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(As approved by the Resolution No. 40.11 dated 07.04.2005 of the Executive Committee)

CO-OPERATIVE ACADEMY OF PROFESSIONAL EDUCATION
(Kerala)

GENERAL SERVICE RULES

In exercise of the powers conferred by the proviso to Rule No. 17 (X) of the Memorandum
of Association and the Rules relating to the estabhshment of the Co-operative Academy of
Protessional Education (Kerala) Society the Executive Committee of the Academy hereby makes the
following rules applicable to the employees in the service of the Co-operative Academy of
Professional Education.

INTRODUCTION

The Co-operative Academy of Professional Education (Kerala) Society is not a2 Government
organisation, nor a grant-in-aid establishment under the Government. It 1s established by the
Government of Kerala as an autonomous society registered under the Travancore — Cochin Literary,
Scientific and Charitable Societies Act — 1955 and the institutions thereunder are run on a self-
financing basis. Financial viability will be the core guideline for functioming of the society and its
constituents and govern the operation of all associated rules and regulations. Any provision available
under Kerala Service Rules or such other Government Rules for any purpose shall not be applicable
to the service under the Co-operative Academy of Professional Education (Kerala) Society, unless
such rule 1s specifically adopted by the society, for the purpose.

(58]
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PART I

PRELIMINARY
SHORT TITLE AND COMMENCEMENT:

(a) These rules shall be called the Co-operative Academy of Professional Education
General Service Rules.
(b) They shall come into force with effect from 01-01-2005*

The power to modify these rules and to mterpret them in case of doubt shall vest with the
Executive Commuttee.

APPLICATION:

These rules shall apply to all the whole time employees appointed to the service
under the Co-operative Academy of Professional Education unless otherwise provided by
terms of any contract, agreement or letter of appomntment. The Executive Committee may
exclude, wholly or in any part from the operation of these rules, an employee or any class of
such employees, to whom the Executive Committee may decide that the rules cannot
suttably be applied and the rules thereupon shall cease to operate to the extend of such
exempton.

DEFINITIONS:

In these rules unless there is anything repugnant in the subject or context:

)] Academy means the Co-operative Academy of Professional Fducation (Kerala)
comprising of its Registered Office ar Thiruvananthapuram and the institutions
thereunder, located at different parts of the State.

() A person 1s said to be appointed to a service when he/she cischarges for the
first time the duties of a post borne on the cadre of such service or commences the
probation, mnstruction or tramning prescribed for members thereof; as the case may
be.

Explanation:  The appointment of a person holding a post borne on the cadre of one
service to hold additional charge of a post borne on the cadre of another service or to
discharge the current duties thereof does not amount to appomntment to the latter service.

(111) Appointing authority means the authority empowered to make appomtment to the
post concerned.

(1v) Approved probationer in a service, class or category means a member of that
service, class or category who has satisfactorily completed the probation and awaits
appomtment as a full member of such service, class or category.

W) Board of Governors means the Board of Governors of the Co-operative Academy
of Professional Education (Kerala) Society.

(v1) Cadre of each service, class or catcgory or grade shall be determined by the
Executive Commuttee.

* Vide decision No. 40.11 dated 07-04-2005 of the Executive Committee




(v1i)

(vit)

(xi)

(xii)
(i)
(av)

()

Note:

(xv1)

(i)

Competent authority in respect of any officer, in so far as any power delegated
under these rules 1s concerned, means the authonty to which such power has been
delegated and where no such specific delegation has been made, the competent
authority 1s, unless otherwise stated, the authority in whom the power to appomnt
such officer has been or 1s vested from time to time.

Contract appomanenr means a temporary appointment made for filling up any
vacancy agamst any regular or temporary post, or for the discharge of a specific
function for a fixed/limited period of time and generally on a consolidated rate of
remuneration per month or such other period, mn the exigencies of service. Contract
appointees are not borne to or will not have any lien to any class, category or cadre
of service under the Academy.

A person 1s said to be on duty as a member of a service, when

(a) He/she is performing the duties of a post borne on the cadre of such service or
is undergoing the probation, instruction or traming prescribed for such service:

(b) He/she 1s on joimng time: OR

(c) He/she 1s absent from duty, during vacation or on authorised holidays or casual
leave taken in accordance with the instructions regulating such leave i1ssued by a
competent authority having been on duty immedately before and immedsately
after such absence.

Executive Committee means the Executve Commuttee of the Co-operative
Academy of Professional Education (Kerala) Society.

Full member of a service means a member of the service who has been appointed
substantively to a permanent post borne on the cadre thereof.

General rules means rules m Part 11 of these rules.
Government means the Government of Kerala.

Member of a service means a person who has been appointed to that service and
who has not retired or resigned, been removed or dismissed, been substantively
transferred or reduced to another service, or been discharged otherwise than for
want of vacancy. He may be a probationer, an approved probationer or a full
member of that service.

Probationer is a person appointed in or against a post in a service with definite
conditions of probation, who has not completed the probation.

A person on probation is one appointed to a post for determining his/her fitness
for eventual substantive appomtment to that post.

Promotion means the appomntment of a member of any category or grade of a
service or a class of service to a higher category or grade of such service or class.

A candidate is said to be recruited direct to a service, class, category or grade
when the appomtment 1s made by the appointing authority, from a hst prepared on
the advice of the concerned Staff Selecnion Commuttee and approved by a
competent authonty, after duly advertising the post.




(xvi))  Service means a group of persons classified by the Executive Committee as a
specal service.

Note: Where the context so requires, ‘service’ means the period duning which a person
holds a post or 1s 2 member of a service.

(xtx)  Special rules mean the rules in Part I1T applicable to each service or class of service.

(xx) Temporary post means a post carrying a definite rate of pay sanctioned for a
limited tme.

PAY, ALLOWANCES, LEAVE AND OTHER CONDITIONS OF SERVICE

The pay, admussible allowances, leave and other conditions of service for all posts
shall be as decided by the Executive Committee from time to time, with due regard to the
Government guidelines in respect of such self-financing institutions and the pay, allowances
and conditions of contract service prevalent in other self-financing institutions in the State.

PROVIDENT FUND

A person holding a post in any service, class or category under the Academy shall be
required, if so mandated, to subscribe to the Employees Provident Fund Scheme, which
shall be regulated by the rules prescribed therefor.

DISCIPLINE

Unless otherwise distinctly provided, the whole time of any person, employed under
the Academy and whom the Academy pays for the services rendered, shall be at the disposal
of the Academy and he/she shall be employed in any manner required by the appropriate
authority, without claim for any additional remuneration therefor. No member shall engage
himself/herself directly or mdirectly in private practice or trade or business or occupation
except such work undertaken with the prior permission of a competent authority.

Note: - 1. Every person employed by the Academy should attend office punctually. For
every three days’ late attendance without permission from an approprate
authonty, a day’s casual leave will be forfeited. Disciplinary action shall be
taken against the employees concerned for late attendance without
permussion, 1f there is no casual leave to be forfeited. For this, until separate
rules are framed by the Academy, the Kerala Civil Services (C, C & A) Rules,
1960 shall be the guideline.

Note: - 2. Refusal to work by any member, though physically present at the place of
duty, by resorting to pen-down strike or stay-in strike or any other method to
that extent, shall be treated as unauthorised absence and disciplinary action
shall be proceeded against the employees concerned for such offence.

Note: - 3. The concepts of “no-work, no-pay” and “dies-non” will be automatically
applicable to all employees of the Academy.




PART II
GENERAL RULES

SCOPE OF THE GENERAL RULES

The rules i this part shall apply to all the services contained in Part 111 (Special
Rules) of these rules and the holder of any post whether temporary or permanent in any
such service, appointed thereto before or after the date on which these rules come into force
as provided in sub-rule (b) of rule (1) in Part I, except to the extent otherwise expressly
provided (a) by or under any law for time being in force or (b) i respect of any member of
such service by a contract or agreement subsisting between such member and the Academy.

RELATION TO THE SPECIAL RULES

If any provision in the general rules contained in this part 1s repugnant to a
provision in the special rules applicable to any particular service contained in Part I11, the
latter shall, i respect of that service, prevail over the provision in the general rules in this
part.

APPROVED LIST

(a) All appointments through direct recruitment to  the services shall be made
by the appointing authority on the advice of a Staff Selection Committee constituted
for the purpose and from a list of candidates prepared in the prescribed manner and
approved by a competent authority. The inclusion of a candidate’s name in the
approved list of candidates for any service or any class or category in a service shall
not confer on him/her any claim for appointment to the service, class or category.

(b) All appomtments by way of promotion to higher posts in any class or category of
service shall be made by the appointing authonity, from a select list of approved
members borne on the feeder category posts, who satisfy the mandatory
requirements of eligibility for such promotion. For any incumbent, by virtue of
his/her being an approved member in the feeder category post alone, shall not
confer on him/her any claim for appointment by promotion to a higher post, unless
he/she satisfies the mandatory requirements of eligibility prescribed for such
promotion.

(c) In the exigencies of service temporary appointments shall be made on a provisional,
contract or adhoc basis or otherwise to fill up short-term vacancies in regular posts
or vacancies of temporary posts created for specific purposes. Any person
appointed against such a vacancy on provisional, contract or adhoc basis or
otherwise shall neither be eligible for any right or privilege of an approved member
nor any claim for any regularization and/or future appointment to the service of
Academy.

APPLICATION FEE

Every candidate for appointment to any service under the Academy, who mn
response to a notification issued by the appomnting authority makes an application shall remit
along with such application, a fee as prescribed in such notification.




5. DISCHARGE AND RE-APPOINTMENT OF PROBATIONERS AND APPROVED PROBATIONERS

(a) The order in which probationers and approved probationers shall be discharged for
want of vacancies is

(1) probationers in the order of juniority.
(1) approved probationers in the order of juniority.

(b) Approved probationers who have been discharged for want of vacancies shall be re-
appomted as and when vacancies arise, in the inverse of the order laid down in (a)
(1) above.

6. RIGHT OF PROBATIONERS AND APPROVED PROBATIONERS TO RE-APPOINTMENT

A vacancy in any service, class or category shall not be filled up by appomntment of
a person who has not commenced his/her probation in any such service, class or category
when an approved probationer or a probationer therein is available for the appointment.
% LEAVE

Leave cannot be claimed as a matter of nght. When the exigencies of service so
require, discretion to refuse or revoke leave of any nature is vested with the competent
authority.

(a) Casual Leave
(1) The maximum number of Casual Leave admissible to every employee under the

: ; 2 i _
Academy shall be _}/._,/(iays i a calendar year.

(11) Casual leave can be combined with Sundays and authorized holidays, provided
that the resulting period of absence from duty shall not exceed 15 days at a
stretch.

(1)  Casual leave for half — day at a time shall be granted, if applied for.

(iv)  Casual leave cannot be clubbed with any other kind of leave.

v) An employee shall proceed on casual leave only with prior approval of the
sanctioning authority.

(b) Leave for Non-Vacation Staff

(1) Earned leave shall be admissible to all members of the non-vacation staff
appomted on a regular basis, at the rate of one day per 22 days of service.

(1) The maximum earned leave that shall accumulate is limited to 60 days.

(m)  Earned leave cannot be surrendered for deriving monetary benefit or encashed
at the time of termination of service.

(c) Leave for Vacation Staff

(1) "The vacation staff who are on regular service, shall be eligible for an annual
vacation of one month in a calendar year. However they shall not be ehgible for
vacation, during the first year of their service.

(11) [f any member of the vacation staff is denied of the eligible vacation of one
month or part of it, in the exigencies of service, he/she shall be eligible for




8.

()

()

(v1)

earned leave as applicable to the non-vacation staff, on a pro-rata basis, in lieu
of such period of vacation denied to him/her.

In addition to the vacation, they shall also be eligible for half-pay leave at the
rate of one day per 22 days of service.

Half-pay leave can be availed as such; however those employees who have
satisfactonily completed their probation may avail the same as commuted leave,
where one day of commuted leave means 2 days of half pay leave.

Half-pay leave cannot be surrendered for deriving monetary benefit or encashed
at the time of termination of service.

Teaching staff may be granted leave without allowances to acquire higher
qualifications in the interests of the Academy, subject to the rules and
procedures prescribed by the Executive Committee for grant of such leave.

(d) Maternity Leave

@®

(11)

(111)

Female employees of the Academy shall be granted maternity leave on full pay
for a period of 90 days from the date of its commencement..

Maternity leave shall be limited to a maximum of two times in the entire service
of the employee.

Matermty leave shall not be adnussible to provisional/contract appointees.

TEMPORARY APPOINTMENT

@) @

(i)

(11)

Where it is necessary in the interests of the Academy owing
to an emergency which has arisen to fill immediately a vacancy in a post
borne on the cadre of a service, class or category and there would be undue
delay m making such appomtment in accordance with these rules and the
special rules, the appointing authority may appoint a person otherwise than
in accordance with the said rules temporarily.

The person appointed under clause (i) above shall whether or not he/she
possesses the qualification prescribed for the service, class or category to
which he/she is appointed, be replaced as soon as possible, by a member of
the service or an approved candidate qualified to hold the post, under the
said rules.

A person appointed under clause (i) shall not be regarded as a probationer
m such service, class or category or be entitled by reason only of such
appowmntment to any preferential claim to future appointment to such service
class or category.

(b) TEMPORARY SERVICE COUNTING FOR PROBATION

@

(i)

A probationer in one service who is appointed temporarily to another
service under sub-rule (a) (i) above, shall be entitled to count towards
his/her probation in the former service the period of duty performed by
him/her in the latter service during which he would have held the post n
the former service but for such appointment.

[fa person having been appointed temporarily under sub-rule (a) above to a
post borne on the cadre of any service, class or category otherwise than in
accordance with the rules governing appointment thereto, is subsequently
appomted fo the service, class or category in accordance with the rules,

8
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9.

10.

11.

he/she shall commence his/her probation from the date of such
subsequent appomtment.

CONTRACT APPOINTMENTS

(1) If i the opimion of the Executive Committee 1t 18 necessary to fill up a post under
special provisions, it shall be open to the Executive Comnuttee to make an
appomtment to such post otherwise than in accordance with these rules. Such
appointments shall be on mutually agreed terms and an agreement shall be executed
to that effect. Nothing in these rules shall apply to any person so appointed in
respect of any matter for which provision 1s made mn such agreement.

PROVIDED that m every agreement made n exercise of the powers conferred by these
rules it shall further be provided that in respect of which no provision 1s made m the
agreement, the provision of these rules shall apply.

(11) A person appointed under sub rule (i) above shall not be regarded as a member of
the service n which the post to which he/she 1s appomted 1s included and shall not
be entitled by reason only of such appomtment to any preferential claim to any
other appointment in that or in other service.

QUALIFICATIONS

The educational and other qualifications required for a post shall be
as specified in the special rules applicable to the service in which that post is included or as
prescribed by a competent authority, in the absence of approved special rules for such post.

NO PERSON SHALL BE ELIGIBLE FOR APPOINTMENT TO ANY SERVICE BY DIRECT
RECRUITMENT UNLESS

(a) he/she 1s not within the upper age limut as prescribed n the Special Rules for
recruitment to the post concerned. The upper age limit is relaxable in the following
cases, to the extent mentioned theremn.

(1) Upper age it 1s relaxable by five years for SC/ST candidates and three
years for OBC candidates.

(11) For candidates who are already in the service of the Academy, through a
regular appomntment, there shall be no upper age limt.

(111) Candidates applying for faculty positions, if they possess qualifications
higher than the munimum prescribed for the post concerned, will be
allowed age relaxation commensurate with the normal duration of such
course(s) of study leading to the higher quahfication(s), provided the
acquired higher qualifications are relevant and obligatory for appointment
to higher posts m the hierarchy. For this purpose, the extent of relaxation
shall be 2 years for M. Tech. and 3 years for Ph. D in Engmeenng College
and 3 years for MD/MS and 3 years for DM/M. Ch. In Medical College.

(b) he/she satisfies the appointing authornity that he/she 1s of sound health, active habits
and free from any bodily defect or infirmity rendering him/her unfit for such service.

(c) the appointing authority is satisfied that his/her character and antecedents are such as to
qualify him/her for such service.



12, SPECIAL QUALIFICATIONS TO BE ACQUIRED OR SPECIAL TEST TO BE PASSED DURING
PROBATION

Where a probationer has, before he/she commenced the probation, already acquired
any special qualification or passed any special test prescribed by the special rules or has
acquired such other qualification as may be considered by the appointing authority to be
equivalent of the said special qualification or special test, he/she shall not be required to
acquire such special qualification or to pass such special test again after the commencement
of his/her probation.

13. SPECIAL QUALIFICATIONS

No person shall be eligible for appointment to any service, class or category or grade
or any post borne on the cadre thereof unless he/she possesses such qualifications and has
passed such special test as prescribed OR equivalent, as recogmzed by the appomnting
authority.

14. RULES OF RESERVATION

Reservation in appointments shall be only for the lowest post in each class of service
(teaching, technical, minssterial) and shall be in accordance with the rules stpulated by the
Government of Kerala.

15. SUSPENSION, TERMINATION OR EXTENSION OF PROBATION

(@) If the work and/or conduct of the probationer is not satisfactory during the
prescribed period of probation, or the extended period of probation the appointing
authority may

() at us discretion, by order, terminate the probation of the
probationer and discharge him/her from the service after giving him/her a
reasonable opportunity to show cause against the action proposed to be
taken in this regard, OR

(1) extend the period of probation for a further period as the appointing
authority may deem fit.

(b) (1) If within the period of probation, a probationer fails to acquire special
qualification or to pass the special test if any prescribed in the special rules
or to acquire such qualification as may be declared by the appointing
authonity to be equivalent to the said special qualification or special test, the
appointing authonty shall, by order, discharge him/her from the service

unless the period of probation is extended.

(1) if within the period of probation prescribed in the special rules for the
service or within the extended period of probation, as the case may be, a
probationer has appeared for any such tests or for any examinations in
connection with the acquisition of any such qualifications and the results of
the tests or examinations for which he/she has so appeared are not known
before the expiry of such period, he/she shall continue to be on probation
until the publication of the results of the tests or examination for which
he/she has appeared.

In case the probatoner fails in any of the tests or examinations for which he/she
has so appeared, the appointing authority shall, by order, discharge him/her from the

se€rvice.

10




16.

17.

18.

(111) Any delay m issuing the order discharging a probationer under (b)(i) shall
not entitle him/her to be deemed to have sausfactorily completed the
probation.

() NOT WITHSTANDING anything contained m clauses (a) and (b) above, the
appomnting authority may, at any time before the expiry of the prescribed period of
probation suspend the probation of a probationer and discharge him/her from
service, for want of vacancy.

PROBATIONER’S SUITABILITY FOR FULL-MEMBERSHIP

(a) At the end of the prescribed or extended period of probation, as the case may be,
the appointing authority shall consider the probationer’s suitability for full-
membership of the service, class or category for which he/she was selected.

PROVIDED that in case the probation was extended under rule 15(a) (i1) or rule 17 solely to
enable the probationer to acquire the special qualifications or to pass the prescrbed tests, the
appointing authority shall consider the probationer’s suitability for full membership of the
service class or category as soon as the probationer has acquired the special qualification or
has passed the prescribed test.

(b) [f the appomnting authority decides that a probationer is suitable for such
membership, 1t shall, as soon as possible, issue an order declaring the probationer to
have satisfactorily completed the probation. On issue of such an order the
probationer shall be deemed to have satisfactorily completed the probation on the
date of expiry of the prescribed period of probation or on the date of expiry of the
extended period of probation, as the case may be.

PROVIDED in case to which the proviso to sub-rule (a) above applies, the probationer shall
be deemed to have satisfactorily completed the probation on the day following the last day
of the whole exammation or test in which the probationer has acquired the special
qualification or has passed the prescribed tests, if such date 15 earlier than the date of the
expiry of the extended period of probation.

(© [f the apponting authority decides that the probationer is not suitable for such
membership, 1t shall, unless the period of probation is extended, discharge him/her
from the service after giving him/her a reasonable opportunity to show cause
aganst the action proposed to be taken in this regard.

EXERCISE OF POWERS OF APPOINTING AUTHORITY BY A HIGHER AUTHORITY

The powers conferred on the appointing authority other than the Executive
Committee may also be exercised by any higher authority to whom the appointing authority
is admunstratively subordinate whether directly or indirectly.

APPEAL AGAINST DISCHARGE

(a) A probationer who 1s discharged from service shall be entitled to appeal against an
order of discharge within one month from the date of receipt of the order by
him/her.

(b) The authority competent to entertain an appeal may decide on the appeal within one
year of the date of such order.

11



19.

21.

(©) When an order dischargmg a probationer is set aside on appeal and the
probationer is readmitted to service, the period from the date of discharge to the
date of such readmussion shall be treated as “dies-non”. The period of probation
undergone by such probationer at the time of his/her discharge shall however count
towards the period of probation provided the Apellate Authority specifically orders
so. Otherwise, he/she has to start his/her probation afresh.

APPOINTMENT OF FULL MEMBERS

An approved probationer shall be appointed as a full member of the service in the
class or category for which he/she was selected, in any substantive vacancy which may exist
or arise n the permanent cadre of such class or category. If such vacancy existed as on the
date on which he/she became ehgible for appointment as a full member, his/her
appomtment may be made with retrospective effect from that date or as the case may be,
from any subsequent date from which he/she was continuously on duty as a member of the
service in such class or in a higher class or category.

PROVIDED that where more than one approved probationer is available for
appomntment as full member, the seniormost approved probationer on the date of
occurrence of the vacancy shall be appointed.

MEMBERSHIP OF MORE THAN ONE SERVICE
No person shall at the same time be a full member of more than one service.

A probationer, an approved probationer or full member of one service who is
appointed to be a full member of another service shall cease to be a member to the former
service.

SENIORITY

(a) Seniority of a person in a service, class, category or grade shall be determined by the
date of the order of the first appointment to such service, class, category or grade.
If more than one person 1s appomted by the same order their inter-se seniority shall
be in the order given in the appomntment order. If more than one person is
appointed on the same date by different orders, their inter-se seniority shall be as
announced by the appointing authority based on the rank list and rules of
reservation wherever applicable.

PROMOTION

(a) No member of a service or class of a service shall be eligible for promotion to a
promotion post, if any, from the category in which he/she was appointed to that
service, unless:

(1) he/she has satisfactorily completed probation.
(11) his/her work and conduct are satisfactory, and

(i11) no disciplinary action 1s pending against him/her.
(b) (i) Promotion and appomtment according to merit

Appointment to a selection category or grade in a service or class
shall be made from the select-list prepared from among members cligible
for appomtment to such category or grade in accordance with these rules
and the special rules, on the basis of merit and ability, the seniority being
considered only where merit and ability are approximately equal. The
persons mcluded in the select list shall be ranked in the order of their ment.

12




(1) Promotion and appomntment according to seniority.

All other promotions, subject to the provisions of these rules and
special rules shall be made i accordance with the seniority and subject to
the person’s fitness for appointment.

(1i1) Promotion which depends upon the passing of any prescribed examination
or test:

Promotion in a service or class which depends upon the passing of
any examination or test shall ordinarily be made with reference to the
condition existing at the time of occurrence of the vacancies and not with
reference to those at the time when the question of promotion is taken up.

23. REVISION OF ORDERS OF APPOINTMENT TO SELECTION CATEGORIES

An order appointing a member of a service or class to a selection category or grade
by promotion may be revised by the Executive Committee on an appeal pettion submitted
by any aggrieved member within six months from the date of passing the order:

24. RESIGNATION

A member belonging to any service, class or category or grade contained mn Part ITT
of these rules shall give one months’ clear notice to the appointing authority, before he/she
tenders his/her resignation of the post he/she is holding, In case he/she does not give one
months” notice, he/she shall be liable to pay one month’s gross salary to the Academy, in
lieu of such notice.

The appointing authority in respect of the service or post in question shall be the
authority competent to accept the resignation of a member. The competent authority shall
decide the date from which the resignation should become effective.

A member of the service shall, if he/she resigns his/her appointment forfeit not I
only the service rendered by him/her in the particular post held by him/her at the time of |
resignation but all his/her previous service under the Academy. He/she shall also forfeit '
his/her claim for any arrears in pay and allowances or such other pending payments, borne l.
to the Academy funds, which would otherwise have been sanctioned to him/her, but for the .
resignation.

|

?
The re-appomtment of such a person to any service under the Academy shall be i

treated 1n the same way as a first appointment to such service by direct recruitment and all

rules goverming such first appointment shall apply to him/her. On such re-appomtment

he/she shall not be entitled to count any portion of his/her previous service for any benefit

or concession under any rule or order.

25. REDUCTION OF FULL MEMBERS:

Ifa full member of any service, class or category or grade is substantively reduced :
to a lower service, class, category or grade, he/she shall be deemed to be a full member of
the Tatter. The permanent cadre thereof shall, if there 1s no vacancy in which he/she could
. be absorbed, be deemed to be increased by one, temporarily to be adjusted agamnst the next

{
:
arising regular vacancy. 1
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26. ASSOCIATION OF EMPLOYEES:

No Association of Employees under the service of the Academy shall be formed
without the formal approval of the Executive Committee of CAPE. Provided that such
approved Association shall not have, as any of its office bearers, any person who is not in
service under the Academy.

27. NOTWITHSTANDING anything contamed mn these rules or in the special rules,
the Executive Committee shall have power to deal with the case of any person serving n any
capacity under the Academy or any candidate for appointment to a service in such manner as

may appear to 1t, to be just and equitable.

PROVIDED that, where any such rule is applicable to any person, the case shall not
be dealt with i any manner less favourable to him/her than that provided by such rule.

28. THE POWERS TO MODIFY, AMEND AND INTERPRET THESE RULES SHALL
VEST WITH THE EXECUTIVE COMMITTEE OF THE ACADEMY.

14
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PART Il
SPECIAL RULES FOR

THE CO-OPERATIVE ACADEMY OF PROFESSIONAL EDUCATION SERVICE
NOTIFICATION

In exercise of the powers conferred by the proviso to Rule No. 17 (x) of the Memorandum
of Association and Rules relating to the establishment of the Co-operative Academy of
Professional Education (Kerala) Society, the Executive Committee of the Academy makes the

following special rules for the Co-operative Academy of Professional Education Service comprising of
the classes of service shown hereunder:

1 Technical Education Service
IT' Medical Education Service
I General Administration Service

RULES
1. CONSTITUTION

Each class of service shall consist of such categories of posts approved by the
Executive Committee to be included thereunder for the purpose of selection and
appointment.

2, APPOINTING AUTHORITY

The Director of the Academy shall be the appointing authority for all categories of
posts under his administrative control. Appomntment to the post of Director shall be made
by the Government.

3. METHOD OF APPOINTMENT

The method of appointment to the service in each category shall be as specified in
the Annexcures to these rules.

4. AGE

No person shall be eligible for direct recruitment to the service m the category if
he/she is not within the upper age limit as prescribed in the Anmexures to these rules, as on
1+t January of the year in which the notification mnviting applications is 1ssued. The upper age
limit prescribed is further subject to relaxation, as provided under Rule No. 11 of Part I1-
General Rules. '

5. QUALIFICATIONS

No person shall be eligible for appointment to the service in the category unless
he/she possesses the requisite academic qualification and experience (if any) as prescribed n
the Annexcures to these rules.

6. SELECTION

Selection for appomntment to various categories of posts shall be made on the basis
of the recommendations of the Staff Selection Committee constituted for the purpose.

15
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PROBATION

Every person appointed to any of the posts under any of the services shall, from the

date on which he/she jons duty, be on probation for

(1) a total penod of two years on duty within a continuous period of three
years, if he/she 1s appomted to such post through direct recruitment OR

(11) a total period of one year on duty within 2 continuous period of two years,
if he/she 1s appointed to such post by promotion.

Note: 1 Every person  appomted to the post of Office Assistant
and equated categories shall, within the period of probation, pass the
departmental test on the Manual of Office Procedure, prescribed by the
Government, for common Government departments and conducted by the
Kerala Public Service Commission.

Note: 2 Every person appointed to the post of Assistant Engineer (Civil/Electrical)
shall within the period of probation, pass the departmental tests prescnibed
by the Government for comparable posts in the Public Works Department
and conducted by the Kerala Public Service Commussion.

Note: 3 Every person appomted to the post of Supervisor (Civil/Electrical) shall
within the period of probation, pass the departmental tests prescribed by
the Government for comparable posts in the Public Works Department
and conducted by the Kerala Public Service Commission.

16




ANNEXURE |

TECHNICAL EDUCATION SERVICE

Note: The requirement of educational qualifications and experience, for the faculty
positions under Categories 1 to 6 below shall be as prescribed by the AICTE and
approved by the Executive Committee. Accordingly, the qualifications and
experience provided for these posts are subject to changes, from time to time.

Category — 1 - PRINCIPAL OF ENGINEERING COLLEGE

(1) Qualifications : @)
(Prescribed by the AICTE)

Ph. D with a first class (60% marks) degree at Bachelor’s
or Master’s level in the field of Engineering/ Technology

()  Fifteen years’ experience in teaching/industry/research
out of which five years should be at the level of
Professor or above.
(1)  Desirable :  Admunistrative experience in a responsible
position
(1)  Method of appomtment By direct recruitment
(1)  Upper age limit 55 years
Category — 2 ; PROFESSOR
(1) Qualifications * () Ph. D with a first class (60% marks) degree at Bachelor’s
(Prescribed by the AICTE) or Master’s level in the appropmate branch of
Engineering/Technology
(1)  Ten years’ experience in teaching/industry/research out
‘of Which five years should be at the level of Assistant
Professor or equivalent.
(1)  Method of appomntment By direct recruitment
(u)  Upper age limit 50 years
Category — 3 3 ASSISTANT PROFESSOR
1 alifications © (0 Ph. D with a first class degree (60% marks) at Bachelor’s
- . g .
(Prescribed by the AICTE) or Master’s level in the appropriate branch of
Engineering/Technology and
(i)  Three years’ experience in teaching/ industry/research at
the level of lecturer or equivalent =t
OR
()  First class degree at Master’s level in the appropriate
branch of Engineering/Technology and
() Five years’_:expe:ic;icc in teaching/industry at the level of
lecturer or equivalent
(1)  Provided that such candidates will be required to obtain

()  Method of appoimntment
(u1)  Upper age limit

Ph.D degree within a period of seven years from the date
of appointment as Assistant Professor
By direct recruitment
45 years
e 17
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(i)
i)

®

@
(i)

@
(i

(11)
(1)

@
(111)

(1)
(111)

Category — 4 :

Qualifications

LECTURER (ENGINEERING/TECHNOLO GY)

(Prescribed by the AICTE)

Method of appointment
Upper age limit

Category — 5

Qualifications

(Prescribed by the AICTE)

Method of appointment

A furst class (60% marks) Bachelor’s degree or a first class
(60% marks) Master’s degree in the appropriate branch
of Engineering/ Technology

By direct recruitment

35 years

LECTURER (NON ENGINEERING)

@

@

A Master’s degree with 55% marks

Should have cleared the National Eligibility Test (NET)
conducted by the UGC

By direct recruitment

Upper age linmt 35 years
Category — 6 LECTURER (PHYSICAL EDUCATION)
Qualifications () A Master’s degree in Physical Education (two year
(Prescribed by the AICTE) course) or Master’s degree in Sports or an equivalent
degree with at least 55% of the marks or its equivalent
and consistently good academuc record
()  Record of having represented the umiversity/ college at
the inter - university/mter — collegiate competitions or
the State in national championships
(1)  Passed the physical fimess test
(tv)  Should have cleared the National Eligibility Test (NET)
conducted by the UGC
Method of appomntment By direct recruitment
Upper age limit 35 years
Category — 7 COMPUTER OPERATOR
Qualifications A Bachelor’s degree i Computer Engineering or a
Master’s degree in Computer Applications
Method of appointment By direct recruitment
Upper age limt 35 years
Category — 8 INSTRUCTOR
Qualifications A first class (60% marks) 3 Year Diploma in the
appropriate branch of Engineering/ Technology
Method of appointment By direct recruitment
Upper age hmit 35 years
Category — 9 TRADESMAN/TECHNICIAN
Qualifications (1)  Pass in SSLC examunation
(1)  National Trade Certificate in the concerned trade

Method of appomtment
Upper age limit

By direct recruitment
35 years

B —

R ——



ANNEXURE I

MEDICAL EDUCATION SERVICE

Note: The requirement of educational qualifications and experience, for the faculty
positions under Categories 1 to 5 below shall be as prescribed by the MCI and

(1)
(111)

(i)
(i)

(1)
(111)

approved by the Executive Committee,

Accordingly, the qualifications and

experience provided for these posts are subject to changes, from time to time.

Category — 1

Qualifications
(Prescribed by the MCI)

Method of appomtment
Upper age limit

Category — 2

Qualifications
(Prescribed by the MCI)

Method of appomntment
Upper age linut

Category — 3

Qualifications
(Prescribed by the MCT)

Method of appomtment
Upper age limit

Category — 4

Qualifications
(Prescribed by the MCI)

PRINCIPAL OF MEDICAL COLLEGE

®

(1)

PROFESSOR

O

(1)

(111)

A recogmsed postgraduate medical qualification and
other academic qualification from a recognised
mstitution.

Ten years teaching experience as Professor/Associate
Professor 1n a recognised medical college out of which at
least 5 years should be as Professor in a department.
Preference will be given to heads of departments.

By direct recruttment

55 years

A recogmised post graduate medical qualification in the
speciality/subject obtained from a recognised institution

Four years teaching experience as Associate Professor in
the speciality/subject concerned, in a recognised medical
college

Desirable : Four research publications indexed in Index
Medicus/National Journal and one research publication
n the international journal.

By direct recruitment

50 years

ASSOCIATE PROFESSOR

®

(11)

A recognised post graduate medical qualification in the
specuality/subject obtained from a recognised institution

Five years teaching experience as Assistant Professor in
the speciality concerned n a recognised medical college
By direct recruitment

50 years

ASSISTANT PROFESSOR

)

(1)

A recognised post graduate medical qualification in the
speciality/subject obtained from a recognised institution

Three years teaching experience as Tutor ‘in the
speciality/subject concerned, 1 a recognised medical
college.
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(i)

@
()

)
(11)

(1)
(ii1)

0
@

(111)

®

Method of appointment
Upper age linut

Category — 5
Qualifications
(Prescribed by the MCI)
Method of appointment
Upper age limit

Category — 6

Qualifications

Method of appointment
Upper age limit

Category — 7

Qualifications

Method of appomntment
Upper age limit

Category — 8
Qualifications
Method of appointment
Upper age hmit

Category — 9

Qualifications

TUTOR

By direct recruitment
45 years

MBBS Degree obtained from a recognized Medical
College

By direct recruttment

35 years

LABORATORY TECHNICIAN/TECHNICAL ASSISTANT

®

(1)

GeneraF A pass in the Higher Secondary (XII Std)
exammation under  science group or equivalent
qualification and a certificate in Word processing & Data
Entry Techniques issued by a Government recognised
mnstitution.

Technicat A pass in the Medical Laboratory
Technology Examination conducted by the Medical
Colleges of Kerala or equivalent qualification.

By direct recruitment

35 years

(1) LABORATORY ASSISTANT/ATTENDANT
(11) DISSECTION HALL ATTENDANT

M
(1i)

MODELLER
®
(1)

General A pass in the SSL.C or equivalent examination

Technical  Laboratory experience for one year in a
recognised clinical laboratory

By direct recruitment

35 years

General A pass in the SSLC or equivalent examination

Technicak Diploma in Sculpture and Modelling
By direct recruitment
35 years

RECORD CLERK

o)

(1)

General: Degree in any discipline and Certificate in
Computer Applications  issued by a Government
recognised mstitution after a course of duration not less
than one year.

OR
A 3 year Diploma in Commercial Practice issued by the
Technical Education Department

Technical Medical Record T'raining Course (6 months)
conducted by the Central Government

20




(1) Method of appomntment
()  Upper age limit

Category — 10

()  Qualifications

(1)  Method of appomntment
(i)  Upper age limit

Category — 11
(1) Qualifications

()  Method of appointment
(i) Upper age limit

Category — 12

(1) Qualifications

(1)  Method of appointment
(m) Upper age Linut

Category — 13

(1 Quahfications

OR
Medical Record Keeping Course conducted by the
Medical College, Thiruvananthapuram
By direct recruitment
35 years

MEDICO SOCTAL WORKER

M. A (Sociology) or M.S.W/

Desirable : A certificate in Word processing & Data
Entry Techniques issued by a Government recogmised
institution.

By direct recruitment

35 years

HEALTH INSPECTOR

®

W

Generat A pass in the SSLC or equivalent examination

Desirable : A certificate in Word processing & Data
Entry Techniques issued by a Government recognised
mstitution.

Technicat A pass i the Health Inspector’s Certificate
Examunation conducted by the Medical Colleges in
Kerala or an equivalent examination.

By direct recruitment

35 years

HEALTH EDUCATOR

@

(1

General A pass in the SSLC or equivalent examination

Desirable : A certificate in Word processing & Data
Entry Techniques issued by a Government recognised
mnstitution.

Technical A pass in the Health Tnspector’s Certificate
Exammation conducted by the Medical Colleges in
Kerala or an equivalent examimation.

Experience as Health Inspector in a Medical College or
m 1ts absence in the Health Services Department.

By direct recruitment

35 years

E. C. G TECHNICIAN

®

(1)

General A pass in the SSLC or equivalent examination
and a certificate n Word processing & Data Entry
Techmques issued by a Government recognised
institution.

Technical Two years experience in E. C. G work in a
Collegiate Hospatal
21




@
(i)

0

(1)
(111)

@

@
(i)

®

(i1)
(u1)

1)

1)
1)

Method of appointment
Upper age limit

Category — 14

Qualifications

Method of appointment
Upper age limit

Cbtego{y —~ 715

Qualifications

Method of appointment
Upper age limit

Category — 16

Qualifications

Method of appointment
Upper age limit

Category — 17

Qualifications

Method of appointment
Upper age limit

OR
A pass in the Vocational Higher Secondary Examination
m E. C. G course.
By direct recruitment
35 years

PHARMACIST/ PHARMACY CHEMIST

B. Pharm or M. Sc (Pharmacology)

Desirable : A certificate in Word processing & Data
Entry Techniques issued by a2 Government recognised
institution,

By direct recruitment

35 years

AUDIOMETRY TECHNICIA N/AUDIOMATERICIAN

)
@)

General A pass in the SSLC or equivalent examination

Technical Three years experience as Audiomaterician
acquired from a Medical College/Hospital with sound
knowledge of handling Audiometers.

By direct recruitment

35 years

RADIOGRAPHIC TECH NICIAN/ RADIOGRAPHER

®

(i)

General A pass in the Higher Secondary Fxamination
(12% Std.) in Science Group or equivalent examination
and a certificate in Word processing & Data Entry
Techniques  issued by a Government recognised
mstitution.

Technical A pass i the two years Radiologcal
Assistant Certificate Course conducted by the Medical
College, Thiruvananthapuram ~ or a9 equivalent
qualification.

By direct recruitment

35 years

PHYSIOTHERAPIST

®

(i1)

General A pass in the Higher Secondary Examination
(12% Std.) in Science Group or equivalent qualification.

Desirable : A certificate in Word processing & Data
Entry Techniques issued by a Government recogmsed
mstitution.

Technical Diploma in Physiotherapy from a recognised
mnstitution,

By direct recruitment

35 years
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Category — 18

(1)  Qualifications

(1) Method of appointment
(n) Upper age limit

Category — 19

(1))  Qualifications

()  Method of appointment
(1)  Upper age linmt

STAFF NURSE

®

(i)

(1)

General A pass in the SSLC or equivalent examination

Desirable : A certificate in Word processing & Data
Entry Techmques issued by a Government recognised
mstitution.

Technical  Successful completion of training for a
pertod not less than three years in general sick nursing.

Certificate of registration with the Kerala Nurses and
Midwives Council as Nurse and Midwife in the case of
women candidates and as Nurse in the case of male
candidates.

By direct recruitment

35 years

NURSING SUPERINTENDENT

®

(a1)

()

)

General A pass in the SSI.C or equivalent examination

Desirable : A certificate in Word processing & Data
Entry Techniques issued by a Government recognised
mstitution.

Technical  Successful completion of training for a
period not less than three years in general sick nursing.

Certificate of registration with the Kerala Nurses and
Midwives Council as Nurse and Midwife in the case of
women candidates and as Nurse in the case of male
candidates.

Experience as staff nurse 1n a recognised Medical College
Hospatal.

By direct recruitment

35 years
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ANNEXURE Il

GENERAL ADMINISTRATION SERVICE

Category — 1 : DIRECTOR
M Qualifications () Academic qualifications, same as that prescabed for the
post of Principal of Engmeering College or Principal of
Medical College.

(1)  Five years Administrative Experience as Principal of 2
recognised Engmeering College/Medical College or an
equivalent position thereto,

()  Desirable:  Significant contributions in the field of i
Professional Education with a proven track record. '

(1)  Method of appomntment 3 By direct recruitment f
(1) Upper age himit : 55 years
|
Category — 2 : JOINT DIRECTOR
(0 Qualifications Y () Academic qualifications, same as that prescribed for the
post of Principal of Engineering College or Principal of
Medical College.

(1)  Desirable Administrative Fxperience as Principal of a >
recognised Engineering College/Medical College.

(m)  Method of appomtment : By direct recruitment _
(1)  Upper age limit ; 55 years ,

Category— 3 . ADMINISTRATIVE OFFICER -'
() Qualifications © () Degree in any discipline and Certificate n Computer )

Applications  issued by a Government recognised
mstitution after 2 course of duration not [ess than one
year.
OR .'
A 3 year Diploma in Commercial Practice issued by the
Controller of Technical Examinations.

() 25 years of experience in the feeder categories of
Academy service or equivalent posts out of which 5 years J
should be in the rank of Accounts Officer or equivalent f

post.
(1)  Method of appointment : By direct recruitment
()  Upper age limit : 55 years
Category — 4 : ACCOUNTS OFFICER !
®  Qualifications * (M  Degree in any discipline and Certificate in Computer

Applications  issued by a Government recogmised
mstitution afrer a course of duration not less than one
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()  Method of appointment
(1)  Upper age limit

Category — 5

(0 Qualifications

(1)  Method of appomtment

Cartqgo{y -6

()  Qualifications

() Method of appomtment

(1)

D

OR
A 3 year Diploma in Commercial Practice issued by the
Controller of Technical Examinations.

20 years of experience in the feeder categories of
Academy service or equivalent out of which 3 years
should be in the rank of Office Superintendent or
equivalent post.

By direct recruitment

50 years

OFFICE SUPERINTENDENT

()

(1)
(11)

®

(11)

Degree in any discipline and Certificate in Computer
Applications  issued by a Government recogmised
mstitution after a course of duration not less than one
year.

OR

A 3 year Diploma in Commercial Practice issued by the
Controller of Technical Examinations,

Pass in the prescribed departmental tests

15 years of experience in the feeder categories of
Academy service or equivalent out of which 8 years
should be in the rank of Office Assistant Grade |
By promotion from the category of Office Assistant
Grade I

OR
By direct recruitment, for which the upper age limit shall
be 45 years

OFFICE ASSISTANT: GRADE [

®

(1)
(iii)

Degree in any discipline and Certificate in Computer
Applications  issued by a Government recogrused
institution after a course of duration not less than one
year.

OR
A 3 year Diploma in Commercial Practice issued by the
Controller of Technical Examinations.
Pass in the prescribed departmental tests

6 years of experence in the feeder category of Office
Assistant i the Academy service

By promotion from the common category of Office
Assistant.



®

(1)

0
()
(i)

©
2
(111)

)
(i)

@
()

0]
(111

Category — 7
Qualifications

Method of appointment
Upper age limt

Category — 8
Qualifications
Method of appointment
Upper age limt
Category— 9
Qualifications
Method of appomtment
Upper age limit
Category — 10

Qualifications
Method of appomntment
Upper age limit

Category — 11

Qualifications

Method of appointment
Upper age limut

Category — 12

Qualifications
Method of appomntment
Upper age limit

OFFICE ASSISTANT (COMMON CATEGORY)

Degree in any discipline and Certificate in Computer
Applications 1ssued by a Government recognised
institution after a course of duration not less than one
year.

OR

A 3 year Diploma in Commercial Practice issued by the
Controller of Technical Examinations.

By direct recruitment
35 years

LIBRARTAN/ASSISTANT LIBRARIAN

PEON

DRIVER

(11

Degree in Library Science
By direct recruitment
35 years

A pass n Standard VIII with knowledge of cycling
By direct recruitment
35 years

A pass in Standard VIII

Driving License for driving heavy duty vehicles
By direct recruitment
35 years

ASSISTANT ENGINEER (CIVIL/ELECTRICAL) FOR
CONSTRUCTION WING

B. Tech in appropriate branch of Engineenng and
Two years expenience i a major building project

OR

Diploma mn appropriate branch of Engineering and
Five years experience in a2 major building project

By direct recruitment
35 years

: SUPERVISOR (CIVIL/ELECTRICAL) FOR CONSTRUCTION WING

Diploma in appropriate branch of Engineering

By direct recruitment
35 years
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Resolution No. 44.7.2 dated 16.01.2006 of the Executive Committee
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(As approved by the Resolution No. 44.7.2 dated 16.01.2006 of the Executive Committee)

SCALES OF PAY AND QUALIFICATIONS FOR APPOINTMENT TO CERTAIN
SUPPORTING STAFF POSITIONS UNDER CAPE

Sl'
No. Designation Scale of Pay Qualification
1. Attender VIII standard. Pass
2. | Laboratory Assistant As in Service Rules
3. Nursing Assistant 1760-3050 | Pass in SSLC + 3yr. exp. as NA in a 150-bed
Hospital
4, Dissection Hall Attender As in Service Rules
5. | Telephone Operator Pass in SSLC + 1 yr. exp.
6. Shift Asst. 110 KV Pass in SSLC +NTC (Electrician)
Substation —_
7 Attender-cum-peon (Lower)/ Same as for Peon in Service Rules
Peon (Lower)
.| Jr. Theatre Attendant (Anat.) As for Lab. Assistant in Service Rules
). | A/C-Shift Assistant SSLC +NTC (A/C Mechanic)
10. | Jr. Tradesmen (EL )/ Same as for Tradesmen (EI.) in Service Rules
| Electrician (Lower)
I1. | Plumber 2060-3200 | Passin SSLC +NTC (Plumber)
12. | Jr. ECG Technician As for ECG Technician in Service Rules)
3. | Generator Operator Pass in SSLC +NTC (Electrician) + 2 yr. exp.
4. | Diesel Mechanic Pass in SSLC +NTC (Diesel Mechanic) + 2 yr.
exp.
5. | A/C Mechanic Pass in SSLC +NTC (A/C Mechanic) + 2 yr. exp.
6. | 11 KV Substation Operator Pass in SSLC +NTC (Electrician) + 2 yr. exp.
7. | Jr. PH Nurse Pass in SSLC + JPHN certificate approved by
B Govt.
8. | Attender-cum-Driver, Same as for Driver in Service Rules
Lower
. . . —-_ - .
9. | Asst. Statistician/Jr. Record As for Records Clerk in Service Rules
Clerk
0. | Jr. Oper. Theatre Technician Dip. in OR Technology + 1 yr. exp. in OT
1. | Jr. Anaesthesia Technician 2610-3680 | Dip. in OR Technology + 1 yr. exp. in
Anaesthesia
2. | Gas Plant Technician Dip. in OR Tech. + 2 yr. exp. in Gas Plant
“3. | Jr. Health Inspector Same as for HI in Service Rules
~4. | Jr. Office Assistant Same as for Office Assistant in Service Rules
e a e
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SIL

No. | Designation Scale of Pay | Qualification

4# (RS.J e

25. | Asst. Laboratory Technician Same as for Lab. Technician in Service Rules

26. | Jr. Medico Social Worker Same as for MSW in Service Rules

27. | Jr. Pharmacist 2750-4625 | Passin HSC + D. Pharm recognized by Govt.;
desirable WP&DET

28. | Jr. Radiographers Same as for Radiographer in Service Rules

29. | Jr. Refractionist B.Sc. (Optometry) or HSC +Dip. in Opth.

o Assistance

0. | Jr. Staff Nurse Same as for Staff Nurse in Service Rules

1. | Jr. Dietician M.Sc. (Nutrition/Dietetics) or M.Sc. (Home
Science with Nutrition)

2. | Jr. Supervisor (Elect.) Same as for Supervisor (Elect.) in Service Rules

33. | Jr. Asst. Hosp. Administrator Graduate with 1 yr. Exp. in Hospital
Admjnismition.

34, | Jr. Audiologist B.Sc. (Audiology and speech therapy)

35, | Pharmacy Chemist 3050-5230 | Asin Service Rules

6. | Nursing Tutor 3590-5400 | B-S¢ Nursing with registration in State N&M
Council

‘7. | Sr. Asst. Hosp. Administrator | 5500-9075 | Graduate with | yr. Exp. in Hospital
Administration,

= e

A,

DIRECTOR
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