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LETTER OF APPOINTMENT

Ms.A. Velumani

W/o Manikka Sundar
Shri Ram Illam
Krishnasamy Nagar
T.Kottampatti.

Dear Ms.A.Velumani

With reference to your application for employment, and the subsequent selection
process, we are happy to appoint you as ‘Assistant Professor’ in the Department of
English under Self Supporting Stream.

Your monthly remuneration is as per Annexure ‘A’.

Your employment will be governed by the Rules, Regulations and Policies of the
Institution which are mentioned in Annexure ‘B’.

We welcome you to NGM college and look forward to a long and mutually beneficial
association.

Please acknowledge receipt of this letter and annexure by signing below in
confirmation of your ace€pting the Terms and Condition of employment.

Balssubramaniam
(Secretary)

[ have read, understood and agree to the Terms and Conditions as set forth in this
Letter of Appointment and Annexures to the same.

Your name in capital letters : A Veromand

Signature : __MMMW

Date : g! [0 , 2020
Copy to:

Personal File




Annexure ‘A’
*——__

PAY STRUCTURE - Compensation Details (All fisures in INR per month)

Monthly Salary Components of:

Name : Ms.A Velumani
Designation: Assistant Professor
Department: English

Date: 01.10.2020

PAY
DESCRIPTION AMOUNT
(IN Rs)

Basic Pay 6000
Dearness Allowance —(20%) 1200
House Rent Allowance 600
Medical Allowance 100
Phd/Net/SET/Mphil Allowance 500
HoD Allowances -
Allowances 1600
Gross (A) 10000
Employee Contribution -
PF 864
ESI 75
Employee Contribution Total (B) 939
Net Salary (A-B) 9061
Employer Contributions :
PF 864
ESI 325
Gratuity 349
Employer Contributions Total (8} 1538
Total CTC(A+C) 11538

Others:

> Income Tax as per IT act.

.Balasubramaniam
(Secretary)




Annexure ‘B’ — Terms and Conditions of Employment

You are appointed as ‘Assistant Professor’ in the Department of ‘English’

1)

2)

3)

4)

Effective Date:

Your employment is with effect from 8 OCT 2020

Duties:

You shall perform all duties as discussed and given to you by the Management
(President /Secretary) / Principal /Dean /HOD or as designated by the
Management and commensurate with your position in the Institution. You
shall devote full time to your employment and expend your best efforts on

behalf of the Institution.
Confirmation as a Permanent Employee:

3.1 You will be on probation for a period of two years. However, the
probation period can be extended further. Your confirmation will be

subject to your performance.

Separation from Services/Notice Period:

4.1. The Organization or Employee may opt to terminate this Appointment of
the Employee from the services of the Organization without assigning any
reasons whatsoever subject to the following conditions —

4.1.1. A minimum notice period of 3 months (for confirmed
employees)/1 month (for employees on probation) is applicable
from either side

4.1.2. The organization at its sole discretion may opt to pay relevant
Notice Pay to the Employee in lieu of serving the applicable
notice period in the event of the Organization’s decision to
initiate the termination of this Appointment.

4.1.3. The organization at its sole discretion may choose to accept or
reject the Employee’s offer to pay Notice Pay in lieu of serving
the notice period as applicable based on the exigencies of the
situation.

4.1.4. Further to the notice period as outlined herein above, no
Employee from the Academic wing, entrusted / engaged with
teaching responsibility, will under normal circumstances be
permitted to be relieved from the services of the organization
during the Academic year.

4.1.5. The Management reserves its discretion to review and
regommend early release of any Employee from the Academic
Wing (not assigned Teaching responsibility), Academic Support



and Geqeral Administration on a case to case basis during the
Acadenpc year as per the Notice period and applicable conditions
as mentioned herein above.

4.1.6. Where an Employee requests for being relieved during the
Academic year - The Management reserves its discretion to
review, and on case to case basis, any request from the Employee
for being relieved during the Academic year and any deviations
will be at the sole discretion of the Management.

4.2. The Organization reserves the right to compulsorily relieve the Employee
from the services of the Organization, without any pay (or in kind) in lieu
of serving any notice period that may be applicable, at any point in time
for reasons including, but not limited to, the following —

4.2.1. Not abiding by the Policies, Practices, Systems, Rules and
Regulations that apply to all Employees of the Organization at any
given point in time including new additions, revisions and changes
to Policies and Practices of the Organization by the Management.

4.2.2. Willfully or otherwise neglecting duty, responsibilities assigned,
refusal to accept lawful instructions from the Management
(President/Secretary) /Principal/Dean /Hod or as designated by the
Management.

4.2.3. Any act(s) that constitute disobedience, insubordination, incivility,
intemperance, irregularity in attendance, inconsistency in
workplace availability, instigating fellow colleagues and / or
students alike to act against the interests of the organization,
misconduct and failure to discharge duty

4.2.4. Performance not meeting expectations of the Organization based
on communicated standards.

S) Transfer:

You are liable to be transferred from one department to other if required by the
Management due to exigencies of work.

6) Other Terms & Conditions:

6.1 While serving the Institution, you shall show commitment in your work and
devote the whole of your working time exclusively to your duties with the
Institution and shall not engage yourself directly or indirectly, without prior
consent of the Management in writing, to any other institution with or without
remuneration in any trade, business, occupation, or employment.

6.2 You should perform all your duties to the satisfaction of the Management /
Principal/Dean/HOD or as designated by the Management

6.3 You should cooperate with the Institution in executing the academic, co-
curricular and extracurricular activities in the college.



-

6.4 You‘wﬂl be goveme:d by the rules and regulation of this institution. Which are
now in force and which may come into force in future.

6.5 As a member of t'he faculty you are required to continuously update your
kno“.'lf:dge b)" pubhcatlon / presentation of papers, participation in seminars,
acquiring additional qualifications etc.,

6.6 .You will identify yourself with the college and strive constantly for its
improvement and establishing good public image.

6.7 Taking leave on loss of pay will shift the date of your regular increment.

6.8 You shall not write/address in public or in the presence of students/parents
anything against the interests of the Institutions and its policies.

6.9 You are expected to be at work throughout the working hours of the
Institution and be present in time for any meeting or get together scheduled by

the Institution.

6.10 You have to work under the supervision and guidance of the Management

[Principal/Dean/HOD or as designated by the Management of the college and
you shall abide by the rules and regulations specified from time to time by the

Institution.
6.11 You shall maintain discipline among the students.

6.12 If any declaration furnished by you to the Institution or any document
submitted for employment proves to be false or if you have willfully
suppressed any material information, your services will be terminated without

any notice or salary in lieu thereof.

6.13 On the date of your reporting for duty you should produce a proof of your
age, relieving order from the previous employers, all original certificates of
educational qualification and proof of last drawn salary with a true copy of the

same for our records.

6.14 You shall retire from the services of the institution when you complete 58
years of age.

6.15 The decisions of the Management will be final in all matters including
accepting of your resignation and relieving you from the post.

alasubramaniam
(Secretary)



