


















4.3 ESI 

SONA COLLEGE OF TECHNOLOGY 
An Autonomous Institution 

(i) The Management is keen on extending the benefits of "Employees State Insurance" to the

employees of our College. All the staff members {Teaching, Non-Teaching and Supporting), 

earning Rs.21, 000/- and below, are registered under the E.S.I. scheme, 

(ii) As per the E.S.I. scheme, Staff has to contribute an amount of 0.75% of their total earnings

every month. The Employer (College Management) in turn, shall contribute a sum of 3.25% of 

the total earnings of the employee 

4.4 Gratuity 

All employees are entitled to gratuity benefits as per the provisions of the "Gratuity Act 1972". 

4.5 Group personal accident Insurance 

All Employees completing 2 years of service in our Institution are eligible to cover under the 

Group insurance scheme. The benefits are: 

(i) Accidental hospitalization for Rs.20,000/- per staff

(ii) Accidental death claim for Rs.2,00,000/- per staff

4.6 Norms for Financial Assistance for attending Seminars, Conferences as in Appendix II & Appendix IIA 

4.7 Travel Policy and Process and Traveling Allowance Chart as in Appendix Ill & IIIA. 

Faculty and Staff travel for Conference, Seminars and etc. or any other assigned work by the 

Institution can avail financial assistance as per Appendix IIIA. 

4.8 Publications Criteria and Rewards as in Appendix IV. 

4.9 Leave and Vacation and on duty norms as in Appendix V & Appendix VA. 

4.10 Staff Loan Policy and Application as in Appendix VI. 

5.1 Guidelines for Sabbatical Leave as in Appendix VII 

5.2 Guidelines for Appointment of Full - Time Adhoc Faculty as in Appendix VIII. 

5.3 Guidelines for Appointment of Adjunct Faculty as in Appendix IX. 
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Eligibility: 

SONA COLLEGE OF TECHNOLOGY 
An Autonomous Institution 

2.5 Appendix I 
GUIDELINES FOR PROMOTION 

The HRD shall prepare a list of all qualified and eligible candidates for promotion as Assistant Professor, 

Associate professor and Professor in the month of July every year. 

The HODs shall also request their faculty members to submit an annual performance appraisal report 

(API), they shall review the scores and add their personal remarks for each of the faculty. 

Screening committee: 

A Screening Committee will be constituted with the following Members: 

1. Chairman

2. External subject expert (Based on requirement & availability)

3. Principal

4. Director or HOD concerned

SELECTION PROCEDURE FOR PROMOTION: 

The Screening Committee will review the Academic Performance and other capabilities of each candidate 

and personally interview the candidates. 

The Committee, based on the above factors, shall prepare a list of candidates recommended for 

promotion in the order of merit and submit for approval. 

The list will be placed before the Management along with the API report of the individuals for approval 

and only with the approval of Chairman, the recommended candidates shall be promoted. 
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LEAVE 

STATUTORY HOLIDAYS 

CASUAL LEAVE 

MEDICAL LEAVE 

MATERNITY LEAVE 

VACATION LEAVE 

TEACHING 

NON - TEACHING 

Note: 

SONA COLLEGE OF TECHNOLOGY 
An Autonomous Institution 

4.9 Appendix V 

Leave and Vacation 

NUMBER OF DAYS 

Statutory holidays as announced (18 days 

paid holidays) 

12 days 

15 days per year with ½ pay and eligible 

for VL 

3 months with full pay(for first 2 
children only) 
Staff members availing Maternity leave are 
not eligible for vacation leave during the 
calendar year concerned and they can 
avail vacation leave only after completing 
one year of service from the date of 
rejoining. Staff members resuming duty 
after maternity leave have to complete six 
months of service to be eligible for the 
maternity leave pay 

Vacation Service 
Service less than 2 more 

Period years than 2 
years 

Summer 2Weeks 4 Weeks 

Winter 1 Week 2Weeks 

✓ Non teaching staff can avail the

vacation leave

✓ The non teaching staff can avail

the vacation leave round the year

subject to the approval of Principal

and Heads of the Department

ELIGIBILITY 

All staff 

All staff 

After two years of service 

After one year of service 

After one year of service 

After one year of service 
- Eligible for 12 

days 

After two years of service 

- Eligible for 24 

days 

1. Compensation Off will be approved if the employees work on holidays with the approval of

Principal& HOD.

2. Any two categories of the leave cannot be clubbed.
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