and staff in Departments
	Head of Department

	
	d) 
Staff working in Sections not further Subdivided into Units
	Head of Section

	
	e) 
Incharges of Units
	Head of Section

	
	f) 
Staff working in Units
	Incharge of Unit



	2.
	Special Casual Leave*

	
	a) 
Deputy Director, Deans, Registrar and Heads of Departments
	Director                          (no delegation)

	
	b) 
Heads of Section
	Dy. Director/Registrar

	
	c) 
All Academic Staff in Departments
	Head of Department

	
	d) 
Other Academic Staff
	Dean of Faculty Affairs

	
	e) 
All Non-Academic Staff
	Registrar

	3
	i) Vacation Leave

	
	ii) Earned/Half-pay/Extra-ordinary Leave – Non Exceeding 180 Days
	

	
	a) 
Deputy Director, Deans, Registrar and Heads of Departments
	Director                          (no delegation)

	
	b) 
Heads of Sections
	Dy. Director/Registrar

	
	c) 
All other Academic Staff
	Dean of Faculty Affairs

	
	d) 
All other Group 'A' Staff
	Registrar

	
	e) 
Group 'B', 'C' and 'D' Staff
	Dy. Registrar

	4
	i) Maternity Leave

	
	ii) Hospital/Commuted Leave – Not Exceeding 180 Days

	
	a) 
Deputy Director, Deans Registrar and Head of Departments
	Director                           (no delegation)

	
	b) 
Heads of Section
	Dy. Director/Registrar

	
	c) 
All other Academic Staff
	Dean of Faculty Affairs

	
	d) 
All other Group 'A' Staff
	Registrar

	
	e) 
All other Non-Academic Staff
	Dy. Registrar

	5
	Extra-Ordinary Leave Exceeding 180 Days/Sabbatical Leave/Leave for Foreign Travel/Foreign Service

	
	a) For all Academic Staff as per rules
	Director on the recommendation of HOD, DOFA and                      Dy. Director

	
	b) For all Non-Academic Staff as per rules
	Director on the recommendation of HOD, Registrar and Dy. Director


* Notwithstanding the delegation of powers for the sanction of CL and SCL of all faculty members irrespective of the administrative positions held, the records will be maintained in the respective Departments.

III.    Financial matters 

	 1
	Re-appropriation of Funds

	
	Re-appropriation of funds under plan and Non-plan budget head
Note:- Re-appropriation will not be allowed from plan to non plan and vice versa
	Director

	2
	Writing-off of Materials/Items for Disposal

	
	All materials/items below 
Rs. 1,00,000/-
	Director

	
	a) All materials/items above Rs.1,00,000/-
	Board of Governors

	3
	Sanction of Leave Travel Concession (LTC), LTC Advance and Leave Salary Advance

	
	a) Deputy Director, Deans, Registrar and  Head of Departments
	Director

	
	b) Heads of Sections
	Dy. Director/ Registrar

	
	c) All other Academic Staff
	Dean of Faculty Affairs

	
	d) All other Group ‘A’ Staff
	Registrar

	
	e) All others
	Dy. Registrar (Admin)

	4
	Sanction of Travel and Advance for Travel within India

	
	a) Deputy Director, Deans, Registrar and Heads of Departments
	Director

	
	b) Head of Sections
	Dy. Director/Registrar



	
	c) Faculty, Guest Speakers (including honoraria) Students (including student’s tours), for PG/PhD admissions, Staff of Department(s) from Departmental travel funds as per rules.
	Head of Department

	
	d) Institute’s Guest Speaker
	Dean of R&D

	
	e) All travel in connection with JAC/JEE, GATE, QIP and PhD thesis Evaluation, including Special Cases
	Dean of Academic Affairs

	
	f) All other Non-academic Staff
	Registrar

	
	g) All other cases not covered above
	Director

	5
	Sanction of Travel and Advance for Travel outside India

	
	All academic and non-academic staff 
	Director

	6
	Temporary imprest

	
	i) 
Sanction upto a max. of 
Rs. 15000/-
	Dy. Director

	
	ii) Recoupment, Adjustment and Payment
	Dy. Registrar (F&A)

	7
	Temporary Contingent Advance

	
	Upto Rs. 15,000/- for Deptts/Sections

	
	i) Sanction
	Heads of Deptt./Section

	
	ii) Adjustment and Payment order
	Dy. Registrar (F&A)

	
	a) All Advances above Rs. 15,000/-

	
	i) Sanction
	Dy. Director

	
	ii) Adjustment and Payment order
	Dy. Registrar (F&A)

	8
	Leave Salary Encashment

	
	i) Sanction
	Director/Registrar

	
	ii)Signing of Bills and Cheques
	Dy. Registrar (F&A)

	9
	Sanction of Purchase Indents and Orders

	
	a) All Purchase indents within allocated

    Budget of the Deptt./Section
	Head of Deptt./Section

	
	b) Purchase orders for consumable supplies upto Rs. 50,000/-, Limited Times Asset (LTAS) upto              Rs. 1,00,000/- and Non-consumable equipment upto  Rs. 2,00,000/-
	Registrar/Head of Deptt./Section



	
	c) Purchase orders for consumable supplies upto Rs. 2,00,000/-, Limited Times Asset (LTAS) upto Rs.5,00,000/- and                           Non-consumable equipment up to                       Rs. 10,00,000/-
	Dy. Director

	
	d) All cases not covered above
	Director


	10
	Payment of Purchase and Contingent Bills

	
	a) Passing of bills and signing of  cheques
	Dy. Registrar (F&A)

	11
	Sanction of medical advances

	
	a) For Outstation Hospitalization
	Director/Dy. Director

	
	b) For Local Hospitalization
	Dy. Director/ Registrar

	12
	Miscellaneous Sanctions

	
	a) PhD Thesis Evaluation and Viva voce Honorarium
	Dean of Academic Affairs

	
	b) Thesis, Book and Contingency grants
	Dean of Academic Affairs

	
	c) Extension of PG Scholarships
	Dean of Academic Affairs

	
	d) Refund of Students’ Caution Money

	Dean of Academic Affairs

	13
	Payment of Personal Claims

	
	a) Advance for LTC/TA
	Registrar/Dy. Registrar (F&A)

	
	b) TA claim for candidates (PG/PhD/


Advertised positions)
	Dy. Registrar (F&A)

	
	c) Advance from gratuity on death
	Registrar/Dy. Registrar (F&A)

	
	d) All claims under Miscellaneous sanctions
	Registrar/Dy. Registrar (F&A)

	
	e) All Medical advances
	Registrar/Dy. Registrar (F&A)

	
	f) Medical bills upto Rs. 1000/-
	Dy. Registrar (F&A)

	
	g) Medical bills above Rs. 1000/-
	Registrar

	
	h) Adjustment of all Medical Advances
	Dy. Registrar (F&A)

	
	i) Adjustment of all other advances
	Registrar/Dy. Registrar (F&A)

	14
	Salary and Scholarship Payment

	
	a) Sanctioning of monthly salary bill
	Registrar / Dy. Registrar (F&A)

	
	b) Sanctioning of monthly scholarship bill
	Registrar / Dy. Registrar (F&A)

	
	c) Signing of cheques towards payment of Salary/ Scholarship
	Registrar / Dy. Registrar (F&A)

	15
	New Pension Scheme/ Post Retirement Medical Scheme 

	
	a) Sanctioning of bills
	Registrar

	
	b) Signing of cheques
	Dy. Registrar (F&A)


IV.   Administrative matters 

	1
	Appointment of Academic Staff on consolidated salary up to a period of two years on contract 
	Director

	2
	Crossing of EB for all Staff Members and Confirmation of all Group ‘A’, ‘B’ , ‘C’ & ‘D’ Staff 
	Director

	3
	Approval of Upgradation orders for Group ‘A’ ‘B’  ‘C’ and ‘D’ Staff as per approved Assessment Rules.
	Director

	4
	Sanction of Increment for Additional Qualification as per rules approved by the BOG for all categories of Staff
	Director

	5
	Acceptance of Resignations and all types of retirements other than superannuation (as per rules)
	Director

	6
	Permission for Foreign Travel
	Director

	7
	Issue of Appointment Letters

	
	i) 
All Group ‘A’ Staff
	Director

	
	ii) 
All Academic Staff on Consolidated Salary
	Dean of Faculty Affairs

	
	iii) All Group ‘B’ ‘C’ and ‘D’ Staff
	Registrar

	8
	Deputation of Non-academic staff for training and courses in India
	Dy. Director

	9
	Sanction of Overtime payment
	Dy. Director

	10
	Sanction of Employment of Daily-wage Workmen
	Dy. Director

	11
	Forwarding of Applications for outside employment as per rules.

	
	i) All Academic Staff
	Dean of Faculty Affairs

	
	ii) All other Group ‘A’ Staff
	Registrar

	
	iii) Group ‘B’, ‘C’ & ‘D’ Staff
	Dy. Registrar

	12
	Issue of No Objection Certificates for Passport

	
	i)  All Academic Staff
	Dean of Faculty Affairs

	
	ii) All others
	Registrar

	13
	Issue of Service Certificate

	
	i)  All Academic Staff
	Dean of Faculty Affairs

	
	ii) All other Staff
	Registrar

	14
	Signing of Contracts for Contractual Appointments

	
	i)  All Academic Staff
	Dean of Faculty Affairs

	
	ii) All other Staff
	Registrar

	15
	Signing of other Contracts

	
	i)  Mortgage against House-building Advance
	Registrar

	
	ii) Motor Vehicle Advance
	Dy. Registrar

	
	iii) Allotment of Institute premises for Commercial use
	Registrar

	16
	Permission to be a Day Scholar
	Dean of Students Affairs

	17
	Waiver of Late Registration Fine and Readmission fee
	Dean of Students Affairs

	18
	Waiver of Library Fine
	Librarian


V. Research & Development – Project Management

(i)  Financial Matters

	(A)
	Sanctioning powers delegated to the Dean of R & D for payments out of project funds.

	1
	Overtime and Honorarium Payments

	2
	Disbursement of Consultancy and Testing Fees

	3
	Travel within India including special cases

	4
	Travel Advances for all types of travel

	5
	Refund of unused funds to sponsoring agencies

	6
	Fellowship Advance against sanctioned projects

	7
	Permanent Imprest up to Rs. 5,000/-                               (including Recoupment & Adjustment)

	8
	Temporary Contingent advance upto Rs. 1,00,000/- (including Adjustment)

	9
	Purchase Indents

	10
	Purchases orders for consumable supplies upto                      Rs. 2,00,000/- 

	11
	Purchase orders for Non-consumable items upto                       Rs. 10,00,000/-

	12
	Purchase order for Limited Time Asset Stores (LTAs) upto Rs. 5,00,000/-

	(B)
	All Payments and Adjustments 

	1
	Payment Orders, Signing of Bills and signing of cheques 
	Dy. Registrar     (F & A)

	2
	Signing of Bills and cheques for temporary advance 
	Dy. Registrar      (F & A)


(ii)   Administrative Matters

	1
	Sanction of Leave to Project Employees

	
	a) Casual Leave
	Project Coordinator

	
	b) All other leaves
	Dean, R & D

	2
	Administrative Powers and Authorities Delegated to the Dean of R & D for Project Employees

	
	a) Issue of appointment and extension letters

	
	b) Forwarding of applications as per rules

	
	c) Deputation for training and courses in India

	
	d) Permission for Foreign Travel

	
	e) Disciplinary actions 

	
	f) Issue of Service Certificates

	
	g) Issue of No Objection Certificates

	
	h) Acceptance of  Resignations

	
	i) Signing of Contractual appointments out of Project Funds


(iii)   Other Matters

	1
	Issue of Statement of Accounts and Utilization Certificates for projects.
	Dean of R & D

	2
	Issue of Contingent Bill for Project funds
	Dean of R & D
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   Indian Institute of Science Education and Research Bhopal

Faculty Affairs

Self-appraisal form for faculty members

Financial Year: _________
I.  Personal Details: 

	Name:
	PF No:                                

	Designation:
	Department:

	Pay Band:     
	Academic Grade Pay:

	Date of appointment:
	Date of last promotion, if any


II. Summary of activities during the year: 

	1
	Publications made in the referred journals in the current year:

1.

2.

	2
	Books and Book chapters published:

1.


2.

	3
	Awards and Honours received:

1.

2.

	4
	Invited talks delivered:

1.

2.

	5
	No. of postgraduates registered for guidance: 

	6
	No. of PhDs registered for guidance: 

	7
	No. of projects being pursued:

	8
	Teaching evaluation received out of 4 points:


Courses taught: 

Evaluation Points: 

	9
	Additional responsibilities being held, if any:


 Date:




    Signature of the Faculty Member 

	Head/Coordinator of the Department
	Dean/Coordinator

Faculty Affairs
	Director


   Medical Attendance Rules
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Medical Attendance Rules
· Medical Booklets and family declaration: To avail the Medical and Health facilities with the Institute Authorized Medical Attendants (AMAs), Hospitals, Consultants, Pathology and Diagnostic Centres, please get your booklet issued from the Personnel & Accounts Department after completing the necessary formalities such as giving the family declaration for the dependent family members etc. 

· OPD Consultations: In case of OPD the recognized hospitals/ physicians may be visited directly for necessary examinations/ consultancy.

· Bus Trip to Hospitals for OPD consultations:  A regular Bus trip (free of cost) will be operated on all the days at 1000 Hrs (Institute) and 1015 Hrs. from Minal Residency to one of the recognized hospitals for OPD consultancy.

· Purchase of Medicines: After visiting the consultant at the Recognized Hospital, the medicines prescribed by the consultant can be purchased from any authorized pharmacist from market within three days.

· Hospitalization referrals for IPD: In case of hospitalization requirements based on the OPD consultations necessary referral should be obtained from Institute Medical Officer (AMA) to the recognized hospitals. 

· The medical booklet be produced before the Institute Medical Officer (AMA) for the purpose of prescription or referral to any recognized Hospitals. The medical booklet should be carried along for making necessary entries by the recognized hospitals/physicians/pathological centres etc. which is mandatory. The accounts sections shall reimburse the charges on production of medical booklet with proper entries, prescriptions and original bills duly verified by the employee and submitted through the Medical Officer/AMA appointed by the Institute. 

· Medical Claims: All the OPD charges, consultation, pathological tests, cost of medicines be paid by the employees and bills should be submitted through the Institute’s Medical Officer (AMA) duly filling the prescribed claim Form for reimbursement by the Accounts Section. The medicines can be purchased for a period of 15 days at a time.

· Reimbursement Procedure: If Institute’s Medical Officer (AMA) advises you to consult a specialist at the recognized Hospital for opinion, consultation should be made within three days and prescription/advice of tests etc. of the specialist be done at any of the Recognized Hospital and get the same verified and countersigned by the Institute’s Medical Officer (AMA) to be eligible for reimbursement. 

· The bill should be submitted within 3 months after the consumption of medicines. 

· If the patient is admitted to any hospital, then necessary reimbursement Form should be filled which is available with the Accounts Section. The requisite details should be filled up and along with bills and prescription; the same should also be submitted to the Accounts Section on any working day between 10.00 a.m. to 12.30 p.m. The bill should be submitted within 3 months from the date of discharge. 

· Eligibility Criteria and Rates: All the eligibility criteria for various treatments and medical attendance rules and treatment norms will be on par with the CS (MA) rules of Government of India. The maximum rates applicable are as per CGHS rules or as per the package rates approved by the Institute from time to time. 

· All the OPD and hospitalization reimbursements are as per CGHS rates applicable or the package rates approved by the Institute from time to time for the employees of IISER Bhopal.

· The rates for pathological centres other than those attached to the recognized hospitals are as per the approved discounted package rates.

· Rates for reimbursement at IISER Bhopal shall be as per approved Rates or actuals whichever is lower. If IISER Bhopal approved rates are not available then the actual, or, CGHS Rates whichever is lower, will be reimbursed. 

· Consultations Fees: The maximum consultation fee payable to the specialists shall not exceed Rs. 250.00 (Two Hundred Fifty Only) and will be reimbursed as Consultant’s Fee on valid referrals of the AMA/Medical Officers. Reimbursement of Consultants fee and operations performed is applicable only for IISER, Bhopal panel of Specialists/ Hospitals.

· IISER, Bhopal shall recognize the specialists from time to time for consultation on payment of requisite fee as prescribed by the Institute or appoint them on contractual basis for free consultation at the clinic or at a place earmarked by the Institute on its premises. 

· Entitlement of accommodation for various categories of employees will be as follows:

	Pay (in the pay band)/Pension/ Family Pension
	Private hospitals recognized by CGHS/ IISERB
	AIIMS New Delhi
	Maximum room rent for different categories

	Up to 13,950
	General Ward
	General Ward
	Rs.500/- per day

	13,960 to 19,530
	Semi-private Ward
	General Ward
	Rs.1000/- per day

	19,540 to 25,110
	Private Ward
	Private Ward
	Rs.1500/- per day

	25,120 and above
	Private Ward
	Private/
Deluxe Ward
	Rs.1500/- per day

	All categories
	Day Care

(6 to 8 Hrs.)
	
	Rs.500/- 
(same for all categories)


[A]
Doctor's Fee:-
During hospitalization, Doctors visit will be reimbursed at the rate not exceeding Rs.300.00 (Three Hundred only) per visit limited to two visits per day for all categories. All other charges will be reimbursed as per the IISER Bhopal approved rates. Where IISER Bhopal approved rates are not available, CGHS Rates shall apply.

[B]
Room rent is applicable only for treatment procedures for which there is no CGHS prescribed package rate. Room rent will include charges for occupation of bed, diet for the patient, charges for water and electricity supply, linen charges, nursing charges and routine up keeping. 

[C]
During the treatment in ICCU/ICU, no separate room rent will be admissible. 

[D]
Private ward is defined as a hospital room where single patient is accommodated and which has an attached toilet (lavatory and bath). The room should have furnishings like wardrobe, dressing table, bed-side table, sofa set, etc. as well as bed for attendant. The room has to be air-conditioned. 

[E]
Semi-Private ward is defined as a hospital room where two to three patients are accommodated and which has attached toilet facilities and necessary furnishings. 

[F]
General ward is defined as halls that accommodate four to ten patients. 

[G]
Normally the treatment in higher category of accommodation than the entitled category is not permissible. However, in case of an emergency when the entitled category accommodation is not available, admission in the immediate higher category may be allowed till the entitled category accommodation becomes available. However, if a particular hospital does not have the ward as per entitlement of beneficiary, then the hospital can only bill as per entitlement of the beneficiary even though the treatment was given in higher type of ward. 

If, on the request of the beneficiary, treatment is provided in a higher category of ward, then the expenditure over and above entitlement will have to be borne by the beneficiary. 

· Henceforth, all the tests/procedure notified by the CGHS shall be deemed to be approved by the IISER Bhopal. Rates for reimbursement shall be CGHS rates, or actual whichever is lower or as approved by the IISER Bhopal as the case may be. Any other procedure/Test which is not approved by the CGHS will be reimbursed on the advice of the Institute’s Medical Officer at the discretion of the Institute. 

· In case of treatment taken in emergency in any non-empanelled private hospitals, reimbursement shall be considered by competent authority at CGHS prescribed Package/rates only.

· Emergency Cases: In case of emergency the recognized hospitals can be visited round the clock and intimation be sent to the AMA / Personnel & Accounts Department in order to get the treatment regularized, within 24 Hours. Ambulance services of recognized hospitals by calling the No. 108 or by calling the Institute bus or Institute car can be availed by all community members such as students, faculty, officers, staff, Institute’s Guests or any related personnel. 

· Recognized Hospitals:  The list of recognized hospitals, labs for tests etc., along with the rates for each of service, test, names of specialists along with their address, procedures and their rates are posted on the website http:// www.iiserbhopal.ac.in/mh. The list of recognized hospitals in the city of Bhopal is given on website for reference.

· Disclaimers: Any legal liability arising out of such services shall be sole responsibility and shall be dealt with by the concerned empanelled hospital/diagnostic centre. Services will be provided by the Hospitals/Diagnostic centers as per the terms of Agreement. 

· In case of any clarification, Accounts Office may be contacted at 
Ph. No. : 4092-388 / 4092-311.


Indian Institute of Science Education and Research        Bhopal
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