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BAPTIST COLLEGE

VISION

To impart quality education in Christian setting and
practice of it's precepts.

MISSION

To foster the progress of education and to bring about a more
abundant life through quality education.

To provide necessary vocational education and training with a
view to impart practical skills to students for self-employment
and meaningful life.

To provide sound and mature leadership by educating men and
women to develop positive attitudes and to give guidance for
correct living in moral, social, economic, political and spiritual
life.

To lead men and women to consecrate their lives to the service of
humanity with the love of God and the spirit of sacrifice.

To preserve, promote, learn and respect the rich cultural heritage
of peoples far and near.

To develop the college into a prestigious centre for learning by
providing higher education of learning it may deem fit, proper
and relevant to the people.

To develop the College into a center of excellence .in developing
human resources equipping with essential qualities to become
leaders capable of the future society tO make the world better.



PREFACE

Baptist College, Kohima an undertaking of the Angami Baptist
Church Council (ABCC), Kohima . Nagaland was cstablished in the
year 1982. The College was established to make affordable quality
education accessible to the common people in the State capital, a
thing which was deprived to citizens for several decades. Despite
having several challenges in terms of resources, manpower and
finance it was started as a faith project with minimum support in hand.
The growth of the College though slow in progress has steadily grown
into one of the most sought after College in the Kohima city due to its
unique settings and student friendly environment.

In the initial years of its existence the College brought out some
general guidelines to administer the College and govern the
employees of the institution. However, it was found inadequate as a
mechanism for the regulation of the service matters of the C ollege.
Hence, having felt the need for amendment of the Service Rules a
major exercise was carried out by a Committee and accordingly the
publication of the 2nd amendment of the Service Rules for Baptist
College was brought out as approved by the Governing Body in its
sitting on the 10th March 2023.

This Service Rules of the College is a comprehensive framework
inclusive of the terms, conditions and guidelines which governs the
service of al] employees of the College. These rules are designed to
~ Promote fairness, equity, accountability and professionalism.

- €nsuring an environment conducive to academic excellence and
- Institutional growth.



Keeping in line with the vision and mission of the Bapjq
College, this Service Rules incorporate the principles of transparency,
inclusivity and meritocracy. It provides clarity on rolc.;\
responsibilities and expectations for all employees and facilitate
effective management and fostering a culture of collaboration and
mutual respect. This Service Rules also includes the essential aspects
of appointment, regularization of service, promotion, leave.

discipline and professional growth of the employees of the College.

The Service Rules of the College shall be reviewed and updated
periodically as per the requirements of the College. However, this

would require 2/3 majority of the Governing body for amendment.

Dated Kohima the 10" March 2023

; ? !l Y
(VIPRALHOU KESIEZIE)
Chairman,

Governing Body,
Baptist College, Kohima



BAPTIST COLLEGE SERVICE RULES
(AMENDMENT 2023)

A.TITLE AND COMMENCEMENT:

These Rules shall be called the Baptist College Service Rules.
Second Amendment 2023.

These Rules shall come into force with effect from the 10"

March, 2023.

APPLICATION:

These Rules shall apply to all employees of the Baptist
College, who at the commencement of these rules are already in the
service of the College and all new appointees.

2. DEFINITIONS:
(1) | Council means the Angami Baptist Church Council
| (ABCC) — the Proprietor of the College.
1(2) | Governing Body| Governing Body of Baptist College
appointed by the Council.
(3)| College Baptist College, Kohima (Kohima Campus
Bl & Sechu Campus) |
. (@) S.C/pC Selection Committee, Promotion
i _' Committee set up by the Governing Body |
iﬁ ; from time to time |
| (5)_ Principal Principal of Baptist College i
(6) | Committee Executive Committee of the Council |
(7) | Employee Employee of Baptist College |
(8) | Service Service in the Baptist College. (This does
not include contract employees). |
19 | University Nagaland University under whose
. recognition/affiliation the College

functions at any particular point oftime.J
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(10)[ Academic Year |Period from 1" Iulv t0 30" June ¢ Or as may
i be prescribed by the university. |
(11)| Teacher Member of the teaching staff of (h(. | |
i College listed under Group- ‘A |
LLI_.-’Z Schedule The schedule/appended to thcsc Rulu o ;
(13)|Government Government of Nagaland. I
(14)|Financial Year | 1" April to 31" March. |
(15)|Chairperson Chairperson of the Governing Body. h&]
3.  APPOINTING AUTHORITY:

i.  The Governing Body 1s the appointing authority for
Group —'A" and Group — ‘B’.

1. The Principal is empowered to appoint Group — 'C' staff
under intimation to the Chairperson. Selection shall be
through interview.

4. THE SERVICE:

The Service of the College shall consist of the following

categories of employees;

GROUP -'A’

(1) Principal

(2) Vice-Principal

(3) Associate Professor
(4) Assistant Professor

(5) Librarian

(6) Assistant Librarian

(7) Chaplain
GROUP-"'B’

(1) Head Assistant

(2) Senior Office Assistant
(3) Office Assistant

(4) Computer cum Office Assistant

(5)
(6)
(7)

Warden cum Office Assistant
Accountant cuimn Cashier
Development Manager



GROUP-'C’

(1) Peon

(2) Chowkidar / Sweeper

(3) Personal Peon to Principal

(4) Driver
(5) Gardener
(6) Cook

(7) Caretaker

Note: The Principal is authorized to assign additional assignment to
Group-B & C employees as and when need arises.

5.  STRENGTH OF THE SERVICE AND CADRE REVIEW:

The strength and composition of the service at any point of time

shall be determined by the Governing Body according to the need of
the College.

6. METHOD OF APPOINTMENT:

(1) DIRECT RECRUITMENT:

(2) The Principal will tabulate clear vacancy position for
Group — 'A’ and 'B' of the Service and fix date(s) for written Test /
Interview. Vacancies of sanctioned posts shall be advertised in
selected Local/Regional Newspapers.

(1) The service of selected candidates through proper

interview shall be regularized on completion of one year satisfactory
probation period.

(3) SUBSTITUTE APPOINTMENT:

Principal with intimation to Chairperson of the Governing Body 1s
authorized to appoint qualified candidate(s) for filling against leave
vacancy(s) for the duration of the leave(s) which exceeds one (1)
month,



4) CONTRACT/CONTINGENCY APPOINTMENT:

(1)  Contract Appointment of Group 'A' Staff: Under intimation to
the Governing Body Chairperson, the Principal is authonized to
arrange contract appointment of Assistant Professor for a period of |
(one) year only on exigency such as resignation, death, sickness etc.
Within this period the post should be advertised for conduct of
interview forregular appointment against sanctioned post vacancy.

(i) Contingency Appointment of Group 'B'" & 'C' Staff :
Contingency appointments will be for one year at a time and pay will
be fixed by the Governing Body in commensuration with educational

/ other qualification(s) of candidate(s)

(iii) Note: Contract/ Contingency appointees will not be included in
the seniority list.

(5) OFFICIATING AGAINST POST OF PRINCIPAL/
VICE PRINCIPAL:
Senior most Associate or Assistant Professor in general cadre
list may be allowed to hold current charge for the Post of Principal &

Vice-Principal in case of non- availability of eligible candidate(s) for
promotion as per Rule 9. However, Governing Body decision will be

final and binding.
7.  SELECTION COMMITTEE:

There shall be a 5 (five) Member Selection Committee with the
following:-
'(a)| Chairperson | Chairperson of the Governing Body.

(b)| Secretary Principal of the College.

(c) | Member Head of Department of the concerned subject
of the College.
(d)| Subject One Subject Expert not connected with the
Experts College to be nominated by the Vice

Chancellor of the affiliating University.
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Note: Chairperson may nominate one member from the Governing
Body as member in the Selection Committee. Chairperson, Secretary
and one Subject expert will form quorum.

8. PROBATION, CONFIRMATION AND PROMOTION:

(A)  PROBATION: | (One) Year continuous service from the
date of joining the Service (Subject to Rule 19 of these Rules).

(B) CONFIRMATION:

(1) A probationer may be confirmed to the Service on
satisfactory completion of the probation period provided he/she does
notattract conditions specified in Rule 19 of these Rules.

(1) Employees shall be confirmed in the Service with the
following documents:-

(a) Date ofbirth certificate (H.S.L.C. Admit Card)
(b) Police Verification
(c) Health Certificate

(d) Certificate of Efficiency from Head of Department/Vice
Principal, Principal

C) PROMOTION COMMITTEE:

(1)  Promotion of all categories of the Service shall be on the
basis of merit cum seniority.

(i) (a) Chairperson of the board will be Chairperson of the
Committee.

(b) Principal will be Member-Secretary.

(c) One nominated by the Chairperson from amongst
the members of the governing body.

9. ELIGIBILITY AND OTHER CONDITIONS FOR
APPOINTMENT AND PROMOTION:
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Group 'A’

~ Post

Required Qualification |

o T ]

Appointment Criteria

Principal

(1) PG in any
Humanity subject
with mimimum 55%
(1) Ph.D with NET
(111) Minimum 8
years teaching
experience.

(a) The Principal shall be
appointed by the Angami Baptist
Church Council (ABCC) and the
appointment order letter shall be
issued by the Executive Director of
ABCC. Appointment of the
Principal shall not be on the basis
of seniority but as per the|
recommendation of the Search
Committee constituted by the

Council.

(b) The candidate should have
minimum (8) eight years of
teaching experience in College.

(c) The candidate should possess
Ph.D. degree from recognized
University.

Vice-
Principal

(i) PG in the
Concerned subject
with min. 55%.
Preference with
Ph.D

(1) NET

(1ii) Minimum 5
years teaching
experience

(a) The Appointment of the Vice-
Principal shall be the responsibility
of the Governing Body on the
formal recommendation of the
Principal.

(b) The Vice-Principal post shall
be a term post of 3 (Three) years. It
can be extended for one more term.
(c) On completion of three years
term, the Vice- principal shall
continue to serve as Associate/
Assistant Professor till retirement.

(d) The candidate should have
minimum 5 (five) years of
continuous service as Assoclate
Professor/Assistant Professor of
the College with good records.
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(e) The appointment of Vice-
Principal shall be based on Merit
cum Seniority.

Associate
Professor

(1) PG 1n the
concerned subject
with 55%.

Preference with
Ph.D

(a) As per Service Rules
(b) At least 1 book publication
with ISBN
(c) 3 National Seminar papers
presentation

(1) NET (d) 3 articles publication in UGC
(111) Min 8 years as CARE List
Asstt. Prof,

Assistant| (i) PG in the As per Service Rules

Professor| concerned subject

with min. 55%.
Preference with
Ph.D

(i1) NET

Librarian

(1) PG/B.Lib in
Lib. Sc

(11) Min. 10 years
service as Asstt. Lib.

As per Service Rules

Assistant| (1) PG/ B.Lib Sc (a) Graduate with Master's
Librarian|(ii) Dip. In degree in Library Science with at
Computer least 55% marks from recognized

Application University.

OR

Bachelor's degree in Library
Science from recognized

University.
Chaplain | (1) Min. M.Div / (a) Graduate with at least B.D.

BD from recognized
University

(11) Dip. In
Counselling

from recognized Theological
Institute.
(b) Must be a born again Baptist
Christian
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Group 'B’

Post Qualification Requiremerit_s_ i
Head (a) Graduate in any | (a) At least 8 (Eight) years of |
Assistant | discipline continuous service as Senior |

(b) Dip in Office Assistant in the College. |

Computgr (b) Completion of stipulated

Application i .
years will not automatically
confer rights of promotion.

Senior (a) Graduate (a) At least 5 (Five) years of
Office (b) Dip in continuous service as Office
Assistant | Computer Assistant in the College.

APphE (b) Completion of stipulated
years will not automatically
confer rights of promotion.

Office (a) Graduate (a) Graduate or above with goodll
Assistant | (b) Dip in command of English. ‘.

Computer |

Application (b) Minimum18 (eighteen) years!
ofage |

Computer (a) Graduate from recognized
cum College. -
gfﬁp © (b) Diploma in Computer
ssistant L : . ;
Application with experience in
Desktop Publication.
Accoun- (a) B.Com in Accountancy from
tant cum recognized University.
Cashier (b) Diploma in Computer \
Application |
Develop- (a) Minimum Graduate of any |
ment discipline. |
Manager (b) Sincere, honest and |

hardworking.

(c) Having experience in the
related field.
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Group 'C'
(I) Peon
(1) Chowkidar/Sweeper
(11) Personal Peon for Principal
(1v) Driver
(v) Cook
(v1) Caretaker

Note: Group 'C' post should be considered as multi-tasking services
as far as possible.

QUALIFICATION:

(1) Age—18to30yearsonfirstday of the year of application.

(1) Class-VIlI and above for Peon.

(i11) Must be physically and mentally fit and morally good.

(iv) Driver must have all relevant and up to date Driving
license & documents.

10. CHARTER OF DUTIES:

(1){ Principal (a) Over-all charge of the College
(b) Secretary ofthe Governing Body

(¢) Secretary of Selection and Promotion
Committees

(d) Disbursing Authority
(e) Appointments

() APAR of Vice Principal and
Department Heads

(g) Yearly budget preparation and
planning

(h) Leave of Group'A''B''C' employees
(i) Any others not assigned to others

(u)ﬁ Vice- Principal |(a) Admission (fresh and regular) of |
student.

(b) APAR of Assistant Professors

9



(d)

(e)

(f)

—t o

Fxaminations (Internal & External)

Semester class routine and Internal
exam routine |

. . . |
Supervise the various academic |
activities and implement the|
academic programs in co-ordination
with the Department Heads |
Any other official work entrusted by ‘
the Principal from time to time

(111) | Chaplain (1)

(11)

Counseling and Guidance services for
the students

Special counseling session for the
needy students & parents and conduct
of Bible camps periodically. [

11. ANNUAL PERFORMANCE ASSESSMENT REPORT (APAR):

(i) Annual Performance Assessment Report of each Group 'A’
employee will be maintained in confidence between the

Principal and the Vice-Principal

(ii) Vice-Principal shall be the reporting officer to the Principal
for all Associate Professors & Assistant Professors

(iii) Vice-Principal will also be the reporting officer for category
'B'and 'C' employees to the Principal.

(iv) Annual Performance Assessment Report of the Principal
will be maintained by the Chairman in consultation with the

Governing Body.
12. SENIORITY:

Seniority counts from the date of confirmation. There shall be
inter-seniority in each subject department. The seniority of an
employee shall be determined by the priority of the date of joining the
College in the particular Group. In the event of two or more persons
joining the same post on the same date, seniority will be determined
on the basis of age, e.g. the senior in age shall be treated as senior in

service.
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13. HEAD OF DEPARTMENT:

The senior most Associate/Assistant Professor in a department
in terms of seniority shall be appointed as Head of Department of the
concerned Department and he/she shall be entitled “H ead of
Department” allowance. The Head of Department shall be on rotation
basis starting from the senior most downwards for a term of 3 ( three)
years each.

14. (i) Increment shall be ordinarily drawn as a matter of course,
except where an efficiency bar has been prescribed or Disciplinary
action taken with holding increment.

(i) Efficiency bar cannot be crossed without the sanction of the
Chairman

15. RETIREMENT:

(i) All categories of the Service will retire on attaining the age
of 60 (sixty) years or 35 (thirty-five) years of service whichever is
earlier. Extension of service beyond superannuation in special cases
will be decided by the Governing Body.

(ii) To be eligible for voluntary retirement and avail its benefits
an employee must have completed 25 (twenty-five) years of
continuous service in the College.

16. PAY REVISSION:

Pay revision shall be effected once in every eight years provided
the financial resource available in the College 1s permissible.

17. CONTRIBUTORY PROVIDENT FUND:

The employees of category A, B, & C shall be entitled to
benefits of Contributory Provident Fund, which shall be fixed by the
Governing Body from time to time. The benefits of Provident F und
shall be extended to the employees from the month of confirmation of
his/her service in the College. The total amount of the provident fund
contribution including interest accrued thereon shall be payable to an
employee on completion of his/her service, whether by retirement,
resignation or otherwise and in case of death, the amount shall be
payable to the nominee of the employee concerned.

I



I8.

(1)

(11)

(a)

(b)

(c)

(d)

(€)

RETIREMENT BENEFIT:

No benefit of pension is admissible to the employees of the
college.

GRATUITY: Gratuity, on completion of service as a res|q &
retirement/voluntary retirement/premature retirement/dea,
shall be admissible as follows:-

In case of retirement after continuous service of 35 (thirty-five)
years in the College he/she shall be given maximum 5 (five)

months of total pay last drawn.

In case of voluntary retirement after continuous service for 25
(twenty- five) years or more he/she shall be entitled to receive

3 (three) months total pay last drawn.

An employee on leaving the service of the College due 10
reasons other than dismissal will be paid one time cash amount

as per the following:-

(1) Completed 10 years but less than 15 years he/she shall be
paid 1 (one) month total pay last drawn.

(i1) Completed 15 years but less than 20 years he/ she shall be
paid 2 (two) months total pay last drawn.

DISMISSAL: In case of dismissal, all financial benefits due to
him/her may be given.

In the event of death or invalidation or being victimized due to

natural calamities any employee irrespective of rank who 1s 1

the service of the College may be paid a lump sum amount as

determined by the Governing Body as and when need arises.
12
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19.

20.
(1)
(ii)
(iif)
(iv)
v)

(vi)

RESIGNATION:

For all categories of employees, resignation should be applied
to the College authority at least one month in advance.

TERMINATION FROM SERVICE:

Inefficiency in teaching and control of students, unpunctuality,
irregularity in attendance and duties, etc.

Immoral activities, criminal cases, drunkenness and behavior
unbecoming of his/her status.
Violation of the College rules.

Financial mismanagement.

Engaging in other activities which is detrimental to his/her
profession.

He/she be declared by the Medical Board to be unfit for further
service.

NOTE: Proven instances of the above may invite dismissal; the
decision of the Governing Body is final.

(1)
(i1)

(iii)

Orders of termination shall have to be approved by a two-third

majority of the Governing Body. Provided that such decision
shall be taken on substantial evidence presented by an enquiry
committee which shall comprise of the following:

Principal

One representative from the teaching staff to be chosen by
them if it involves one of the teaching staff.

One member of the Governing Body to be selected by the
Chairman of the Governing Body. Provided further, that
before arriving at the final decision that concerned employee
shall be given reasonable opportunity for personal hearing
before the Enquiry Committee as well as the Governing Body.

13



[n case the enquiry is held against the Principal, the v,
Principal, or in the absence of the Vice-Principal also, onc |
the senior most teachers of the College to be chosen by the
Governing body.

21.  LEAVE AND HOLIDAYS (in a year):
1) | Casual Leave 6 days per Semester_ _
11) | Eamed Leave I (one) month in a year to non-
teaching staff only (Rule No. 22 (E) ‘
of these Rules). |
11) | Winter/Summer 40-50 days for the teaching staff in a |
Vacation & all other | year at convenience of the College. |
holidays
1v) | Christmas Holiday 10 -20 days at convenience of the |
College (For Ministerial Staff).
22.  LEAVE RULES:
(1) Granting of leave under these Rules is at the disposal of the
Principal.
(i)  All leave shall be applied in simple plain paper stating
proper reasons.
(mi)  Suffixing and prefixing leaves to Holidays will not be
allowed.
(iv)  Leave cannot be demanded as a matter of right. It is a
privilege based on need.
(V) Accumulation of casual leave will not be allowed.
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A. CASUAL LEAVE:

Employees of all categories may avail 12 (twelve) days casgal
leave in a year, subject to not more than 3 (three) consecutive
days ata time.

B. MEDICAL LEAVE:

(i) Medical leave may be availed by simple application enclosed
with a medical certificate from a competent authority. Such

leave shall be on full pay without effecting seniority for a
maximum period of two months.

(11) 30 (thirty) days extension of leave may be granted with half pay
as indicated above.

(i11) Further extension may be granted for a maximum period of six
months without pay.

NOTE : Medical Certificate from competent authority must be
enclosed.

C. SPECIAL LEAVE-CUM-DUTY LEAVE FOR
TEACHING STAFF:

Leave may be granted to a confirmed teaching staff for
attending conferences, meetings, symposia or seminars on behalf of
the College, or for delivering lecturer in Institutions/Universities at
their invitation, or for working on a delegation/committee appointed
by the Government of India/Government of Nagaland/The
UGC/University. The grant of such leave shall be considered only on
prior receipt of the invitation letter from the concerned authority.
Duration of such leave shall not exceed 7 (seven) days excluding the
journey time via shortest route, Break journey enroute either way is
not permissible. Orientation 3 (three) weeks and refresher course 2
(two) weeks will be granted to the teaching staff.
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1)

STUDY LEAVE:

Pursuit of special line of study or research beneficial 1o ).
College for a period not exceeding three years ata time nygy .
granted to a confirmed teacher who has put in not Jess than <
(Five) years of continuous service. An allowance of half pay 1,
six months shall be given to the employee. -

Study leave may be granted more than once provided that nos
less than 5 (five) years have elapsed after the teacher resyme
his/her duty on completion of the earlier period o fstudy leay o

A teacher availing himself/herself of study leave shall give an
undertaking to the effect that he/she shall serve the Colle gc forg
minimum period of 5 (five) years from the date of his her
resuming the duty after expiry of study leave.

Study leave may be extended by the Governing Body for &
period of 1 (one) year in special cases in consideration on the
recommendation of the Supervisor/Guide under whom e
study/research is undertaken.

Study leave will not be granted to teachers due to retire within
(five) years from the date of his/her return to duty.

EARNED LEAVE:

Earned leave is applicable to Group-B and C employecs

including the Principal for a maximum period of 20 days in an
academic year. This can be accumulated up to maximum 90 dayvs
Earned leave encashment is permissible only at the time of retirement

F.

MATERNITY LEAVE:;:

Three (3) months with full pay per child for confirmed

employee supported by a certificate from a competent Doctor
Extension of leave for one month with half pay, without effecting

seniority can be granted. Maternity leave is admissible up to the
second child.

16

20



G. LEAVE FOR UNCONFIRMED EMPLOYEES:

Unconfirmed employees both teaching and non-teaching

appointed against regular vacancy shall be entitled to Casual Leave
only.

H. REJECTION OF LEAVE:

Invalid application of leave after expiry of |
availed or leave application not supported by requ
mvite rejection of leave if satis factory explanatio

eave period already
ired documents will
nisnotgiven.

23. INTERPRETATION:

In case of any doubt to the actual meaning of any term or
provision included in these Rules, the interpretation as given by the
Goveming Body shall be final and binding on all concerned.

24. RIGHT TO AMENDMENT:

Right to amend any of these rules either in full or partisreserved
with the Governing Body. Provided that any such amendment shall
have the effect from the date notified by the Governing Body. Any

amendment of the Service Rules requires two third majority of the
Governing Body.

25. GENERAL:

(1) Every employee shall, at all times maintain mtegrity efficiency
and devotion to duty.

(i1) Every employee shall abide by and comply with thq Rul_es and\
Regulations of the College and obey all or'ders and directives of
the College authority issued from time to time,

(11i) Every employee shall endeavor to promote, at all times the

policies and interest of the College and shall not act in any
manner whatsoever prejudicial to the College.

17
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(iv) No employee shall, except in accordance with any general of

(

(

\

v)

Vi)

special order of the Governing Body, or in the performance i,
good faith of the duties assigned to him/her divulge directly o;
indirectly any confidential official matters, any official
documents, statements or information's to any person or
persons to whom he/she is not authorized to communicate such
documents, statements or information.

The members of the Service shall not form union or participate
singly or in groups with any outside union, organization, body
without the permission of the Governing Body.

On matters connected with the college, no member(s) of the
service shall singly or in groups have any connection with the
press without prior permission of the Governing Body.
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