NATIONAL ACADEMY OF CONSTRUCTION

SERVICE RULES

PREAMBLE

. The NAC Service Rules amplified herein, are applicable to all employees

of the NAC and its Constituent Units, unless specifically indicated otherwise.,

2. These Rules would be liable to modification, to meet the growing needs of
the organization with time. The DDG, NAC shall process such muodifivations

from time to time, for the approval of DG, NAC.

3. The Service Rules will be reviewed at least once In [wo years. [0
incorporate modifications in policy and service, which stand approved during this

period.

4, These Service Rules are the property of the NAC and no employee or any
other person will transmit in part or in full. any subject matter. as contained m
these Rules to any person not belonging to the NAC. without specific prior

permissien of DG, NAC.

5. These Service Rules will be effective from 01 September 206,
|
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NATIONAL ACADEMY OF CONSTRUCTION

SERVICE RULES
GENERAL

1. The Director Ceneral (DG), Mationnl Academy of Constuction (NAC)Y ax the

Head of the organization, as appointed by the Government of Andhra Pradesh, shall be
empowered (0 administer and control the establishment, activities and functions of the

NAC,
2 The DG, NAC shall administer these Service Rules.

1, The term NAC, herein will construe 1o cover NAC, its Constituent Units wsd

cutstation training ventres, unless specifically indicated otherwise

EMIP'LOYMEN MWICY
Greneral
4. Phe MAC is on equal opportunity employer. All employees of the MAC arc
expected to acl in accordance with the spist of this policy, as well as by the reguirements
of law. Appointments at the NAC will be generally classified as given below
I MTicers

{al Director Gieneral
(h)  Senior Management Level (SML) - - Addditional Director Generul
- Deputy Divector Generad
Semor Direclor

13 Middle Management Level (MMLY - Diirector
- Semor Deputy Dhircetor
Dreputy Divector
(i Jumior Management Level (TML) . Assistant Director
Special Categories

{e)  Exccutive Secretary to DG ar the Middle Manogement Level
(i Semor Secretary to ADG/DDG at the Junior Manugermen Level
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Technical /Finance Administeation

Trades Traoining Staff (TTS)

Secréturial Stiaff (55)

Estate Staff (ES)

Senior Accountant

Accountan

Senior Office Executive
Office Executive

Junior Office Executive
Assistant fAdministration Assistang
Senior Assistant £ Senior
Administrative Assistant
Junior Assistant { Tunior Stores
Assistant

Systems cum Network
Administzator

Office Superintendent

Senior Assistant Susres
Aszistant Stores
Security Coordinator

Master Trainer
Semor Instructor
Instrucior

Assistant Instnsctor
Senior Demonstrator
Demuonstrator

Fromt Office Execulive
Stenographers
Accounts Clerk
Libarian

Antender { Tanitor
Ciardener
Diver

5 The DG, NAC shall be cmpowered, 1o appoint all catepories of employees at the

NAC and fix the remuncration, as per the gualifications and expericnce of the candidate,

However, in the case of officers above Junior Management Level, the approval of the

Executive Committee will be sought before the appointment is made.

In addition,

Consultants of suitable merit may also be appointed by DG NAC with a fixed salary

depending upon the person’s, knowledge and experience for the job for which he / she is

engaged. [F the salary payable o the Consultant is more than Rs 15,000 per month, prior

appraval of the Exceutive Committee will be sought before any such appointment.
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6. All appointments at the officer level will be based on a mandatory interview of
the applicants by an Interview Board, as constituted by the DG, NAC. In the e of
other appomiments below officer level, selection procedures as laid down by the DG,
NAC, specific to the nature of cach appointment, will be followed,
7. Dutstation candidates mvited for interviews, Tor selection for appoiniment al the
NAC or any outstation place of interview nominated by the NAC will be paid, a5 per
ehigiblity for AC I AC T Class retumn fare for officer appointments and 11 Class/Bus
Fare (depending upen the mode of travel adopted by the interviewee) for all other
appointments, subject o production of proof of mode of travel, by the nteeviewee. These
will be by the shoriest route, The eligibility will apply 1o both journeys - from the
originating station to the NAC! outstation place of interview and back to the originaling
station. In case of exigencies, DG, NAC may authorize a higher mode of travel,
i All appaintment letters will be signed by DG, NAC,
1. On appaintment, the individual so appointed will be entitled a5 per eligibility.
train o7 bus fares from histher station of residence (0 Hyderabsd/pluce of duty,
i The DG, NAC shull determine the pay structure and other perguisites as governed
by these Service Rules. In the case of Officers, for any additional qualifications o
expericace, sppropriate starting salary con be considered, on approval of the Executive
Commiittee. In case of an exigency, DG NAC shall seek the approval of the Vige-
Chairman NAC of o fresh oppointment, and this will be taken up 1o the Executive
Committee For ratification at the carliest Executive Commitiee Mecting,
. The appointment will initially be for a stipulated contract period not greater than
3 years, extendable os necessary ineach instance by not inore than 2 years, s deemed (2t
by the DG, NAC. On completion of these five yeurs of service at the NAC, for any
lurther continuance of services with the NAC, based on the scoeplance in principle by the
DG NAC for the need of the services of the individual, the following procedure will be
fislfowed:-
() The individual will be issued o fresh appointment on conteact hasis, on
appropriate terms and conditions, for a stipulated contract period ot greater
than 3 years, extendable as necessary in cach instance by ot more than 2

years, as deemed fit by the DG, NAC
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th) The non-availed camed leave will not be carried forward, but will be en-
cashed, onee the initial teowre period of two/three years or the extended period
up to five years is completed
ted No ather unavailed leave of the earlier tenire with the NAC will be carried
forward, on assuming a fresh appointment
{d} The payment of gratuity will be made on completion of five years of
Continupus service,
12 Recommendations for extensions if applicable will be initiated by the immediue
Superior Officers concerned, one month before the date that the extension is due. This
reqairemnent will alse be applicable, before consideration of the employee for anmher
fresh appointment at the NAC,
£3 At the time of joining, all new appointees will submit a Joining Repont on a
standard format,

Transfer of Employ

14, The DG, NAC shall be fully empowered to transfer an employee from e
Constituent Lnit to another or from one location to another.,

Probation

I5. Newly appointed employees shall be on probation for a period of & months. Aler
the probation period, if the performance andfor the conduct of the employee is fond 1o
b unsatisfactiory, the services of the employee can he terminated, without any notice,

6. Approval For continuance of further service will be subject to satisfactory service

during the probation period. a

7. For the purpose of performance appraisal and promotions, the performance of the
employee during his / her period on probation will also be taken into consideration,

5. On satisfactory completion of the probation period, an employee will be
confirmed for further service on contract on tenure basis, on terms and conditions as per
the contract appointment erder.

19 On expiry of the probation period, one of the Following will be issucd by the
Aulministrative Department to the employee, on approval by DG, NAC:
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Confirmation Letter: A confirmation letter of continuance of service on contract
ol tenitee basis, if the performance and conduct of the employee has been found
satisfoctory during the period of probation.

Letter wf Extension: A letter extemding the period of probation indicating the

preriod of extension and the reasons thereot, if the performanee amd conduet of the
employee hos not been found satisfactory durmg the period of probation amd an
extension of probation period 15 recommendid.  Probation can be extended only
e up o maximum peciod of six months,

Termination Letter: A letter of termination of service, if the performance or
conduct of the employee has been Found unsatisfictory, after the period of
privhation,

MSERVICE

The cessation of services can be on aceount of the Tollowing:

{a) Yoluntury Resignution

iby  Abandonment of Service

ey Termination of Service
ik in the ease of confirmed employees (on suecessful completion of
probation. period), either paty can terminate the contret of service, by
giving o minimum of two months notice mowriting or on payment of two
maomihs salary in lew of such nodice.
(i} fior purposes of saliary, it will Be the salary drawn by the individual,
at the time of forwarding the nutice of wrmination,
{itiy  an employee leaving the services of the NAC <hall returm all
documents and property belonging to the MAC before his £ her last
working day and obtaina Mo Objection Certificate™ from the Director of
the Comstitwent Unit or the Department of the NAC and trom the In-charge

Library.

{¥) n case of any misconduct by the employee, the DG, MNAC hus full

discretionary powers (o lerminate the services of an employee, without






