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NORMS REGARDING CLASSIFICATIONS, APPOINTMENTS,

RECRUITMENTS, PROMOTIONS, PROCEDURE AND SERVICE OF

NON-TEACHING EMPLOYEES IN CLASS L IL 111 & IV CADRE ON THE

ESTABLISHMENT OF UNIVERSITY OF MUMBAI

1. The norms are, “the norms to prescribe the classification, rules & procedures in

respect of appointment/recruitment of the non-teaching posts in the University
in the cadre of Class I, II, III & IV.”

L

. The norms shall apply to all full time non-teaching posts in Class I, I1, Il & IV

cadres in the University.

. Definition :

In these norms, unless the context otherwise requires;

i)

Vi)

vii)
viil)

1X)

“Act” means the Maharashtra Universities Act, 1994 (as amended from
time to time) '

“Appendix” means appendix appended to these norms.

“Appointing Authority” means the authority competent to make
appointments to the non-teaching posts in the University. The appointing
authority for the University shall be Management Council.

“Cadre” means strength of the service or a part of the service sanctioned
by the State Government as a separate unit.

“Competent Authority” means the authority competent to exercise
different powers as vested in Maharashtra Universities Act 1994.
“Continuous Service” means service rendered by a non-teaching
employee without any break under the same Appointing Authority. The
service includes the authorised leave availed of by the non-teaching
employee.

“Government” means the Government of Maharashtra.

“Management Council” means the Management Council of the University
as given in the Maharashtra Universities Act, 1994.

“Medical Authority” means the University Medical Officer, University
Medical Board or the Civil Surgeon.”



X1)

“Month” means a calendar month. In calculating a period expressed in
terms of months and days complete calendar months irrespective of the
number of days in each, should first be calculated and the odd number of
days calculated subsequently.

Instruction. :- Calculations of period expressed in terms of months and
days should be made as under :- _
(a) To calculate 3 months and 20 days on and from the 25" January, the
following method should be adopted :-

' M. D
25" January to 31 January 0 0 7
February to April 0 3 0
1% May to 13" May g .8 13

0 3 20

(b) The period commencing on 30" January, and ending with 2™ March
should be deemed as 1 month and 4 days, as indicated below :-

30" January to 31 January
February
1* March to 2™ March

SR © B

M
0
I
0
1

i © o

“Non-teaching employee” means the person in employment of the
University and appointed on a pay-band other than “the teachers of the
University”.

xii) “Officiate” means a non-teaching employée officiates in a post when he

performs the duties of the post on which another person holds a lien. The
Competent Authority may, if it thinks fit, appoint a non-teaching
employee to officiate in a vacant post on which no other non-teaching
employee holds a lien.

xiii) “Probationer” means an employee appointed on probation for a stipulated

period and on specific conditions for determination of his fitness for
eventual substantive appointment to a permanent post.”

xiv) “Substantive Appointment” means the appointment made in a substantive

or permanent capacity in a permanent post which is clearly vacant or on
which another person holds a suspended lien.

xv) Experience as prescribed and specified.

xvi) “Universities Act” means the Maharashtra Universities Act 1994.



4. Classification, Appointment And Recruitments:

A) Classifications: The Non-Teaching Employees of the University shall be
classified in the following cases:

i) Class 1 (Officers) — University Registrar, Deputy Registrar, Assistant
Registrar and such other officers working in the pay-band of Rs.9300-
34800+GP 4600 and above and such other officers as may be designated
under clause (2) of section 8 of the Act.

ii) Class II (Supervisors) — Superintendent, Deputy Accountant and such
other non-teaching employees working in the pay-band of Rs. 9300-
34800+GP 4400 and above.

iii) Class III (Ministerial) — Employees of the University who are working in
the pay-band of Rs.5200-20200+GP1900 and above and who are not
included in the Class I and Class Il above. '

iv) Class IV (Non-Ministerial) — Employees of the University who are not
included in Class 1, II or III above.

B) Appointments :

(a) Except as otherwise provided, all permanent appointments in Class I shall
" be made by the Competent Authority and all officiating temporary
appointments shall be made by the Vice-Chancellor and the letters of
appointments shall be issued under the signature of the Registrar. '

(b) All appointments including officiating appointments in Class II shall be
made by the Vice-Chancellor and the letters of appointments shall be
issued under the signature of the Registrar.

(c) All appointments including officiating appointments in Class III and Class
IV shall be made by the Registrar.

(d) The appointing authority may temporarily appoint an employee to officiate
in any higher post for a period not exceeding six months or till a regular
appointment is made whichever is earlier. The principle of seniority-cum-

~ merit shall be observed in promoting the employee.

C) Recruitment :

(I) Deputy Registrars, Assistant Registrars and other Non-teaching posts

included in Class [ -

(i) Except as otherwise provided in the Acts, appointments to these posts
shall be made either by promotion or by nomination in the ratio of
50:50.

(ii) Appointment by promotion shall be made on the basis of seniority-
cum-merit from amongst the persons-
(a) who possess a degree of a statutory University;
(b) who has passed the Departmental Examination prescribed under the

norms; and



(c) who possess three years experience in Class II posts in the
University;

Provided that in case of persons who have crossed the age of 45 years

the educational qualifications may however be relaxed by the

Competent Authority.

(iii) Appointment by nomination shall be made from amongst the persons —

(a) who are not less than 30 years of age and unless already in the
service of the University or affiliated colleges not more than 40
years of age;

(b) who possess a degree of any statutory university and in addition the
qualifications prescribed by the competent authority for specific
post; '

(c) Who have administrative experience of not less than 5 years in a
similar capacity;

(d) the selected candidate shall be on probation for a period of two
years during which he/she shall have to pass the departmental
examination according to the rules prescribed.

(II) Superintendent, Deputy Accountant and other non-teaching posts included
in Class II-
i) Except as otherwise provided in the Act, appointments to these posts

shall be made either by promotion or nomination in the ratio of 50:50.

ii) Appointment by promotion shall be made on the basis of seniority-
cum-merit from amongst the persons-

a) who are graduates,

b) who possesses atleast 3 years experience in Class III posts in the

University. :

Provided that, in case of persons who have crossed the age of 45 years,

the educational qualification may be relaxed by the Competent

Authority.

iii) Appointment by nomination shall be made from amongst the persons -

a) who are not less than 25 years of age and unless already in the
service of University or affiliated colleges not more than 35 years of
age; “

b) who possesses a degree of any Statutory University in addition to
the qualifications prescribed by the competent authority for a
specific post;

¢) who have an administrative experience of not less than 3 years ina
similar capacity; and '

d) the selected candidate shall be on probation for a period of 2 years
during which he/she shall have to pass the Departmental
Examination according to the rules prescribed.

(I1I) Ministerial and Technical posts included in Class I1I-
a) Appointment of senior posts except those carrying the lowest pay-band
in the various Departments of the University like Head-Clerk, Senior



b)

clerk (Admn.), Assistant Accountant, Senior Clerk (Accounts),
Sr.Library Assistant, Receptionist, etc. where the recruitment
qualifications required for the junior posts are the same as prescribed
for the senior posts shall be made by promotion only, on the basis of
seniority-cum-merit from amongst the persons who are working in the
University and who possesses minimum qualifications prescribed for
the lower posts and minimum experience of atleast 3 years in the lower
post, as prescribed by the Competent Authority.

(1) Appointments to the junior posts carrying the lower pay-band in the

various departments or sections of the University like Jr.Clerk-cum-

typist, Library Assistant, Lower Grade Stenographer, Documentation

Assistant, Telephone Operator, - Electrician, etc. shall be made by

selection from amongst the persons.

i) who are not less than 18 years of age and who are not more than 33
years of age; ' |

ii) who have passed S.S.C. or equivalent examination; except for the
technical posts where S.S.C. is not required;

iii) who possesses the minimum technical qualification prescribed for
the posts by the competent authority;

iv) who are recommended by the concerned Employment Exchange or -
by the District Social Welfare Officer of the concerned District.

(2) While making appointments to the junior posts included in Class III

services in the University, the members of Class IV services who

passes the Secondary -School Certificate Examination while in service

or who has passed the same before entering in the Class IV service,

shall be held eligible for promotion in the Class III service, if he has

completed 3 years continuous service in Class IV in the University

establishment, subject to the following conditions, namely:-

a) the number of such appointments'in Class III service, shall not

exceed 50% of the total sanctioned posts

b) the senjority of those who had already passed the Secondary School

Certificate Examination at the time of joining the Class IV service

vis-a-vis those who passed the examination after joining the service

for the purpose of promotion to Class III post service should be |
determined as follows, namely:-

i) in the case of those, who had already passed the Secondary
School Certificate Examination at the time of joining the Class
IV service, for the purpose of seniority, their appointments shall
be deemed to be from a date 3 years after the date of their joining
the services;

ii) in the case of those, who pass the Secondary School Certificate
Examination after joining the Class IV service, their date of
appointment for. the purpose of seniority shall be deemed to be
from the date on which they complete 3 years service or pass the
Secondary School Certificate Examination, whichever is later.



In addition to the qualification prescribed for the various posts in Class 1, 11,
111, the candidates shall have to fulfil essential qualification in respect of computer
knowledge as prescribed by State Government from time to time.

(IV) Non-Ministerial posts included in Class IV — Appointments to these post
shall be made by selection from amongst the candidates
(i)  who are not less than 18 years and who not more than 33 years of

age.
(i)  Who are recommended by the concerned Employment Exchange or
by the District Social Welfare Officer of the concerned District.

(V) The Upper age limit prescribed for these posts shall be relaxable as per
Government rules.

(VI) No person dismissed or removed or terminated on account of misconduct
or made to retire compulsorily premature from the service of his previous
employment, shall be eligible for the appointment in the service of the
University.

(VII) While making appointments either by nomination or by promotion or by
selection in the University, the instructions issued by the Government in
respect of reservation of posts for backward classes shall be observed.

6. Procedure :

i) All appointments which are required to be made by nomination or by selection
shall be advertised in atleast two daily Newspapers, one of which shall be a
Marathi Newspaper indicating the minimum academic or other technical
qualifications, if any, experience required, pay band and total emoluments
admissible for the posts, and the reasonable period (which shall not be less
than 2 weeks from the date of publication of the advertisement in the
newspaper) within which the candidates are required to submit their
applications. Simultaneously, these vacancies shall also be notified to the
concerned Employment Exchanges and District Social Welfare
Officers/Tribal Welfare Officers.

ii) Selection Committee :
a) Except otherwise provided, the selection committee for the Class I posts
shall consist of the following members, namely:-
1) the Vice-Chancellor — Chairman

2) the nominee of the Chancellor on the Management Council,

3) the Director of Higher Education, Maharashtra State, Pune or his
representative not below the Status of the J oint Director.

4) two members of the Management Council to be nominated by the
Management Council,

5) one person belonging to the Backward Class nominated by the Vice-
Chancellor,

6) the Registrar — Member Secretary



In the case of posts of Technical nature, an expert or the concerned Head
of the Department may be co-opted by the Vice-Chancellor.

b) Selection committee for the Class II posts shall consist of the following

c)

iii)

members, namely :

1) The Vice-Chancellor — Chairman

2) One member of the Management Council to be nominated by the
Management Council,

3) one person belonging to the Backward Class nominated by the Vice-
Chancellor. |

4) The Registrar — Member Secretary

In the case of posts of Technical nature, an expert or the concerned Head

of the Department may be co-opted by the Vice-Chancellor.

Selection Committee for the Class III or IV posts shall consist of the

following members, namely :

1) the Registrar — Chairman

2) two senior Administrative Officers, to be nominated by the Vice-
Chancellor, '

3) one person belonging to the Backward Class nominated by the Vice-
Chancellor, ' .

4) Deputy Registrar, in charge of Establishment — Secretary

The date of the meeting of every Selection Committee shall be fixed after
giving of at least 7 days notice to each member and to the candidates and
the particulars of the candidates shall reach to each of the members of the

" Selection Committee at least 3 days before the date of the meeting. The

appointment shall be conditional pending production of physical fitness
certificate and the caste certificate/caste validity certificate where
applicable.

The Selection Committee- shall interview and adjudge the merits of each
candidate in accordance with the qualifications and experience advertised
and recommend to the Appointing Authority the names arranged in order of
merits of the persons for appointment to the post advertised.

v) The Appointing Authority shall make Appointment from amongst the
~ candidates recommended by the Selection Committee in order of

preference.

Provided that in case of University employee where the Appointing
Authority in respect of Class I and 11 posts proposes to make appointments
other than in accordance with the order of preference, it shall record its
reasons in writing and submit the recommendations of the Selection
Committee and the reasons to the Management Council whose decisions
shall be final.




Provided also that where the Appointing Authority in respect of Class III
or Class IV posts proposes to make appointment other than in accordance
with the order of preference, it shall record its reasons in writing and
submit the recommendations of the Selection Committee and the reasons to
the Vice-Chancellor whose decision shall be final.

vi) When any temporary vacancy occurs by reason of leave or illness and its
duration is not more than six months, it shall be filled in by the Registrar
with the approval of the Vice-Chancellor.

vii) While appointing a person either on permanent or in temporary vacancy, no
person shall be allowed to join his duty unless he produces a discharge
certificate from his previous employer, if any.

viii) All appointment orders shall be in the pro forma as given in Appendix I
appended to these norms.

7. Me_dical Fitness :

Every employee of the University shall, within a period of 3 months of his
appointment, undergo Medical Examination by the University Medical Officer.

8. Services :

1) A person appointed in the services of the University in Class I, II, IIl &
[V posts shall be required to sign the undertaking or the agreement in the form as
per Appendix II.

2) The service of a person under the University commences from the date on
which he joins his first appointment provided he reports for duty on that day before
12 noon, otherwise from the next day.

3) The service of the employee on return from leave shall commence from
the date provided he assumes charge of the post before 12 noon, otherwise from
the next date.

4) The service of the employee under the University, shall cease from the
date on which he relinquishes his post, for whatever reason before 12 noon,
otherwise from the next date.

9. Probation -
1) The employee appointed to a permanent post by selection shall be on

probation for a period of two years. The Competent Authority may, in
exceptional circumstances, reduce the period of probation upto one year,
after reviewing his confidential reports :

Provided that the employee appointed to officiate in higher post for a
temporary period shall not be considered be on probation.



2) During the period of probation, the employee shall comply with conditions -
of successful completion of probation, prescribed by the competent
Authority from time to time.

3) The Head of the Department/Section (Assessing Authority) under whom the
employee on probation is working shall send to the Registrar his report in
the form as per Appendix — III about his work and conduct, after every six
months from the date of his joining. The deficiencies, if any mentioned in
the report shall be conveyed to the employee on probation for the guidance.

4) The Assessing Authority under whom the employee on probation is working,
shall send to the Registrar at least three months before the expiry of
‘probationary period, a report about the work and conduct of the employee
with specific recommendations for his confirmation in service or otherwise.
If the Assessing Authority recommends that the employee should be
confirmed in the service within less than two years of probationary period,
he should substantiate his recommendation. When he recommends action
other than confirmation, he should furnish sufficient particulars about the
probationer’s performance and conduct in support of his recommendation.

5) On receipt of each report, the Registrar shall place the report and the
recommendation of the Assessing Authority before Competent Authority for
consideration. The Competent Authority may:-

a) confirm the probationer in service, from a specific date, or

'b) extend his probationary period, maximum by one year, six months at a

time, on expiry of which he shall either be confirmed or his service shall
be dispensed with, or

¢) terminate his service, or

d) revert him to the post held by him, if any, under the University, prior to
his appointment on probation.
Provided if the person on probation enjoys leave, his probationary period
shall be deemed to have been extended to the extent of leave taken by
him.

6) If on the opinion of the Appointing Authority, the work or behaviour of any
probationer or during the period of the probation is not satisfactory the
appointing authority may without assigning any reason terminate the
services of the probationer at any time during the period of his probation,
after giving him one month’s notice.
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Recommendation of the Housing Loan committee
constituted by the Vice Chancellor to grant of loan for
secking housing accommodation -to the University
“employees that the Government /Resolution No.
FE3-R09R /T F 30,/ 08/ AT faim- 0thgaril, 024
be accepted and the ceiling of housing loan be enhanced
from Rs. 30 lacs to 50 lacs. And the rules relating to the
grant of loan to the University employees securing

- housing accommodation be amended accordingly.

AT ST HIOIMT AT Hl, T&T 6 Tl ST STUATT TTEl.

1) A draft Memorandum of Understanding (MoU)

“between TIILM (The International Institute of
knowledge Management). Sri  Lanka and The
Department of Communication and Journalism received
from Dr. Sunder Rajdeep Head, Department of
Communication and Journalism University of Mumbai

F3T T4 FERNR SR TG THT F i FEASHIT T
YT g ST SavITT ATal.
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