CONDUCT OF EMPLOYEES

The following acts shall constitute misconduct attracting disciplinary action for the employees of the St. Joseph’s g girl’s high school, Cuttack

1. Use of obscene, insulting and provocative language or gesture and outrageous behaviour.

2. Insubordination and defiance of lawful order.

3. Obstructing other employees from performing lawful duties.

4. Refusing to accept instruction (s) or communication from the competent authority.
5. While being present in the school, absent himself/herself (except with the previous permission of the head of the school) from the class, which he/she is assigned.
6. Coming to work in a state of intoxication or getting intoxicated during the period of work.

7. Non acceptance of any written communication or avoiding to receive the same sent to an employee at the address registered in the school office.

8. Demanding, accepting or offering bribe or any illegal gratification.

9. Furnishing false information regarding name, age, fathers name, address, qualifications, experience or previous service or any other matter relating to employment or during the course of employment.

10. Unauthorized absence from duty.

11. Any negligence in the performance of duty.
12. Smoking in the school premises and while on duty outside the school.

13. Chewing pan, Gutka or tobacco while taking class or during assembly.

14. Spreading rumours or giving false information, Which tends to bring disrepute to the school or its employee(s) or Spreading panic among them.

15.  Levelling  malicious or false allegations.

Penalties, Disciplinary action & Procedure :-

The penalties enumerated below may for good and sufficient reasons be imposed on an employee of the St. Joseph’ Girl’s  High School, Cuttack, for violating conditions of service or for misconduct.

Minor Penalties.

1. Fine.

2. Censure.

3.  Withholding of increment.

4.  Recovery from pay of the whole or part of any pecuniary loss caused to the school by the employee’s negligence or breach of orders.

5. Minor penalties can be imposed on an employee if found guilty by the principal , after giving the employee opportunity to explain his/her conduct.

Termination of service.

1.  Termination of service shall be a major penalty, Which can be imposed after enquiry is made in that regard giving reasonable opportunity to the delinquent employee to prove his/her innocence/defence.

2 . Termination of service of an employee appointed on probation during or at the end of the period of probation shall not amount to a penalty. Termination of employment on account of abolition of a post shall also not be deemed to be a penalty.

3. An enquiry into the breach of conditions of service/misconduct alleged to have been committed by an employee can be conducted by the principal or by a person nominated /authorized by the principal. The delinquent-employee shall defend himself/herself in person and shall not be allowed to engage a lawyer.

4. An appeal against imposition against of major penalty i.e. termination of service can be preferred to the Governing Body of the Society Whose decision shall  be final and shall be accepted by the employee and shall not be questioned by him/her in any Court of law. An employee desirous of preferring an appeal shall do so within 30 (thirty)days form the date of termination  of service. The Governing Body may form a Committee to hear and decide  the appeal.

5. An employee of the school may be placed under suspension if a disciplinary proceeding is contemplated or is pending against him. An employee shall also be placed under suspension if he/she is detained in custody on a criminal charge for more than 48 hours.

6. Service of an employee , facing a Criminal Trial ,can be terminated, if his/her continuance  in employment of the school  is considered detrimental  to the interest and reputation of the school.

7. The Disciplinary Authority shall frame definite charges on the basis of the allegations  on which the enquiry is to be held and such charges shall be communicated in writing to the employee  concerned, who shall be required to submit , within such time as may be specified by the Disciplinary Authority . a written statement of his defence and also to state whether he/she desires to be heard in person.

8. On  receipt of the written statement of defence or if no such statement is received  within the time specified , the Disciplinary Authority may itself enquire into such of the charges as are not admitted or if considered so necessary may appoint any other person for the purpose .

9. The Disciplinary Authority or the person entrusted to conduct the enquiry shall enquire into the charges taking into consideration documentary and/or oral evidence as may be relevant or material in regard to charges.

10.  On the conclusion of the enquiry the Enquiring officer shall prepare a report of the enquiry recording findings on each charge with reasons therefore .

11.  Where the Disciplinary Authority has herself undertaken the enquiry , she shall , if in her opinion the proceedings of enquiry establish the charges framed, may impose penalties as prescribed.

12.  Where any other person than the Disciplinary Authority has undertaken the enquiry he/she shall submit the proceedings of the enquiry to the Disciplinary Authority  and the Disciplinary Authority , after due consideration of report of enquiry and the materials placed in the proceeding , shall take appropriate action as deemed fit and proper in the circumstances.

13.  The Disciplinary Authority shall communicate to the employee concerned a copy of the order imposing the penalty or exonerating him/her from the charges framed.

14. Where an employee has been convicted on a criminal charge involving  moral turpitude, no enquiry will be conducted to terminate the services of the said employee.

 Communication of orders:-

Order shall be communicated to an employee by hand or by registered post or through courier at the recorded address of the employee and it will be deemed that the order has been received by the employee if he/she refuses to receive the same or avoids service thereof. Address recorded in the school office shall be deemed to be the proper postal address of the employee unless the employee in writing intimates the office change in his/her address.

