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APPENDIX I (A)

Our Reference No.:

LETTER OF APPOINTMENT TO A POST OF TEACHER OTHER THAN

LECTURER (PROBATIONARY)

I am glad to inform you that the Council of the University of .................. ,
Sri Lanka has been pleased to appoint you to the Post of ................. in the
Department of ....... , University of ............... , Sri Lanka. Your appointment

will take effect from the date on which you assume duties.

The post is permanent and unless your appointment is terminated earlier,
you will be on probation for a period of three years or more in case it is
considered expedient to extend the period of probation, from the date of
assumption of duties by you until you receive a letter confirming you in
your appointment.

You are bound by the provisions of the Universities Act. No.16 of 1978, as
amended and by any Ordinances, Regulations and Rules etc, made
thereunder by the University Grants Commission/Higher Educational
Institutions/Institutes or by any Orders or Laws that will be promulgated by
the Democratic Socialist Republic of Sri Lanka, in so far as they are
applicable to you.

Please intimate to me through the Head of your Department with a copy to
the Bursar the date on which you assumed duties.

You will be required to enter into an Agreement with the University (copy
attached) before assuming duties.

You are required to give three (3) months’ notice of resignation. In the event
of your resigning or leaving the services of the University without giving the
required notice before the expiration of three (3) months from the date on
which you should have given notice, you are liable to pay the University a
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sum of money equal to the full amount which you may have received as
salary for the three months preceding the date of cessation of service.

7. In terms of Section XII of the aforesaid Universities Act, you will be required
to contribute to the Universities Provident Fund by means of monthly
deduction from your salary an amount equal to ten per centum (10%) of
your earnings and the Higher Educational Institution will in addition, out of
its funds, contribute at the same time a sum equal to fifteen per centum
(15%) of your earnings. Out of the above 15% of the earnings contributed by
the University/Institute from its own funds, 8% of the earnings will be
credited to the Pension Fund and 7% of the earnings will be credited to the
Provident Fund.

8. Three percent (3%) of your salary will be contributed by the University to
the Employees Trust Fund in terms of the provision of the Employees Trust
Fund Act, No. 46 of 1980.

9. The employees who will not be able to serve twenty years or more in the
University System from the date of appointment up to the compulsory age
of retirement, will not be subscribed to the Universities Pension Fund and
such employee will not be a member of the Universities Pension Fund.

10. You are required to submit a letter of consent to recover dues if any to the
University from the UPF lying to your credit at the time of your retirement
or resignation from the Post or in the event of cessation of employment at
the University.

11. You will be placed on the initial point of the salary scale applicable to the
Post of ....cocvvvvininnnnni. which is [U-AC ...] .....iRs. coiviiiiiiiiiiin, per
month. In addition you will be paid the academic allowance, cost of living
allowance and other approved allowances applicable to the Post.

12. You should pass the prescribed proficiency test in Sinhala/Tamil within a
period of one year from the date of your appointment or obtain exemption
from sitting the test by teaching in Sinhala/Tamil during the first year of
appointment. Failure to pass the proficiency test or to gain exemption from
the test would result in the termination of your appointment without
compensation.
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You are required to complete an Induction Training Course (which includes
Teaching/ Learning Methodologies) within a period of one year from the
date of first appointment. This is a pre-requisite for confirmation in the Post.

If your services are unsatisfactory while you are on probation or you fail to
reach the requisite standard of proficiency in Sinhala/Tamil you are liable to
be discontinued from service at any time during the period of probation or
at the end of it.

If your services during the period of probation have been satisfactory, pass
or obtain an exemption from the prescribed proficiency test in
Sinhala/Tamil and reach the requisite standard proficiency, you will be
confirmed in your appointment at the end thereof.

If you fail to fulfill the pre-requisites for confirmation in the post that will
result in your probationary period being extended and your increments
being suspended. If during the first six months of such extended period you
are unable to fulfill the said requirements the suspension of the increment
will be converted to a stoppage/deferment of the increment.

You should submit a certificate of physical and medical fitness from the
University Medical Officer on the prescribed form before completion of one
month of service. If you are not certified as physically and medically fit to
serve in any part of the Island, your appointment will be terminated. The
expenses incurred in this connection will not be reimbursed by the
institution to which you are attached.

You will be required to comply with any rules already made or that may
hereafter be made for giving effect to the language policy of the Government
and in particular, for implementing the provisions of the official Languages
Act No. 33 of 1956.

Your appointment is a full-time appointment and you should not accept any
other paid employment without the prior permission of the Vice-Chancellor.

You will be a member of the Department of ............... at the University of
................... , Sri Lanka. It will be your duty under the general direction of
the Head of the Department of the Study to conduct such classes, deliver
such lectures and perform such other teaching duties as may be necessary in
Sinhala/Tamil as well as in English, assist in the conduct of examinations
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(e.g. setting, marking, supervising and invigilating), assist in the supervision
and inspection of work of special or postgraduate students and do all in
your power to promote research and otherwise, the advancement of your
subject. It is also a requirement that you should attend all meetings of
Statutory Bodies or other Boards and Committees of which you are a
member.

21. It will also be your duty to extend all assistance to the University authorities
to maintain and promote student welfare services and discipline.

22. You are required to take the Oath or Affirmation of Allegiance in terms of
Section 165 of the Constitution of the Democratic Socialist Republic of Sri
Lanka immediately after you assume duties. You are also required to take
and subscribe or make and subscribe the Affirmation or Oath as provided
for in the Seventh Schedule in Section 5 of the Sixth Amendment to the
Constitution.

23. This appointment is liable to be reviewed by the University Services Appeals
Board under Section 86 of the Universities Act No. 16 of 1978 as amended.

24. Please acknowledge receipt of this letter and state whether you accept the
Post on the terms and conditions stated herein, by signing the letter of
acceptance, given at the end of the second copy of this letter. Your reply
should be forwarded through the Head, Department of ................ And the
Dean, Faculty of ..................

Yours sincerely,

Vice-Chancellor

Copies to:
Dean, Faculty of ..............
Librarian
Bursar
Head/Department of ..............
Chief Medical Officer

Head /Academic and Publications Division
Auditor General

® NN

Personal File
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LETTER OF ACCEPTANCE

The Vice-Chancellor
University of ..............

I accept the appointment on the terms and conditions specified above.

Date Signature

e This page should not be detached from the letter of appointment when returning the
second copy.
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APPENDIX II (B)
Date:

Our Reference No.:

LETTER OF APPOINTMENT TO THE POST OF
LECTURER (PROBATIONARY)

. I am pleased to inform you that the Council of the University of
.................. , Sri Lanka has been pleased to appoint you to the Post of
Lecturer (Probationary) in the Department of ....... ,  University of
............... , Sri Lanka. Your appointment will take effect from the date on
which you assume duties.

. The post is permanent and unless your appointment is terminated earlier,
you will be on probation initially for a period of three years which period
may be extended by the Council of this University by one year at a time for a
turther period not exceeding five (5) years. Extension beyond the maximum
permissible period of eight (8) years will not be granted under any
circumstance.

. You are bound by the provisions of the Universities Act. No.16 of 1978, as
amended and by any Ordinances, Regulations and Rules etc, made
thereunder by the University Grants Commission/Higher Educational
Institutions/Institutes or by any Orders or Laws that will be promulgated by
the Democratic Socialist Republic of Sri Lanka, in so far as they are
applicable to you.

. Please intimate to me through the Head of your Department with a copy to
the Bursar the date on which you assumed duties.

. You will be required to enter into an Agreement with the University (copy
attached) before assuming duties.

. You are required to give three (3) months” notice of resignation. In the event
of your resigning or leaving the services of the University without giving the
required notice before the expiration of three (3) months from the date n
which you should have given notice, you are liable to pay the University a
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sum of money equal to the full amount which you may have received as
salary for the three months preceding the date of cessation of service.

7. In terms of Section XII of the aforesaid Universities Act, you will be required
to contribute to the Universities Provident Fund by means of monthly
deduction from your salary an amount equal to ten per centum (10%) of
your earnings and the Higher Educational Institution will in addition, out of
its funds, contribute at the same time a sum equal to fifteen per centum
(15%) of your earnings. Out of the above 15% of the earnings contributed by
the University/Institute from its own funds, 8% of the earnings will be
credited to the Pension Fund and 7% of the earnings will be credited to the
Provident Fund.

8. Three percent (3%) of your salary will be contributed by the University to
the Employees Trust Fund in terms of the provision of the Employees Trust
Fund Act, No. 46 of 1980.

9. The employees who will not be able to serve twenty years or more in the
University System from the date of appointment up to the compulsory age
of retirement, will not be subscribed to the Universities Pension Fund and
such employee will not be a member of the Universities Pension Fund.

10. You are required to submit a letter of consent to recover dues if any to the
University from the UPF lying to your credit at the time of your retirement
or resignation from the Post or in the event of cessation of employment at
the University.

11. You should pass the prescribed proficiency test in Sinhala/Tamil within a
period of one year from the date of your appointment or obtain exemption
from sitting the test by teaching in Sinhala/Tamil during the first year of
appointment. Failure to pass the proficiency test or to gain exemption from
the test would result in the termination of your appointment without
compensation.

12. You will be placed on the initial point of the salary scale applicable to the
Post of Lecturer (Probationary) which is [U-AC 3 (IV)]....... Rs.
......................... per month. In addition you will be paid the academic
allowance, cost of living allowance and other approved allowances
applicable to the Post.
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You are required to complete an Induction Training Course (which includes
Teaching/ Learning Methodologies) within a period of one year from the
date of first appointment. This is a pre-requisite for confirmation in the Post.

During the period of probation you will be required to obtain an appropriate
Postgraduate Degree in the relevant field from a recognized Higher
Educational Institution as specified in the relevant Scheme of Recruitment in
a field decided by the Higher Educational Institution/Institute concerned.
Obtaining such degree within the maximum permissible period shall be a
condition precedent to your confirmation.

If you have been granted a scholarship, other award or placement for the
purpose of obtaining an appropriate Postgraduate Degree at a local/foreign
University/Institution recognized by the Commission, you will be granted
study leave for the purpose, if you have been in continuous service for a
period of at least one year from the date of your assumption of duties under
the prevailing rules and if you have completed the induction training course.

If your services are unsatisfactory while you are on probation or you fail to
reach the requisite standard of proficiency in Sinhala/Tamil or you fail to
obtain such postgraduate qualifications or pass such examinations as may be
specified by the Council, you are liable to be discontinued from service at
any time during the period of probation or at the end of it.

If your services during the period of probation have been satisfactory and if
you obtain such postgraduate qualifications, complete the induction training
course and pass or obtain an exemption from the prescribed proficiency test
in Sinhala/Tamil and reached the requisite standard of proficiency, you will
be confirmed in your appointment at the end of the period of probation.

You should submit a certificate of physical and medical fitness from the
University Medical Officer on the prescribed form before completion of one
month of service. If you are not certified as physically and medically fit to
serve in any part of the Island, your appointment will be terminated. The
expenses incurred in this connection will not be reimbursed by the
institution to which you are attached.

You will be required to comply with any rules already made or that may
hereafter be made for giving effect to the language policy of the Government
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and in particular, for implementing the provisions of the official Languages
Act No. 33 of 1956.

Your appointment is a full-time appointment and you should not accept any
other paid employment without the prior permission of the Vice-Chancellor.

You will be a member of the Department of ............... at the University of
................... , Sri Lanka. It will be your duty under the general direction of
the Head of the Department of Study to conduct such classes, deliver such
lectures and perform such other teaching duties as may be necessary in
Sinhala/Tamil as well as in English, assist in the conduct of examinations
(e.g. setting, marking, supervising and invigilating), assist in the supervision
and inspection of work of special or postgraduate students and do all in
your power to promote research and otherwise, the advancement of your
subject. It is also a requirement that you should attend all meetings of
Statutory Bodies or other Boards and Committees of which you are a

member.

It will also be your duty to extend all assistance to the University authorities
to maintain and promote student welfare services and discipline.

You are required to take the Oath or Affirmation of Allegiance in terms of
Section 165 of the Constitution of the Democratic Socialist Republic of Sri
Lanka immediately after you assume duties. You are also required to take
and subscribe or make and subscribe the Affirmation or Oath as provided
for in the Seventh Schedule in Section 5 of the Sixth Amendment to the
Constitution.

This appointment is liable to be reviewed by the University Services Appeals
Board under Section 86 of the Universities Act No. 16 of 1978 as amended.

Please acknowledge receipt of this letter and state whether you accept the
Post on the terms and conditions stated herein, by signing the letter of
acceptance, given at the end of the second copy of this letter. Your reply
should be forwarded through the Head, Department of ................ and the
Dean, Faculty of ..................

Yours sincerely,

Vice-Chancellor



546

Head /Academic and Publications Division
Auditor General

Copies to:
1. Dean, Faculty of ..............
2. Librarian
3. Bursar
4. Head/Department of ..............
5. Chief Medical Officer
6.
7.
8.

Personal File

LETTER OF ACCEPTANCE

The Vice-Chancellor
University of ....................

I accept the appointment on the terms and conditions specified above.

Date Signature

e This page should not be detached from the letter of appointment when returning the
second copy.
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APPENDIX II (D)

SPECIMEN LETTER OF APPOINTMENT TO
A POST IN THE EXECUTIVE (ADMINISTRATIVE) GRADE

1. I'have pleasure in informing you that the University Grants Commission, acting
in pursuance of the powers vested in it by paragraph (ii) of Section 71(2) of the
Universities Act No.16 of 1978 as amended, has appointed you to the post of
................ in the service of the Commission and of the Higher Educational
Institutions/Institutes with effect from ................. This appointment may be
reviewed by the University Services Appeals Board under Section 86 of the
aforesaid Act.

2. You are until further notice, attached to the ........ccc...... and are liable to be
transferred under Section 78 of the aforesaid Act as amended. You are bound to
serve either in the University Grants Commission or any Higher Educational
Institution or Institute that has been set up under the aforesaid Act or any such
Higher Educational Institution that will be set up in the future.

3. The post is permanent. Unless your appointment is terminated earlier, you will
be on probation for a period of three years/one year (as applicable) reckoned
from the date of assumption of duties and until such time as you receive a letter
confirming you in your appointment. Your service can be terminated at any
time during the period of probation without assigning any reason whatsoever
after having given you one month’s notice or one month’s salary in lieu of such
notice. Under such a termination of service you will not be entitled to any
compensation.

4. You should acquire a working knowledge in one of the official languages (i.e.
either Sinhala or Tamil) during the period of probation and your confirmation
in the appointment will depend, inter alia, on the passing of the prescribed
proficiency tests either in Sinhala or Tamil.
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You are required to pass, a confirmation test relating to the following areas
during the period of probation;

(@)  Legislation pertaining to University Education and Labour Laws:

(b)  Ordinances, By-Laws, Regulations and Rules pertaining to Higher
Educational Institutions:

(c) Administrative, Disciplinary and Financial Procedures of Higher
Educational Institutions.

If your services are unsatisfactory while you are on probation and/or you fail to
reach the requisite standard of proficiency either in Sinhala or Tamil, you are
liable to be discontinued from service at any time during such period of
probation or at the end of it.

You should complete an induction training programme conducted by the
Human Resource Development Unit (HRDU) of the UGC successfully, within a
period of one year from the date of appointment. This is a compulsory
requirement for confirmation in the post.

If your services during the period of probation have been satisfactory, and if
you have reached the requisite standard of proficiency and if you have satisfied
other conditions stipulated in the letter of appointment, you will be confirmed
in your appointment at the end of the period of probation.

If you fail to fulfill the pre-requisites for confirmation in the post that will result
in your probationary period being extended and your increments being
suspended. If during the first six months of such extended period you are
unable to fulfill the said requirements the suspension of the increment will be
converted to a stoppage/deferment of the increment.

This post carries the salary scale of U-EX ............ Rs. .o per month.
You will be placed at the initial salary point of this salary scale with effect from
the date of assumption of duties.

. You are required to complete the Efficiency Bar requirements before completion

of 04 years of service in that post having earned three increments. The Efficiency
Bar requirements are given below;

(i) (@) Pass in an English Language Paper conducted by the University
Grants Commission.

OR
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(b)  Obtain a Diploma in English equivalent to SLQF level 3 or higher
from a recognized Higher Educational Institution/Institute.

Note: Those who have obtained a pass in English as a subject at the G. C. E.
(Advanced Level) Examination are exempted.

AND

(i)  After completion of above requirement under (i) above and having
completed three (03) years of service and earned three increments, he
should pass a written test of the following areas;

(a) Legislation pertaining to University Education and Labour Laws.

(b) Ordinances, Regulations and Rules pertaining to Higher
Educational Institutions/Institutes.

(¢) Administrative and Disciplinary Procedures of Higher Educational
Institutions.

(d) Financial Procedures of Higher Educational Institutions.

[Candidates are required to possess a detailed knowledge of (ii) (a)
(b) and (c) and a satisfactory level of competence of (ii) (d).

AND
(iii) Pass a Viva-Voce examination (Structured interview).

12. You are bound by the provisions of the Universities Act. No.16 of 1978, as
amended and by any Ordinances, Regulations and Rules etc., made thereunder
by the University Grants Commission/Higher Educational Institutions/Institutes
or by any Orders or Laws that will be promulgated by the Democratic Socialist
Republic of Sri Lanka, in so far as they are applicable to you.

13. You are required to subscribe to the conditions that you will conform to the
provisions of the Chapter IV of the Constitution of the Democratic Socialist
Republic of Sri Lanka and any other Laws, Regulations or Rules that may be
made from time to time to give effect to the Language Policy of the
Government.

14. You should submit a certificate of physical and medical fitness from a
University Medical Officer on the prescribed form before completion of one



15.

16.

554

month of service. If you are not certified as physically fit to serve in any part of
the Island, your appointment will be terminated. The expenses incurred in this
connection will not be reimbursed by the institution to which you are attached.

In terms of Section XII of the aforesaid Universities Act, you will be required to
contribute to the Universities Provident Fund by means of monthly deduction
from your salary an amount equal to ten per centum (10%) of your earnings and
the institution to which you are attached will in addition, out of its funds,
contribute at the same time a sum equal to fifteen per centum (15%) of your
earnings. Out of the above 15% of the earnings contributed by the Institution
from its own funds, 8% of the earnings will be credited to the Pension Fund and
7% of the earnings will be credited to the Provident Fund.

The employees who will not be able to serve twenty years or more in the
University System from the date of appointment to the compulsory age of
retirement will not be contributed to the Universities Pension Fund and such
employee will not be a member of the Universities Pension Fund.

17. Three per centum (3%) of your total earnings will be contributed by the

18.

19.

20.

21.

institution to which you are attached to the Employees Trust Fund in terms of
the provisions of the Employees Trust Fund Act No.46 of 1980.

You are required to enter into an Agreement with the Commission/Higher
Educational Institution/Institute before assuming duties. A copy of the
Agreement form will be made available to you by the Head of your institution.

This appointment may be terminated by giving one month’s notice by either
side or on payment of one month’s salary in lieu of such notice.

You are required to take the Oath or Affirmation of Allegiance in terms of
Section 165 of the Constitution of the Democratic Socialist Republic of Sri Lanka
immediately after you assume duties. You are also required to take and
subscribe or make and subscribe the Affirmation or Oath as provided for in the
Seventh Schedule in Section 5 of the Sixth Amendment to the Constitution.

You should submit originals of your birth and educational certificates, to the
Head of your institution for reference and return, before assuming duties. If it is
proved that there are any discrepancies in the birth or educational certificates
submitted by you, your services will be terminated without any notice or
compensation.
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22. Please acknowledge the receipt of this letter and confirm that you accept the
appointment on terms and conditions set out above by signing the letter of
acceptance given at the end of the second copy of this letter.

Yours faithfully

Chairman

Cc:
1. Vice Chancellor
2. Registrar
3. Accountant/ UGC
4. Bursar
5. University Medical Officer
6. Auditor General

LETTER OF ACCEPTANCE

The Chairman
University Grants Commission

Thro’ Vice Chancellor/ Rector/ Director

Signature Date

e This page should not be detached from the letter of appointment when
returning the second copy.
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APPENDIX 1II (E)

SPECIMEN LETTER OF APPOINTMENT TO
POSTS IN OTHER EXECUTIVE GRADES

1. I'have pleasure in informing you that the University Grants Commission, acting
in pursuance of the powers vested in it by paragraph (ii) of Section 71(2) of the
Universities Act No.16 of 1978 as amended, has appointed you to the post of
....................... in the service of the Commission and of the Higher
Educational Institutions/Institutes with effect from ........................ This
appointment may be reviewed by the University Services Appeals Board under
Section 86 of the aforesaid Act.

2. You are until further notice, attached to the ......ccevvevvvennnnnn. and are liable to be
transferred under Section 78 of the aforesaid Act. You are bound to serve either
in University Grants Commission or any Higher Educational Institution or
Institute that has been set up under the aforesaid Act or any such Higher
Educational Institution that will be set up in future.

3. The post is permanent. Unless your appointment is terminated earlier, you will
be on probation for a period of three years/one year (as applicable) reckoned
from the date of assumption of duties and until such time as you receive a letter
confirming you in your appointment. Your service can be terminated at any
time during the period of probation without assigning any reason whatsoever
after having given you one month’s notice or one month’s salary in lieu of such
notice. Under such a termination of service you will not be entitled to any
compensation.

4. You should acquire a working knowledge in one of the official languages (i.e.
either Sinhala or Tamil) during the period of probation and your confirmation
in the appointment will depend, inter alia, on the passing of the prescribed
proficiency tests either in Sinhala or Tamil.
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You will be required to pass, a confirmation test relating to the following areas
during the period of probation;

(@)  Legislation pertaining to University Education and Labour Laws

(b)  Ordinances, By-Laws, Regulations and Rules pertaining to Higher
Educational Institutions/ Institutes

(c) Administrative, Disciplinary and Financial Procedures of Higher
Educational Institutions

If your services are unsatisfactory while you are on probation and/or you fail to
reach the requisite standard of proficiency either in Sinhala or Tamil, you are
liable to be discontinued from service at any time during such period of
probation or at the end of it.

If your services during the period of probation have been satisfactory, if you
have reached the requisite standard of proficiency and if you have satisfied the
other conditions stipulated in the letter of appointment you will be confirmed in
your appointment at the end of the period of probation.

If you fail to fulfill the pre-requisites for confirmation in the post that will result
in your probationary period being extended and your increments being
suspended. If during the first six months of such extended period you are
unable to fulfill the said requirements the suspension of the increment will be
converted to a stoppage/deferment of the increment.

This post carries the salary scale of U-EX ............ Rs. .o per month.
You will be placed at the initial salary point/ appropriate salary point (where
applicable) of this salary scale with effect from the date of assumption of duties.

You are required to complete the Efficiency Bar requirements on completion of
03 years/ 07 years (as appropriate) of service in that post from the date of
appointment to the post concerned having earned all the increments and pass a
written examination on the following areas;

(@ Administrative, Disciplinary & Financial Procedures of Higher

Educational Institutions
(b) Matters relating to the work performed
(c)  University affairs in general
(d) English Language
AND
Pass a Viva-Voce examination/ Structured Interview.
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You are bound by the provisions of the Universities Act. No.16 of 1978, as
amended and by any Ordinances, Regulations and Rules etc., made thereunder
by the University Grants Commission/Higher Educational Institutions/Institutes
or by any Orders or Laws that will be promulgated by the Democratic Socialist
Republic of Sri Lanka, in so far as they are applicable to you.

You will be required to subscribe to the conditions that you will conform to the
provisions of Chapter IV of the Constitution of the Democratic Socialist
Republic of Sri Lanka and any other Laws, Regulations or Rules that may be
made from time to time to give effect to the Language Policy of the
Government.

You should submit a certificate of physical and medical fitness from a
University Medical Officer on the prescribed form before completion of one
month of service. If you are not certified as physically fit to serve in any part of
the Island, your appointment will be terminated. The expenses incurred in this
connection will not be reimbursed by the institution to which you are attached.

In terms of Section XII of the aforesaid Universities Act, you will be required to
contribute to the Universities Provident Fund by means of monthly deduction
from your salary an amount equal to ten per centum (10%) of your earnings and
the institution to which you are attached will in addition, out of its funds,
contribute at the same time a sum equal to fifteen per centum (15%) of your
earnings. Out of the above 15% of the earnings contributed by the Institution
from its own funds, 8% of the earnings will be credited to the Pension Fund and
7% of the earnings will be credited to the Provident Fund.

The employees who will not be able to serve twenty years or more in the
University System from the date of appointment to the compulsory age of
retirement will not be contributed to the University Pension Fund and such
employee will not be a member of the University Pension Fund.

Three per centum (3%) of your total earnings will be contributed by the
Commission/ Higher Educational Institution to the Employees” Trust Fund in
terms of the provisions of the Employees” Trust Fund Act No.46 of 1980.

You will be required to enter into an Agreement with the Commission/Higher
Educational Institution/Institute before assuming duties. A copy of the
agreement form will be made available to you by the Head of your institution.

The appointment may be terminated by giving one month’s notice by either
side or on payment of one month’s salary in lieu of such notice.
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You are required to take the Oath or Affirmation of Allegiance in terms of
Section 165 of the Constitution of the Democratic Socialist Republic of Sri Lanka
immediately after you assume duties. You are also required to take and
subscribe or make and subscribe the Affirmation or Oath as provided for in the
Seventh Schedule in Section 5 of the Sixth Amendment to the Constitution.

19. You should submit originals of your birth and educational certificates, to the
Head of your institution for reference and return, before assuming duties. If it is
proved that there are any discrepancies in the birth or educational certificates
submitted by you, your services will be terminated without any notice or
compensation.

Please acknowledge receipt of this letter and confirm that you accept the
appointment on the terms and conditions set out above by signing the letter of
acceptance given at the end of the second copy of this letter.

Yours sincerely

Chairman

Cc:

1. Vice Chancellor

2. Registrar

3. Accountant/ UGC

4. Bursar

5. University Medical Officer
6. Auditor General
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LETTER OF ACCEPTANCE
The Chairman
University Grants Commission
Thro’ Vice Chancellor/ Rector/ DIreCtOr .....vvveiniiiiiiiiiiiiiieiiiiieeeann

I accept the appointment on the terms and conditions specified above.

Signature

e This page should not be detached from the letter of appointment when
returning the second copy.
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APPENDIX II (F)

SPECIMEN LETTER OF APPOINTMENT TO
THE POST OF REGISTRAR

1. I have pleasure in informing you that the Council of the University, acting in
pursuance of the powers vested in it by Section 37 of the Universities Act No.16
of 1978 as amended, has appointed you to the post of Registrar at the
...... (University)............. with effect from .................... You will become an
employee of the University once you assume duties in the said post. This
appointment may be reviewed by the University Services Appeals Board under

Section 86 of the aforesaid Act.

2. The post is permanent. Unless your appointment is terminated earlier, you will
be on probation for a period of three years/ one year (as applicable) reckoned
from the date of assumption of duties and until such time as you receive a letter

confirming you in your appointment.

3. Your services can be terminated at any time during the period of probation
without assigning any reason whatsoever after having given you one month’s
notice or one month’s salary in lieu of such notice. Under such a termination of

service you will not be entitled to any compensation.

4. You should acquire a working knowledge in one of the official languages (i.e.,
either Sinhala or Tamil) during the period of probation and your confirmation
in the appointment will depend, inter alia, on the passing of the prescribed

proficiency tests either in Sinhala or Tamil.

5. You will be evaluated in the following areas at an interview to be held at the

end of your probation period for confirmation in the post;
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(@)  Legislation pertaining to University Education and Labour Laws:

(b)  Ordinances, By-Laws, Regulations and Rules pertaining to Higher
Educational Institutions:

()  Administrative, Disciplinary and Financial Procedures of Higher
Educational Institutions.

If your services are unsatisfactory while you are on probation and/or you fail to
reach the requisite standard of proficiency either in Sinhala or Tamil, you are
liable to be discontinued from service at any time during such period of
probation or at the end of it.

If your services during the period of probation have been satisfactory, and if
you have reached the requisite standard of proficiency and have satisfied the
other conditions stipulated in the letter of appointment, you will be confirmed
in your appointment at the end of the period of probation.

If you fail to fulfill the pre-requisites for confirmation in the post that will result
in your probationary period being extended and your increments being
suspended. If during the first six months of such extended period you are
unable to fulfill the said requirements the suspension of the increment will be
converted to a stoppage/deferment of the increment.

The post carries the salary scale of U-EX 3 (I) - Rs. ............... p-m. You will be
placed at the initial salary point/ appropriate salary point (where applicable)
of this salary scale with effect from the date of assumption of duties. In addition
you will be paid the Cost of Living Allowance and other approved allowances
applicable to the post.

You are bound by the provisions of the Universities Act. No.16 of 1978, as
amended and by any Ordinances, Regulations and Rules etc., made thereunder
by the University Grants Commission/Higher Educational Institutions/Institutes
or by any Orders or Laws that will be promulgated by the Democratic Socialist
Republic of Sri Lanka, in so far as they are applicable to you.

You will be required to subscribe to the conditions that you will conform to the
provisions of the Chapter IV of the Constitution of the Democratic Socialist
Republic of Sri Lanka and any other Laws, Regulations or Rules that may be
made from time to time to give effect to the Language Policy of the
Government.

You should submit a certificate of physical and medical fitness from a
University Medical Officer on the prescribed form before completion of one
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month of service. If you are not certified as physically fit, your appointment will
be terminated. The expenses incurred in this connection will not be reimbursed
by the institution to which you are attached.

13. In terms of Section XII of the aforesaid Universities Act, you will be required to
contribute to the Universities Provident Fund by means of monthly deduction
from your salary an amount equal to ten per centum (10%) of your earnings and
the University will in addition, out of its funds, contribute at the same time a
sum equal to fifteen per centum (15%) of your earnings. Out of the above 15% of
the earnings contributed by the University from its own funds, 8% of the
earnings will be credited to the Pension Fund and 7% of the earnings will be
credited to the Provident Fund.

14. Three per centum (3%) of your total earnings will be contributed by the
University to the Employees Trust Fund in terms of the provisions of the
Employees Trust Fund Act No.46 of 1980.

15. You will be required to enter into an Agreement with the University before
assuming duties. A copy of the Agreement form will be made available to you
by the University.

16. This appointment may be terminated by giving one month’s notice by either
side or on payment of one month’s salary in lieu of such notice.

17. You are required to take the Oath or Affirmation of Allegiance in terms of
Section 165 of the Constitution of the Democratic Socialist Republic of Sri Lanka
immediately after you assume duties. You are also required to take and
subscribe or make and subscribe the Affirmation or Oath as provided for in the
Seventh Schedule in Section 5 of the Sixth Amendment to the Constitution.

18. You should, before assuming duties, submit to the Head of Establishments
Division of the University, the originals of your birth and educational
certificates for reference and return. If it is proved that there are any
discrepancies in the birth and educational certificates submitted by you, your
services will be terminated without any notice or compensation.

19. Please acknowledge receipt of this letter and confirm that you accept the
appointment on terms and conditions set out above by signing the letter of

acceptance given at the end of the second copy of this letter.

Yours faithfully

Vice Chancellor
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Cc. 1. Secretary/UGC
2. Registrar (if served in another university earlier)
3. All Deans of Faculties
4. Accountant/UGC
5. Bursar
6. Librarian
7. University Medical Officer
8. Auditor General
9. Personal File

LETTER OF ACCEPTANCE
The Vice-Chancellor

I accept the post of Registrar on the terms and conditions stipulated in the above
letter of appointment.

Signature Date ...........oooeinni.

e This page should not be detached from the letter of appointment when
returning the second copy.
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APPENDIX II (G)

SPECIMEN LETTER OF APPOINTMENT TO
THE POST OF BURSAR

. I have pleasure in informing you that the Council of the University, acting in
pursuance of the powers vested in it by Section 38 of the Universities Act No.16
of 1978 as amended, has appointed you to the post of Bursar at the
...... (University)............. with effect from .................... You will become an
employee of the University once you assume duties in the said post. This
appointment may be reviewed by the University Services Appeals Board under
Section 86 of the aforesaid Act.

. The post is permanent. Unless your appointment is terminated earlier, you will
be on probation for a period of three years/ one year (as applicable) reckoned
from the date of assumption of duties and until such time as you receive a letter
confirming you in your appointment.

. Your services can be terminated at any time during the period of probation
without assigning any reason whatsoever after having given you one month’s
notice or one month’s salary in lieu of such notice. Under such a termination of
service you will not be entitled to any compensation.

. You should acquire a working knowledge in one of the official languages (i.e.,
either Sinhala or Tamil) during the period of probation and your confirmation
in the appointment will depend, inter alia, on the passing of the prescribed
proficiency tests either in Sinhala or Tamil.

. You will be evaluated in the following areas at an interview to be held at the
end of your probation period for confirmation in the post;

(@)  Legislation pertaining to University Education and Labour Laws:
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(b)  Ordinances, By-Laws, Regulations and Rules pertaining to Higher
Educational Institutions:

() Administrative, Disciplinary and Financial Procedures of Higher
Educational Institutions.

If your services are unsatisfactory while you are on probation and/or you fail to
reach the requisite standard of proficiency either in Sinhala or Tamil, you are
liable to be discontinued from service at any time during such period of
probation or at the end of it.

If your services during the period of probation have been satisfactory, and if
you have reached the requisite standard of proficiency and have satisfied the
other conditions stipulated in the letter of appointment, you will be confirmed
in your appointment at the end of the period of probation.

If you fail to fulfill the pre-requisites for confirmation in the post that will result
in your probationary period being extended and your increments being
suspended. If during the first six months of such extended period you are
unable to fulfill the said requirements the suspension of the increment will be
converted to a stoppage/deferment of the increment.

The post carries the salary scale of U-EX 3 (II) - Rs. ............... p-m. You will be
placed at the initial salary point/ appropriate salary point (where applicable)
of this salary scale with effect from the date of assumption of duties. In addition
you will be paid the Cost of Living Allowance and other approved allowances
applicable to the post.

You are bound by the provisions of the Universities Act. No.16 of 1978, as
amended and by any Ordinances, Regulations and Rules etc., made thereunder
by the University Grants Commission/Higher Educational Institutions/Institutes
or by any Orders or Laws that will be promulgated by the Democratic Socialist
Republic of Sri Lanka, in so far as they are applicable to you.

You will be required to subscribe to the conditions that you will conform to the
provisions of the Chapter IV of the Constitution of the Democratic Socialist
Republic of Sri Lanka and any other Laws, Regulations or Rules that may be
made from time to time to give effect to the Language Policy of the
Government.

You should submit a certificate of physical and medical fitness from a
University Medical Officer on the prescribed form before completion of one
month of service. If you are not certified as physically fit, your appointment will
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be terminated. The expenses incurred in this connection will not be reimbursed
by the institution to which you are attached.

13. In terms of Section XII of the aforesaid Universities Act, you will be required to
contribute to the Universities Provident Fund by means of monthly deduction
from your salary an amount equal to ten per centum (10%) of your earnings and
the University will in addition, out of its funds, contribute at the same time a
sum equal to fifteen per centum (15%) of your earnings. Out of the above 15% of
the earnings contributed by the University from its own funds, 8% of the
earnings will be credited to the Pension Fund and 7% of the earnings will be
credited to the Provident Fund.

14. Three per centum (3%) of your total earnings will be contributed by the
University to the Employees Trust Fund in terms of the provisions of the
Employees Trust Fund Act No.46 of 1980.

15. You will be required to enter into an Agreement with the University before
assuming duties. A copy of the Agreement form will be made available to you
by the University.

16. This appointment may be terminated by giving one month’s notice by either
side or on payment of one month’s salary in lieu of such notice.

17. You are required to take the Oath or Affirmation of Allegiance in terms of
Section 165 of the Constitution of the Democratic Socialist Republic of Sri Lanka
immediately after you assume duties. You are also required to take and
subscribe or make and subscribe the Affirmation or Oath as provided for in the
Seventh Schedule in Section 5 of the Sixth Amendment to the Constitution.

18. You should, before assuming duties, submit to the Head of Establishments
Division of the University, the originals of your birth and educational
certificates for reference and return. If it is proved that there are any
discrepancies in the birth and educational certificates submitted by you, your
services will be terminated without any notice or compensation.

19. Please acknowledge receipt of this letter and confirm that you accept the
appointment on terms and conditions set out above by signing the letter of
acceptance given at the end of the second copy of this letter.

Yours faithfully

Vice Chancellor
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Cc. 1. Secretary/UGC
2. Registrar
3. All Deans of Faculties
4. Accountant/UGC
5. Bursar
6. Librarian
7. University Medical Officer
8. Auditor General
9. Personal File

LETTER OF ACCEPTANCE
The Vice-Chancellor

Thro’ the Registrar

I accept the post of Bursar on the terms and conditions stipulated in the above letter
of appointment.

Signature Date ...........ooeeiinn.

e This page should not be detached from the letter of appointment when
returning the second copy.
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APPENDIX II (H)

SPECIMEN LETTER OF APPOINTMENT TO
POSTS IN ACADEMIC SUPPORT STAFF

1. I have pleasure in informing you that the Council of the University, acting in
pursuance of the powers vested in it by Section 71(1) of the Universities Act

No.16 of 1978 as amended, has appointed you to the post of ................ in the
Department of ................ , Faculty of ................ , University of ................
with effect from ........cocoeeinninii This appointment may be reviewed by the

University Services Appeals Board under Section 86 of the aforesaid Act.

2. You are bound to serve either in the University Grants Commission or any
Higher Educational Institution or Institute that has been set up under the
aforesaid Act or any such Higher Educational Institution or Institute that will be
set up in future. In terms of Section 78 of the aforesaid Act, you are liable to be
transferred within the University System.

3. The post is permanent. Unless your appointment is terminated earlier, you will
be on probation for a period of three years/one year (as applicable) reckoned
from the date of assumption of duties and until such time as you receive a letter
confirming you in your appointment. Your service can be terminated at any
time during the period of probation without assigning any reason whatsoever
after having given you one month’s notice or one month’s salary in lieu of such
notice. Under such a termination of service you will not be entitled to any
compensation.

4. You should acquire a working knowledge in one of the official languages (i.e.
either Sinhala or Tamil) during the period of probation and your confirmation
in the appointment will depend, inter alia, on the passing of the prescribed
proficiency tests either in Sinhala or Tamil.
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If you fail to fulfill the pre-requisites for confirmation in the post that will result
in your probationary period being extended and your increments being
suspended. If during the first six months of such extended period you are
unable to fulfill the said requirements the suspension of the increment will be
converted to a stoppage/deferment of the increment.

You will be required to pass, a confirmation test relating to the following areas
during the period of probation;
(@)  Legislation pertaining to University Education and Labour Laws
(b)  Ordinances, By-Laws, Regulations and Rules pertaining to Higher
Educational Institutions/ Institutes
()  Administrative, Disciplinary and Financial Procedures of Higher
Educational Institutions

If your services are unsatisfactory while you are on probation and/or you fail to
reach the requisite standard of proficiency either in Sinhala or Tamil, you are
liable to be discontinued from service at any time during such period of
probation or at the end of it.

If your services during the period of probation have been satisfactory, if you
have reached the requisite standard of proficiency and if you have satisfied the
other conditions stipulated in the letter of appointment you will be confirmed in
your appointment at the end of the period of probation.

This post carries the salary scale of U-AS ............ Rs. .o per month.
You will be placed at the initial salary point/ appropriate salary point (where
applicable) of this salary scale with effect from the date of assumption of duties.

You are required to complete the Efficiency Bar requirements on completion of
03 years/ 07 years (as appropriate) of service in that post from the date of
appointment to the post concerned having earned all the increments and pass a
written examination on the following areas;

(@) Matters relating to the work performed

(b)  University affairs in general with Administrative, Disciplinary &
Financial Procedures of Higher Educational Institutions

(c) English Language

AND

Pass a Viva-Voce examination/ Structured Interview.
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You are bound by the provisions of the Universities Act. No.16 of 1978, as
amended and by any Ordinances, Regulations and Rules etc., made thereunder
by the University Grants Commission/Higher Educational Institutions/Institutes
or by any Orders or Laws that will be promulgated by the Democratic Socialist
Republic of Sri Lanka, in so far as they are applicable to you.

You will be required to subscribe to the conditions that you will conform to the
provisions of Chapter IV of the Constitution of the Democratic Socialist
Republic of Sri Lanka and any other Laws, Regulations or Rules that may be
made from time to time to give effect to the Language Policy of the
Government.

You should submit a certificate of physical and medical fitness from a
University Medical Officer on the prescribed form before completion of one
month of service. If you are not certified as physically fit to serve in any part of
the Island, your appointment will be terminated. The expenses incurred in this
connection will not be reimbursed by the institution to which you are attached.

In terms of Section XII of the aforesaid Universities Act, you will be required to
contribute to the Universities Provident Fund by means of monthly deduction
from your salary an amount equal to ten per centum (10%) of your earnings and
the University will in addition, out of its funds, contribute at the same time a
sum equal to fifteen per centum (15%) of your earnings. Out of the above 15% of
the earnings contributed by the University from its own funds, 8% of the
earnings will be credited to the Pension Fund and 7% of the earnings will be
credited to the Provident Fund.

The employees who will not be able to serve twenty years or more in the
University System from the date of appointment to the compulsory age of
retirement will not be contributed to the University Pension Fund and such
employee will not be a member of the University Pension Fund.

Three per centum (3%) of your total earnings will be contributed by the
Commission/ Higher Educational Institution to the Employees” Trust Fund in
terms of the provisions of the Employees” Trust Fund Act No.46 of 1980.

You will be required to enter into an Agreement with the Commission/Higher
Educational Institution/Institute before assuming duties. A copy of the
agreement form will be made available to you by the Head of your institution.

The appointment may be terminated by giving one month’s notice by either
side or on payment of one month’s salary in lieu of such notice.
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19. You are required to take the Oath or Affirmation of Allegiance in terms of
Section 165 of the Constitution of the Democratic Socialist Republic of Sri Lanka
immediately after you assume duties. You are also required to take and
subscribe or make and subscribe the Affirmation or Oath as provided for in the
Seventh Schedule in Section 5 of the Sixth Amendment to the Constitution.

20. You should submit originals of your birth and educational certificates, to the
Head of your institution for reference and return, before assuming duties. If it is
proved that there are any discrepancies in the birth or educational certificates
submitted by you, your services will be terminated without any notice or
compensation.

21. Please acknowledge receipt of this letter and confirm that you accept the
appointment on the terms and conditions set out above by signing the letter of
acceptance given at the end of the second copy of this letter.

Yours sincerely

Vice Chancellor

Cc: 1. Dean of the Faculty ..............
2. Head of the Department
3. Librarian
4. Bursar
5. University Medical Officer
6. Auditor General
7. Personal File

LETTER OF ACCEPTANCE
Vice Chancellor

Thro” Dean, Faculty of ...............coo
Head, Department of.................oooooii,

I accept the appointment on the terms and conditions specified above.

Signature

e This page should not be detached from the letter of appointment when
returning the second copy.



573

APPENDIX III

SPECIMEN LETTER OF APPOINTMENT ON PROMOTION TO
A POST IN THE EXECUTIVE GRADE

. Thave pleasure in informing you that the University Grants Commission, acting
in pursuance of the powers vested in it by paragraph (ii) of Section 71(2) of the
Universities Act No.16 of 1978 as amended, has appointed you on promotion to
the post of ..cccvevvniniiiinininnn. in the service of the Commission and of the
Higher Educational Institutions/Institutes with effect from ........................
This appointment may be reviewed by the University Services Appeals Board
under Section 86 of the aforesaid Act as amended.

. You will until further notice, be attached tothe ................ccoiiiiiiiiiiin.

and are liable to be transferred under Section 78 of the aforesaid Act as
amended. You are bound to serve either in the University Grants Commission
or any Higher Educational Institution or Institute that has been set up under the
aforesaid Act or any such Higher Educational Institution that will be set up in
the future.

. The post is permanent. Unless your appointment is terminated earlier, you will
be on probation for a period of one year reckoned from the date of assumption
of duties and until such time as you receive a letter confirming you in your
appointment.

. Your services can be terminated at any time during the period of probation
without assigning any reason whatsoever after having given you one month’s
notice or one month’s salary in lieu of such notice. Under such a termination of
service you will not be entitled to any compensation.



10.

11.

o574

If your services are unsatisfactory while you are on probation, you are liable to
be discontinued from service at any time during such period of probation or at
the end of it.

If your services during the period of probation have been satisfactory and if you
have satisfied the other conditions stipulated in the letter of appointment you
will be confirmed in your appointment at the end of the period of probation.

If you fail to fulfill the pre-requisites for confirmation in the post that will result
in your probationary period being extended and your increments being
suspended. If during the first six months of such extended period you are
unable to fulfill the said requirements the suspension of the increment will be
converted to a stoppage/deferment of the increment.

You will be placed at the appropriate salary step of the applicable salary scale
(U-EXeuiiiiiiiiiiiien ) with effect from the date of assumption of duties.
Accordingly you will be placed at the appropriate salary step in the said salary
scale by the institution to which you are attached. In addition you will be paid
the cost of living allowance and other approved allowances applicable to the
post.

You are bound by the provisions of the Universities Act. No.16 of 1978, as
amended and by any Ordinances, Regulations and Rules etc., made thereunder
by the University Grants Commission/Higher Educational Institutions/Institutes
or by any Orders or Laws that will be promulgated by the Democratic Socialist
Republic of Sri Lanka, in so far as they are applicable to you.

You will be required to subscribe to the conditions that you will conform to the
provisions of the Chapter IV of the Constitution of the Democratic Socialist
Republic of Sri Lanka and any other Laws, Regulations or Rules that may be
made from time to time to give effect to the Language Policy of the
Government.

In terms of Section XII of the aforesaid Universities Act, you will be required to
contribute to the Universities Provident Fund by means of monthly deduction
from your salary an amount equal to ten per centum (10%) of your earnings and
the Higher Educational Institution will in addition, out of its funds, contribute
at the same time a sum equal to fifteen per centum (15%) of your earnings. Out
of the above 15% of the earnings contributed by the University/Institute from its
own funds, 8% of the earnings will be credited to the Pension Fund and 7% of
the earnings will be credited to the Provident Fund.
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The employees who will not be able to serve twenty years or more in the
University System from the date of appointment up to the compulsory age of
retirement, will not be subscribed to the Universities Pension Fund and such
employee will not be a member of the Universities Pension Fund.

Three per centum (3%) of your total earnings will be contributed by the
Commission/Higher Educational Institution/Institute to the Employees Trust
Fund in terms of the provisions of the Employees Trust Fund Act No. 46 of
1980.

You will be required to enter into an Agreement with the Commission/Higher
Educational Institution/Institute before assuming duties. A copy of the
Agreement form will be made available to you by the Head of your institution.

This appointment may be terminated by giving one month’s notice by either
side or on payment of one month’s salary in lieu of such notice.

You are required to take the Oath or Affirmation of Allegiance in terms of
Section 165 of the Constitution of the Democratic Socialist Republic of Sri Lanka
immediately after you assume duties. You are also required to take and
subscribe or make and subscribe the Affirmation or Oath as provided for in the
Seventh Schedule in Section 5 of the Sixth Amendment to the Constitution.

Please acknowledge receipt of this letter and confirm that you accept the
appointment on terms and conditions set out above by signing the letter of
acceptance given at the end of the second copy of this letter.

addition, conditions applicable to other Posts shall have to be incorporated in
Letter of Promotion, as appropriate to that particular Post).

Yours faithfully

Chairman

Cc.

1. Vice-Chancellor/Rector/Director of the HEI to which he has been posted
(if applicable)

2. Registrars of both institutions (if applicable)

3. Accountant/ UGC

4. Bursars of both institutions (if applicable)

5. Auditor General
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LETTER OF ACCEPTANCE

The Chairman
University Grants Commission

Thro’ Vice-Chancellor/Rector/Director

Signature Date ...........oooiinni.

e This page should not be detached from the letter of appointment when
returning the second copy.
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APPENDIX VI (A)

INCREMENT CERTIFICATION FORM FOR ACADEMIC STAFF

UNIVERSITY OF ceuiiiiiiiiiiiiiiiniiitteniieeennsesanssssssscsssssscnnns

To: Head/Dept.of ...........ooooiiiiini, (hoveeneieneienens )

The annual increment Of .......ooviiiiiiiiii e, isdueon ......ooevvenn... .
Please report on his work and conduct in this form and also state whether you
recommend his increment and forward this form to the Vice-Chancellor/ Rector/

Director through the Dean of the Faculty.

Date:
Deputy Registrar/ Senior Assistant Registrar
Establishments
INCREMENT CERTIFICATE
01. | Name
0 Present appointment and date of
" | appointment to this grade
03. | Date of first appointment
04. | Department/ Centre/Unit
U-ACRs.
05. | Salary scale and present salary step R
s.
06. | Date of Increment
07. | Amount of Increment Rs.
08, New salary step with the annual Rs.
increment
Type of Leave Duration
09 Details of Leave taken during the

incremental period

Prepared by: Date:




586

Snr. Prof./ Prof./Dr. IMr./MS. ...ooviiiiiiiiiiiiiiiiiieiann,

Department of

Please be good enough to complete the Self-Evaluation Report given below and

return to me within two (2) weeks to be considered for granting your annual

increment.

Date

No. Description

1 Lectures
conducted

2 Tutorials
conducted

3 Practicals
conducted

4 Student projects
supervised

Self-Evaluation Report (SER)

Undergraduate Courses Postgraduate Courses
(Number of Hours) (Number of Hours)
Per week Per Year Per week Per year
Undergraduate Postgraduate
(Number of Projects) (Number of Projects)

(Please attach a separate sheet if space provided for Section 5 to 9 is not adequate)

Research
carried out

Research
Publications
and scholarly

work

Participation at
Seminars,
Conferences
etc. and
presentations
made

Administrative
duties
performed

a

0 oo AN | g0 a0

o

(¢]

o N o e
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Special
contribution
9 | rendered to the
Department/
Faculty

Any other
special services

10 rendered to the

o oan | o 0N | o

University

I certify the above particulars furnished by me are true and correct.

Date Signature of the Staff Member

Dean, Faculty of ...........ccccevunennnnne.
My observations and recommendation with respect to the annual increment of the above member
of staff are given below for your consideration and recommendation.

1 | Performance

2 | Conduct

Any other observations

3
and comments

4 Whether increment is
recommended or not

5 Reasons if the increment

is not recommended

Date Signature of the Head of the
Department of .......ccceeeenenenrenenenee.
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Vice-Chancellor,
My observations and recommendation with respect to the annual increment of the above member

of staff are given below for your consideration and approval.

1 | Observations & comments

Whether increment is
recommended or not
Reasons if the increment
is not recommended

Date Signature of the Dean of the Faculty

Deputy Registrar/Senior Assistant Registrar/Establishments
The annual increment of ........ccnveenneennreonses is approved/not approved.

Date Signature of the Vice-Chancellor
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APPENDIX VI (B)

INCREMENT CERTIFICATION FORM FOR ACADEMIC SUPPORT STAFF
To: Head of the Department/Division/ Centre/Unit
The annual increment of Mr./Mrs./MS. ..ccovviiiiiiiiiinnnn... isdueon......... (Date)
Please report on his/ her work and conduct in this form and also state whether you
recommend his/ her increment and forward this form to the Chairman/Vice-

Chancellor/Rector/Director through proper channel.

INCREMENT CERTIFICATE
PART 1

01. | Name

02. | Date of First Appointment

03. | Present Post and Date of
Appointment to that Post

04. | Department/ Division/Centre/Unit

05. | Salary Scale and Present salary Rs.
Step Rs

06. | Date of Increment

07. | Amount of Increment Rs.

08. | New salary step with the annual
increment

09. | Whether grant of increment

depends on passing of an Yes/No/Not applicable
Efficiency Bar
10. | Leave particulars during the g > >
— o ]
previous and current year =] g i ; ~ E
~ | S| F | 2 12|38
Prepared by: Senior Assistant Registrar/ Establishments

Date: Date:
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PART II

SELF ASSESSMENT TO BE COMPLETED BY THE EMPLOYEE

Task

Assessment

3

Composite rating -

Assessment is done on a scale
0

10

0 - Lowest
10 - Highest

(Composite rating is an average of the
total number of tasks)

NOTICE: Areas to be assessed by the
appraiser on each of the jobs are :

1.Performance of the tasks on timely basis

2.Professional ~manner of handling
situations

3. Being innovative

4.Quality of presentation

5.Team work
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PART III

Report of Head of Department/Division/Centre/Unit regarding the work and conduct
of the employee.

Please mark in the appropriate box

1 Evaluation
Very

Excell
Xxcellent Cood

Good | Satisfactory | Poor

a) Work and conduct

b) Application to work

c) Output and quality of work

d) Reliability without supervision

e) Responsibility

f) Relation with colleagues

g) Dealing with students, staff and
the public

h) Leadership

a) Commendations during the
incremental year

2
b) Punishments during the
incremental year
3 Comments on the self-evaluation of

the employee under part II

Suggestions for training and skills
4 | development of the employee or
other suggestions
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Whether the increment is
recommended or not recommended

(give the reasons if not
recommended)

Date:
Signature of the Head of the Department/
Division/Centre/Unit

Chairman/Vice-Chancellor/Rector/Director

Increment is recommended/ not recommended

(Give reasons if not recommended)

Date: Signature of the Secretary(UGC)/
Dean Faculty of ..................o /

Registrar/Librarian

Increment Approved/ Not Approved

(Give reasons if not approved)

Date: Signature of the Chairman/
Vice-Chancellor/Rector/Director
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11.

12.
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APPENDIX VI (C)

INCREMENT CERTIFICATION FORM FOR EXECUTIVE GRADES OFFICERS

PARTI
[To be filled by the SAR/DR (Establishments) or SAS/DS (Personnel-UGC)]

Date of Appointment to the present post: ..........cccccviiiiiiiiiiiii,
Salary SCAle: RS....c.ooiiiiiiiiiiiciiicce s
Present Salary Step: RS. ..o
Date of INCIemMEeNt © ......c.couiviiiiiiiiiiii e
Value of Increment: Rs. .......cccoiiiiiiiiiiiiiiic e
Present salary plus increment due : Rs........ccccccoovviiiiiniininiiiicce,
Period of Evaluation : ...
Whether E.B. passed (If applicable) :........cccocoviriiiiiiiiiiiiciicccnee

If the officer has been warned, punished or commended during the period under

appraisal give details:

Leave particulars of past two years and the current year:

Year Casual Balance Vacation Balance No Pay
Available Available
Date: Signature of the SAR/DR

(Establishments) or SAS/DS (Personnel-UGC)
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PART II

1.1  SELF-ASSESSMENT (To be filled by the employee)

TASKS

ASSESSMENT

2 3 4 5

Composite rating

Assessment is done on a scale-

0 10

1234567829

0 — Lowest
10 — Highest
(Composite rating is an average of
the total number of tasks)

NOTE: Criterion on which the employee would be
assessed on each of the tasks:

SARE ol I

Performance of the tasks on timely basis
Professional manner of handling situations
Being innovative

Quality of Presentation

Team work
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11.2 (To be filled by the Supervising Officer)

TASKS ASSESSMENT
1 2 3 4 5
b.
b.
C.
d.
e.
f.
Composite rating NOTE: Criterion on which the employee would be
assessed on each of the task:
Assessment is done on a scale -
1. Performance of the tasks on timely basis
0 10 2. Professional manner of handling situations
| | 3. Being innovative
1234567829 4. Quality of Presentation
5. Team work
0 — Lowest
10 — Highest
(Composite rating is an average of
the total number of tasks)




Others, if any USSR

Under each of the activity, mark the figures on the scale.

eg: if an employee receive a rating of 6 on the scale against the criterion 3 (i.e.,
being innovative) on the TASK-3, s/he should be marked 6 in respect of TASK - 3.
The average of all TASKS will be the composite rate.

3 If the composite rating is three or less or eight or more the Supervisor must justify:

4 Suggestions for training and skills development of the employee or other
suggestions:

Date: ....cooiiiii
Signature of Supervising Officer

PART Il1

(To be filled by the person being evaluated)

1. Comments on the evaluation (if any):
2. Employee’s suggestions for improving the Department/Division/Office:

3. Specify contributions made by self during the year (if any) in addition to the
assigned tasks

Date: ....oooiiiii
Signature of Employee
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PART IV
(To be filled by the Supervising Officer)

1. Comments on 1 of PART III:
2. Comments on 2 of PART IlI:
3. Comments on the attendance during the year:

Annual increment recommended/not recommended.

(If not recommended, give reasons)

Date: .......covviiiviiinnnn.
Signature of Supervising Officer

PART V
Recommendation of the Secretary (UGC)/Registrar/Secretary (University College)
Annual increment recommended/not recommended.
(If not recommended, give reasons)

Date: .......covviieiiinnnn.
Signature

PART VI
Approval of Chairman/ Secretary of the UGC/ Vice-Chancellor/Rector/Director (as
appropriate)
Annual increment is approved/Not approved.
(If not approved, give reasons)

Date: .....ocovviiviiinnn.
Signature
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SCHEDULE-III
CONDUCT OF EXAMINATIONS — (UNDERGRADUATE)

(1) (2) (3) 4) (5) (6)
Duration of Paper Supervisor Invigilator Technical Hall Lab
Officer Attendant Attendant/
(Staff/Lab.) Works Aide
Lab. Att.
For single 3 hour session or less 1000/= 600/= 300/= 250/= 200/=
Over 3 hours rate additional hour(s) 300/= 200/= 100/= 55/= 70/=

O
One Works Aide attached to the Examinations Division shall be paid at the rate of Rs. 120/- per day, during

the examination for assisting.

NOTE:

(@) When the services of Lab. Attendant / Technical Officer are obtained to conduct Clinical/ Oral/ Viva-Voce
Examinations, the rates specified in Column 4 of Schedule III, should be applicable.

(b) When Hall Attendants are engaged in work connected to examinations outside normal hours, they shall be
entitled to overtime in addition to the rates specified in Column 5.

The rates specified in Column 4 & 6 shall be a composite fee: i.e. preparatory work, work during the

examination and after.

(c) When Hall Attendant /Lab. Attendant/ Technical Officer is required to work on a Saturday, Sunday or a
Public Holiday, he may be paid overtime or the rates specified in relevant column whichever is higher,

& c
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APPENDIX X
SPECIMEN OF THE OVERTIME VOUCHER

= = P NEE - p - o eE 35 @
GHE TYD) DUOTE Cuow s Cpa 2mH 556G OVERTIME VOUCHER Gurg 35 o

& AEw B/ oreyinHwaf Hmed A Authorisation General 35 a
/ o B (A4* ST, & E.) 1/76
1. (8) @dcPoded o8 (20) 68 2@ (Internet Version)
(2y) Ganupueardles Quwri } ———————————————————————————————————————————————————————————————————————— (o) Ligeics Guuant }
N. £ Clai t » 50 AT i
fa) ame o aiman (b) Designation
2 . et ddomed @ 3 . coP® wiEod
Garres odrun B ,,,} e P } ...............................................................
Place of Work Pay Unit :
4. @nf> D= O 5. oo gSooc ooty O
wrsd Fibuenth } .................................................................. oG Huires Binew B Bmg &b % ........................................
Salary per month Rs. Overtime Rate per hour Rs.
6. me un gBmoc B 88a¢ Sudnd| GruwBaiedigw CweFsBrT Baseer LB afugi / Details of overtime work to be performed -

edm - ghmoe gmPm S5e® T gounm cxgwed X ¢05 28Ded¢ed 3 DosiSa emell SEw etz Seubed §000ms e emel,

(¢f-21/ a)_ t;;,"# b) (@ @/ ) (egg)m/ )
= = 0O 2 . - & ‘A
=oc 8 FEY PR B e @ O e Semes FBmoc sexn Hee et HeloSwosd
.;Ta:n‘::l s OS> 885 Bdms griess et 2348 08
@ Bporih N Gire . . B i
erio: oGy Bl | bJLL' Guads Gpr Garmauiiss GLImg LpDOIIGLD Boevdla B Basner BeDILDHSHESLD
MY OB EFLIL L Gauedorig w1 Gavemevuiies g @i inipth e s b 2GBTS LB NS HSGEUITILILPD LG GUIuIHLD
80 | emden | wehsHumenizen " e s ST e e Signature and Designation of Officer
. Description and units of work & Jesig .
WpSEeD | aucm T No. of hours to be completed authorising overtime
Form To overtime allowed

@) GG [y ymiL=a b [B.Approval

7. gLz =36 S aBmoc O BEaq Bedmnd| Goevgla Bpo Bawmew aiflirmiser/ Details of overtime work done -

(e|-=2/a) (ap]a,/ b) (ay@/ <) (g / e} (@le/e) (326 /f)
@D @8 foeml O 26 8 o> o>
o Time o o D8 Bedmda o 5‘?’? D BenBuoed grfes
B a5 oo | e B Baucevulicsr aflLi b m}};:“‘::;‘;;nw .yglu,,a;'a b &_J;_dﬂ:-‘?u."l
Date et B Description of Work PR S HAGH EGUITUILID
y To No. of hours No. of Units of Signature of approving
From work completed officer
Bud®» cco »r conden s
........................................................................................................................................................................... ¢S o P oo 2@
ool oBe0 odend.
...................................... wrremnenn e e RGBS GBI FUBLIEST LOTESID
wpemmwasayh AUDLILIL LG ses
........................................................................................................................................................................... el e A 3DeH
.......................................................................... e n e e e s s ae s ssnssaeeeseeseneeeseoe- | | am personally satisfied that
the overtime has been actually
.................................................... . RS ) e . R wefseeseerense sl a0 faicly earned.
S| Gwrgsw | Total
8. ad ¢ 8gc LODoes’ o goemeSs’
Qanib G@nens siap kg dselab oresusens } R
Amount claimed in words and figures
9. eCcBnded afom
BET(BLIGITISH enEGUITLILILD } ................................................................................................. e
Signature of Claimant 2L 7 2 O,
H- 022255(2004/10) § co0 ddcd Geen cgmobnc@=ind Date
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@ e, Asr®uuerey /C. Payment 11. £886 g

10. eqmobmelsind B HIFE e b
Flomess diaenth } Voucher No. -
Department
12. co@0 Acw: GBsoxy eoa
Qunpenadans HLaaTD : Canemar Fa 12. (a) oot g0 e
Authority for Payment : File No. - Lidia @ S S S R S S S e S
- > < 5 Folio No.
13. S 088mGon|Gsaaiant g /Expenditure Classification -
g = s
5 h 3 @ & Tena
eedtn Dot 3. a9, é %, Toral
B s §RE| .9 43 E 32
; = 3 - &
Nature of Service 3 2% g ] é ‘g_ 5 n§ g = G8od @
x%%E 2,58 238 s 35 93% St “Bih
= a =
B AT | &% S5 | e | Feo Rs. cts

@ oljupmy & Ggrens/ TOTAL DEBITS ..

14. qf) 5068 8803 gemost 80 Ace/ aaraig syfaikbsiel

yspanen o Haapin/Authority for deductions, if any - G Bedmdejaipey afium /Credit Particulars

15. e0Ba @wn @l @ecl/Gar@iusney Goun Sarsng w Bgu Ggrams/ Net amount Payable ...

16. 28l =dn Heobwed ados s
Gaarsmar LTNTE@th B &HBunsSsMedt evaGuimILIh } Py
Signature of Checking Officer Date

17. @sed pdoBn qe® 00l gpe coxnic oy 80 Scan cvSn gnd, ool cddy DR oo BE =88 ace P gnd ¢f 50, ¢ o
E ... 20D® ebam8| 85580c0 cpme A0 wolndes 0T cvds 8.
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I certify from personal knowledge/ from the certificates in the relevant files/ overleaf that the above services/ works were duly authorized
and performed and that the payment of Rupees.........cccooevivviiicciiniinicicicnsiennee. and cents ..o.ooccciiviivenee. 18 in accordance with regulations/
contract/ fair and reasonable.

T we® snfn ade Bcllued griam v mmd.
Hab i Qeevaien geng o0 FUILBGSD 2 SEBun 56 HNeh soSBunnigpth Lgaiu
Date Signarure and title of the officer certifving Expenditure

18. coB80 gmPm wdo> 8 /GenBusre Gruaigng annd@steteniin g /Passed for Payment

Q) BB Date ¢ oot oo 00 BoRSEmEPUITLILLD LT
Signature and Designation.
19. solin ¢ Bpted sme 20. 830 w208 coldl 58 wddsd glen 3
Qanhds sndaneme Fev. R B i FebauemmLy LW & halinbg GenbE@l % g Fnmnidls @uumf
j— Signature of Shroff if paid from Petty Cash

Paid by cheque No.

21. gom temsd modes enets’ 20 =g ®e £5 2%
[07, % o R R e —. ) = G

BBy @ErGLeT aid KETd G QETEE EBLIT e snssnainessinniaes FED 8 200 BD BEIE cinvivicsiissinssns s T Sth

. Bes QUi 1y @i et Busir .,

Received this.

. day of... .20 in payment of the above account the sum
of Rupees.... S S S O RE S S et s B TIO R TR oo ey o i e e
SIS T f
2 cod8® Easowed efem/PuaBt eatwirlunb/ Signature of Pavee.

SomD - gBmac O 2008n BE80 end 7" emnde ol¥nlia e Yl (Tom® “g0” emided T ool me gn gnd gnEn ndm Belolmed gwom
oomi® canen W,

GO0y - BuaiaBrr Baleme: BB KIS, (LpesTear T “9" g ) B & Barsw(Bith. -"%“ 7 g d Fempih BoCH Ll (B -~ EEETTLh aupmiEth & GEN3uiT . g %P6
enEEWTLIUILD Guplint. Baeta(hilh.

Naote - Section A should be completed before overtime work commences. Section. B-7 should be entered daily and the signature of the approving officer obtained daily.
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APPENDIX XI (A)

Ref. No.

(Reference Number of the agreement of the

person concerned should be his personal

file number)

FORM OF AGREEMENT TO BE SIGNED BY TEACHERS/ OFFICERS/
OTHER EMPLOYEES PROCEEDING ON FULL-PAY STUDY LEAVE

(This form should not be amended without the approval of the University Grants

Commission)
AGREEMENT
THIS Agreement is made AND ENTERED INTO AT
........................ on this ....coevveieiei. .. day of
........................ Two Thousand and Nine BY and Between

the University of of

(hereinafter sometimes referred to as the University)

Of the One part and (1) ........oceveviinnnin. of (hereinafter
referred to as the said Teacher/Trainee) of the Other part.

(1) Full name of
of Teacher/
Officer/Other
Employee

WHEREAS the (2)
(hereinafter sometimes referred to as the Awarding Agency)
has awarded a Scholarship tenable for a period of (3)
(hereinafter referred to as
the prescribed period) to the said Teacher/Trainee to enable

him/her to undergo a course of study or training to obtain a
Ph.D/Master's Degree or to -obtain any other postgraduate
qualifications.

AND WHEREAS the University has agreed to grant the said
Teacher/Trainee (3) .......cocvvveveininen. tull-pay study leave on
the terms and conditions hereinafter set out to enable him/her
to undertake the said course of study on training.

(2) Name of the
Awarding Agency
(3)  Period
Leave

of

AND WHEREAS the said Teacher has agreed to accept the
said Scholarship upon the said terms and conditions and to

proceed to (4) ......oooveviiniiinin. for the purpose aforesaid.

(4) Country where
the study/training
is to be
undertaken.
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NOW this Agreement witnesseth and it is hereby agreed BETWEEN THE PARTIES

as follows:-

01. | That the University agrees to grant the said
Teacher/Trainee the said leave on full pay commencing on
........................ for the purpose of enabling the said
Teacher/Trainee to pursue the said course of study or
training at (4) ...............ol

02 | That the said Teacher/Trainee shall proceed to (4)
........................ as and when directed to do so by the
University and shall there diligently pursue during the
prescribed period, the course of study and or training
arranged for him/her by the Awarding Agency and/or the
University

03. | That the said Teacher/Trainee shall on arrival in (4)
........................ report himself/herself to the
person/persons nominated by/ or to the Administrative
Head of the Awarding Agency and shall carry out all
instructions which he/she may receive from time to time
from such person or persons as directed by the said
Awarding Agency and/or the University in regard to
his/her work.

04. | That the said Teacher/Trainee shall, during his/her stay in
(4) oo attend to whatever work the course
of his/her said study or training may involve and duly
comply without deviation with whatever instructions
he/she may receive in regard to his/her work, residence
and otherwise from the Awarding Agency.

05. | That the said Teacher/Trainee shall not, either pursue any
course of study or training for the purpose of obtaining or
obtain any qualifications and/or training other than those
prescribed herein during the prescribed period without the
previous written approval of the Vice Chancellor of the
University.

06. | That if at any time during the course of his/her study or
training the said Teacher/Trainee shall have worked on or

discovered any new process, technique or formula arising
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directly out of the facilities provided for him/her, he/she
shall forthwith disclose such process, technique or formula
complete with all details and send it under registered
cover to the (5) ...ccevvvviiiiiiiint, and shall at all times
keep and maintain complete secrecy on the subject until
the same is released by the Vice Chancellor.

(5) Designation
of Head of the
Institution (Vice
Chancellor)

07.

That the said Teacher/Trainee shall not demand, receive or
appropriate any fees or payments from the Authorities in
charge of his/her study and training for any work done or
services rendered by him/her during the period of the said
course of study or training. Should any such fees or
payments as aforesaid be made to him/her at any time,
he/she shall dispose of same as directed by the (5)

08.

That the said Teacher/Trainee shall during his/her stay in
(4) oo send to the (5) ....cocevvveviinnain.
periodical reports of his/her study and training certified by
the said Administrative Head of the Awarding Agency.

09.

That the (5) shall be at liberty to rescind this Agreement
and recall the said Teacher/Trainee at any time if

(a) THE SERVICE OF THE SAID TEACHER/TRAINEE
IS REQUIRED BY THE UNIVERSITY,

(b) The work and /or conduct of the said Teacher/Trainee
is unsatisfactory;

(c) illness or ill-health of the said Teacher/Trainee makes
him/her unfit or unsuitable to continue with the said
course of study or training;

(d) the said Teacher/Trainee fails to comply with the terms
and conditions herein set forth;

(e) the said Teacher/Trainee fails to send to the (5)

........................ the periodical reports of his/her

(f) the said Teacher/Trainee criticizes or makes offensive
or derogatory statements regarding the Government of
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(4) oo or of its people or customs. In
the event of the Awarding Agency forfeiting the return
portion of his/her travel grant for any valid reason the
said Teacher/Trainee shall himself /herself meet the
cost of his/her return passage to Sri Lanka.

10.

That the said Teacher/Trainee shall, after completion of the
said course of study or training in (4) ................een
forthwith return to Sri Lanka unless otherwise directed by
the (5) «evvvvviiiiiiiiiiin, and resume his/her duties
under the University in a capacity decided by the
University which decision shall be final and binding on the
said Teacher/Trainee and shall serve the University if so
required for a term of not less than a (6) ........................
from the date of resumption of duties by him/her as
aforesaid.

(6) Period of
Obligatory
Service

11.

That the said Teacher/Trainee shall, within three months of
resuming duties, submit a comprehensive report to the (5)
........................ incorporating what ever knowledge of
matters of general or specific interest to the University
which he/she has gained in the course of his/her said study
or training in (4) .........c.coeiiiinin. for the information of
the University.

12.

Any application made by the said Teacher/Trainee to the
(B) e for termination or extension of
his/her period the said course of study or training on the
ground of illness while in (4) ........................ shall be
supported by a certificate from a Medical Officer approved
by the (7) ...oovvniiiiiinnn.

)
Representative
of the Sri Lanka
in Country of
Study.

13.

In the event of any extension of the period of study leave
or training being granted to the Teacher/Trainee for any
reason whatsoever the said Teacher/Trainee shall continue
his/her study or training during the extended terms on the
same terms as herein contained and the provisions of this
agreement shall apply in all respects as though the
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extended period were originally included as part of the
period of study leave or training. It is agreed that the
Teacher/Trainee shall, in the event of any such extension as
aforesaid being granted, serve the University after
resumption of duties for such further period of
compulsory service he/she may be called upon to serve in
addition to the period of (6) ...............oceenin. years
already provided for herein.

14.

(a) That if the Teacher/Trainee resigns his/her Scholarship
or abandons his study and or training before the
expiration of its tenure for reasons which in the opinion
of the(®) ..ccovvvviviiiniiinnin. are not satisfactory he /she
will be deemed to have forfeited his/her right to all
benefits under this Agreement and shall become liable
to reimburse the University the full amount of expenses
incurred on him/her by the University and the
Awarding Agency in connection with the said
Scholarship up to the date of resignation and shall
make his/her own arrangements and meet the expenses
of his/her return passage to Sri Lanka.

(b) That if the said study or training facilities granted to
the said Teacher/Trainee be cancelled by the Awarding
Agency on account of his/her work and/or conduct
being unsatisfactory, or if the said Teacher/Trainee
shall be recalled under Clause 9(a), (c), (d) or (e) hereof
or if the said Teacher/Trainee shall fail to return to Sri
Lanka when directed to do so or if he/she shall fail to
resume duties under the University upon completion
or sooner determination of his/her said course of study
or training or if, after resumption of his/her duties
under the University, he /she shall fail to serve the
University for a period of at least (6)
................................. years from the date of
resumption by him/her of his/her duties as aforesaid or
if after resuming his/her duties as aforesaid he/she shall
resign his/her appointment under the University before
the expiry of the said period of (6)
................................. years or if he/she shall be
dismissed or removed from office before the expiry of
the said period (6) ..........cocoveiiiiiiiiiiini. years on
the ground of inefficiency or any other cause or if




620

before the expiry of the said period of (6)
................................. years, he opts to retire before
reaching the age of sixty or sixty five years as the case
may be or if he/she fails to comply with any of the
other terms of this Agreement, then the said
teacher/TRAINEE shall refund and repay to the
University the full amount of expenses incurred by the
University and the Awarding Agency on account of
this Scholarship.

Provided, however, if the said Teacher/Trainee so resigns after
having served at least one half (1/2) of the period of obligatory
service the said Teacher/Trainee shall pay on demand an amount
out of the said sum computed by the University on a prorate
basis. In the event of the said Teacher/Trainee fails to pay
immediately on demand the amount payable under this
Agreement then the said Teacher/Trainee shall, in addition to the
said amount, pay to the- University the interest on such interest
shall be calculated using simple interest method from the day
after the last date given for settlement.

15.

(a) In the event of the said Teacher/Trainee is becoming
liable to pay to the University any sum of money as
stipulated in clause (14)(b) hereof the said
Teacher/Trainee hereby expresses his/her agreement in
terms of Section 94 (c) of the Universities Act No. 16 of
1978 as amended by SECTION 49 of the Universities
(Amendment) Act, No. 7 of 1985, to the University
deducting and setting off from the balance lying to the
credit of the said Teacher/Trainee in his/her Provident
Fund the sum of money due to the University from the
said Teacher/Trainee or a part thereof if such balance is
insufficient to cover the entirety, in terms of this
Agreement prejudice to the rights of the University in
keeping with the annexure.

16.

Nothing herein contained shall be deemed to imply or be
construed to mean that the University shall employ or be
bound to employ the said Teacher/Trainee for the said
obligatory period of (6) ........................ years on
his/her return to Sri Lanka after the completion or sooner
determination of his/her course of study and or training.
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17. | It is agreed that a document purporting to be a statement
of accounts and purporting to be certified by or on behalf
of the (5) «.ovevvvviiiiiiinni. shall be prima facie evidence
of any of the matters referred to the Clauses 9,10,13 and 14
without further or other proof of its execution, contents or
signature thereon.

18. | The Vice Chancellor shall mean the officer holding the post

of or acting in the office of the (5) ........................ or
who for the time being is performing the functions now
exercised by the (5) ........................

19. | "Expenses"” shall include the amount of salary and
allowances paid to the Teacher/Trainee during the period
of course of study or training, the cost of passages, any
special allowances paid to the Teacher/Trainee while
undergoing the course of study and or training, medical
expenses and any amounts paid as fees, advances and
allowances to the teacher or trainee on the
teacher's/trainee’'s behalf for the said course of study and
or training.

IN WITNESS WHEREOF THE said parties have signed these presents at
........................ of this ........................ day of Two Thousand and Nine.

Signed by the ........................ acting herein for and on behalf of the University

in the presence of the following witnesses.

Signature

1. Signature : ..................l

Name s

Address ¢ oo,

2. Signature : ...

Name e,
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Signed by the said Teacher/Trainee in the presence of the following witnesses:

Signature of
Trainee/TEACHER

3. Signature : ...

Name s

Name s

CERTIFICATE
I certify that this Agreement was signed by the parties and the witnesses before me.

....................... Attorney-at-Law
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APPENDIX XI (B)

Ref. No.

(Reference

Number of the agreement of the

person concerned should be his personal

file number)

FORM OF AGREEMENT TO BE SIGNED BY TEACHERS/ OFFICERS/ OTHER
EMPLOYEES PROCEEDING ON STUDY LEAVE ON NO-PAY

(This form should not be amended without the approval of the University Grants

Commission)
THIS Agreement is made this ........................ day of | (1) Full name of
........................ Two Thousand and Nine between ( 1) | Teacher/Officer/
........................ (hereinafter referred to as officer) of | Other Employee
........................ (hereinafter referred to as (3| (2) Full name of
........................ ) Head of
his successors for the time being holding the office of (3) | Institution &
........................ acting for an on behalf of the University | Designation
(hereinafter referred to as the University) of the other part. (3) Designation
of Head of
Institution

WHEREAS the said officer has applied for (4)
........................ months leave on no-pay in the first instance
to proceed (5) .....ooiniiiiiiini, to enable him/her to pursue a
course of study or training in (6) ........................

AND WHEREAS the University has agreed to grant the said
Teacher/Trainee (4) .......ccvvvvieenaen. months, leave on no-
pay for the purpose aforesaid commencing on the day of Two

Thousand and Nine

04) (Period of
leave on no-pay)
(5) Country
where the study
or training is to
be undertaken.
(6)Course of
Study or training

Now this Agreement witnesseth and it is hereby agreed as follows:-

01 | The University agrees to grant the said Teacher/Trainee (4)
........................ months, leave on no-pay commencing

onthe ...........oceiinne. dayof ........oooiiini Two
Thousand and Nine for the purpose of enabling the said
Teacher/Trainee to proceed to (5) ..............coeevenen. and

there pursue a course of study or training (6)

02 | the said officer agrees
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(i) that he/she will diligently and without deviation
pursue the course of study or training for which
purpose the said leave on no-pay has been granted.

(ii) that he/she will not change his/her course of study or
training during the said leave on no-pay nor curtail the
course of study or training nor use any unexpired of
such leave on no-pay for any other purposes without
the prior sanction of the said (3) ........................

(iii) that he/she will on completion of the period of leave
on no-pay as aforesaid or on completion of the said
course of study or training , whichever is earlier,
forthwith return to Sri Lanka and resume his/her duties
under University in a suitable capacity, on the
suitability of which the decision of the University shall
be final and binding on the said officer and that he/she
will serve the University for a term of not less than (7)
........................ months from the date of resumption
by him/her of his/her duties as aforesaid.

7) Period of
obligatory
service
calculated in
terms of Sub-
section 16.15 of
chapter xii of the
Government
Establishments

Code

(iv) that, if he or she should fail to obtain the required
qualifications or if he/she should fail to return to Sri
Lanka on the expiration of the leave on no-pay granted
to him/her, or having returned to Sri Lanka he/she
should fail to resume duties under University as
aforesaid or if after resumption of duties under
University he/she should fail to serve the University for
a period of at least (7) .................ooon. months from
the date of resumption by him/her of his/her duties as
aforesaid or, if after resuming the duties aforesaid, he
/she should resign his/her appointment (3) under
University before the expiry of the said period(7)
months, or if he/she should be dismissed or removed
from office before the expiry of the said period of (7)
........................ months on the ground of
inefficiency or any other cause other than retrenchment
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or if he should fail to comply with any of the other
terms of the agreement, then he/she the said officer will
pay to the University the sum of Rupees (8)

lawful money of Sri Lanka.

(08)  Monetary
penalty

calculated in
terms of Sub

Section 5.2 of
Chapter XV of -
the Government
Establishments
Code

03

It is further agreed between the parties that the University
may in its absolute discretion upon application made by
the said Teacher/Trainee from time to time extend the
period of leave on no-pay. Provided, that where the period
of leave on no-pay is so extended the minimum period by
compulsory service after resumption of duties and the
amount payable by the said Teacher/Trainee in the event
of default in terms hereof shall be proportionately
increased to such further period and to such enlarged
amount as the University may determine.

04

It is agreed that where the period of leave on no-pay is so
extended and the minimum period of compulsory service
and the amount payable by the said Teacher/Trainee in
default is so increased this agreement shall be read and
construed as though the aggregate period of leave on no-
pay and the aggregate period of compulsory service and
the aggregate amounts payable by the said
Teacher/Trainee were inserted in the appropriate clauses
of this agreement in place of the periods and amounts now
appearing therein

05

That nothing herein contained shall be deemed to bind the
University to employ the said Teacher/Trainee for the said
period of (7) .......oooviiiiiii.
to Sri Lanka after the completion or sooner determination
of his/her leave on no-pay.

months on his/her return

06

It is agreed that a Certificate by or on behalf of (3)

shall be prima facie evidence of any of
the matters referred to in clauses 2,3 and 4 above without
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further or other proof of the contents or the signature
thereon.

07 | Vice Chancellor shall mean the officer holding the post of
or acting in the office of (3) ........................ for the time
being is performing the functions now exercised by (3)

Note:

(1) Where a Teacher’s/Trainee’s period of leave on no-pay
is extended beyond the original period stipulated in the
Agreement, the period of obligatory service and the
monetary penalty should be proportionately increased.

(2) The Teacher/Trainee should be notified of the
increased period of obligatory service and of the increased
monetary penalty at the time, the extension of leave is
granted, and his/her consent thereto obtained in writing
and filed of record along with the agreement.

In witness whereof the said parties have signed these presents at this

........................ dayof ........................ . Two Thousand Nine

Signed by the said (2) ........................ for and on behalf of the University in the

presence of the following witnesses.

Designation ...............coo
Witnesses (1)

Signature: ............oooiiiii

Address: «oovoee

Witnesses (2)
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Signed by the said (1)...........ccoooiiiii in the presence of ...............

Signature:
Witnesses (1)

Signature: ............ococoii

AdAress: ..ovveeeee e

Witnesses (2)

CERTIFICATE

I certify that this agreement was signed by the parties and witness before me.

Attorney- at -Law
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APPENDIX XI (C)

Ref. No.

(Reference Number of the agreement of the

person concerned should be his personal

file number)

FORM OF BOND TO BE EXECUTED BY OFFICERS/
TEACHERS/OTHER EMPLOYEES PROCEEDING ON FULL-PAY STUDY

LEAVE

(This form should not be amended without the approval of the University Grants

Commission)

SURETY BOND

KNOW ALL MEN BY THESE PRESENT THAT-

We, 1)
............... Of
.............................. as Principal Debtor and
(2) e

)
............... and (2)
)

(1) Full name
of Teacher/
Trainee

(2) Full
names of
Sureties.

as Sureties (all hereinafter some-times collectively referred to as the
obligors) are jointly and severally held and firmly bound into the
University of in the sum of Rupees 3)

lawful money of Sri Lanka to be paid on demand to the University
Of i for which payment to be well
and truly made, we the obligors for ourselves and each of us and
our respective heirs, executors and administrators do hereby bind
ourselves jointly and severally firmly by these present we, that the
said (2) and
............................................ as Sureties, as aforesaid, hereby
renouncing the Beneficium Ordinis Divisionis et Execussionis and all
other the benefits privileges and exceptions to which sureties as

(3) Monetary
penalty
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such are by law entitled; the force and effect of renouncing which
have been explained to us and each of us by our Attorney-at-Law
Mr. and with which we hereby
respectively declare that we are now fully acquainted.

Dated at Colombo this ... day of

WHEREAS the said Principal Debtor in pursuance of an Agreement
dated at Colombo, thisS ......cccovviiiiiiiiiiiiiiiiiiia, day of
............................................ in the year Two Thousand and
Nine and entered into with the Vice Chancellor, University of
............................................ for and on behalf of the University
has agreed that the said Principal Debtor shall undergo a course of

study and or Training in (4) .........cooviviiiiiiiiiiii for a
period of ... as stipulated in the said
Agreement dated ...

AND WHEREAS in and by the said Agreement it was agreed that
the said Principal Debtor should with sureties approved by the
University of ..........ooooii enter into a Bond in
the sum of Rupees (3) ...coooviiiiiiiiiiiiii (Rs.
............................................ ) for the due and faithful
fulfillment by the said Principal Debtor of the terms and conditions
in the said Agreement contained.

AND WHEREAS the said (1) ...c.ovvviniiiiiiiiiiiiiieeee

have persued the said Agreement and have agreed to be sureties
hereto.

Now the condition of the above written bond or obligation is such
that if the said Principal Debtor shall faithfully fulfill the terms and
conditions  contained in the said agreement dated
............................................ and in the event of any breach of
the said terms and conditions by the said Principal Debtor, the said
Principal Debtor or the said (2) ...........ocooiiiiiiiii of
............................................ and
............................................ of

(4) Country
of Study
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............................................ shall pay to the University of
............................................ the said sum of Rupees (3)
............................................ (Rs.
............................................ ) then, this bond or obligation shall
be null and void but otherwise the same shall be and remain in full
force virtue and operation.

In Witness whereof the parties hereto have here unto set their hands
at Colombo

This c..ovii day of
............................................ in the year Two Thousand and
Signature of Principal Debtor: .................cooi
Signature of First Surety : ...
Signature of Second Surety : ...
Witness : 1. Signature : .............ooooiiii

A= 0 o U<

Address: ..oovveee i,

2.5ignature : ...
Name: oo
Address: ..oovveee i,

CERTIFICATE

I hereby certify that the meaning of privileges Beneficium Ordinis
Divisionis et Excussionis and the effect of renouncing the same were
duly explained by me to the within named sureties before the above
written bond was signed by them.

Attorney-at-Law for Surety
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APPENDIX XII (A)
GUIDELINES

PAYMENTS BY THE EMPLOYER IN RESPECT OF SHORT
TERM STUDY/TRAINING PROGRAMMES TO BE FOLLOWED
BY THE EMPLOYEES IN THE UNIVERSITY GRANTS
COMMISSION/HIGHER EDUCATIONAL INSTITUTIONS/
INSTITUTES (HEIS)

(1) An employee who is appointed to a permanent post and who has completed
at least one year’s service in that post is eligible to apply for course fees and
leave, if applicable.

(2) The short term study/training programme should be directly relevant to
his/her duties and/or a requirement for promotion/confirmation. The
nomination/application should be forwarded through the Head of the
Department/Division/Centre/Unit to the appropriate authority i.e. Leave
and Awards Committee.

(3) Payment should be authorized on behalf of an employee, only for one
study/training programme at a time. He/ She is eligible to receive payment
for another programme after successful completion of the programme for
which payment has already been made, depending on the availability of
funds.

(4) It will be the responsibility of the employer to limit the number of
nominations/awards, so that the smooth functioning of the Institution
would not be disrupted.

(5) Under no circumstances should the number released exceed 1/3 rd of
the number of employees in a particular
Department/Division/Centre/Unit at any given time if the study/training
programme has to be followed during working days/ hours.

(6) An employee nominated is required to enter into an Agreement to serve the
employer if the value of the study/training programme borne by the
employer amounts to Rs.50,000/- or more. The Bond value should be
calculated on the basis specified in the Schedule to the Agreement. The
value of the Bond mentioned in the Agreement is recoverable if the
employee fails to complete the study/training programme successfully
and/or fails to serve the employer, the obligatory period of service.
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(7) Progress Reports relating to the study/training programme should
be obtained, atreasonable intervals, to be determined by the employer
concerned, depending on the duration of the study/training programme.

(8) In the event the employee abandons the programme, he/she should
pay back to the employer, the Bond value as specified in the Agreement.

(9) In the event the services of the employee who has been granted leave
to follow the programme is recalled by the employer due to exigencies of
service, the Bond shall not be enforced.

(10) On the successful completion of the programme, the employee is required
to submit the certificate (if any) and a report to the employer through
the relevant Head of the Department/Division/Centre/Unit.

(11) In the event an employee is transferred/released to another Institution,
all obligations under the Agreement shall be transferred to the latter
Institution.

(12) The employer should at the time of approving the award be conscious of
the employee’s Provident Fund balance and ability to recover the bond
value, in the event the Agreement is violated by the employee. If the
Provident Fund balance is insufficient, the shortfall of the bond value
should be recovered as stated in paragraph 8 of the Agreement.

(13) The total cost of the study/training programme shall include all
expenses paid by the employer to the Training Institute and other
expenses such as traveling, lodging and meals etc. if borne by the
employer on behalf of the employee with regard to the short term
study/training programme mentioned in the Agreement.

(14)  “Alternative arrangements” mentioned in paragraph 8 of the
Agreement could be a Bank Guarantee, Surety Bond, Mortgage Bond or
an Indemnity Bond from a recognized Institution acceptable to the
employer.
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Method of Calculation of the Obligatory Period of
Service

The method of calculation of the obligatory period of service shall depend
on the full value of the study/training programme as given below;

(1) Up to Rs. 50,000/- - No obligatory period
(2) Rs. 50,001/- - Rs. 100,000/- -1 year

(3) Rs. 100,001/- to Rs. 200,000/- -1 Y2 years

(4) Rs. 200,001/- to Rs. 300,000/- - 2 years

(5) Rs. 300,001/- to Rs. 400,000/- -2 Vo years

(6) Rs. 400,001/- to Rs. 500,000/- - 3 years

(7) Rs. 500,001/- to Rs. 600,000/- - 3 V2 years

(8) Beyond Rs. 600,000/- - 5 years
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APPENDIX XII (B)

Ref. No.

(Reference Number of the agreement of the
person concerned should be his personal
file number)

AGREEMENT

PAYMENT OF FEES AND LEAVE GRANTED TO FOLLOW SHORT TERM
STUDY/TRAINING PROGRAMMES

This AGREEMENT is made on this ............. day of ........... year Two
Thousand and ................ by and Dbetween the University Grants

Commission/Higher Educational Institution/Institute or any successor entering
thereto (hereinafter referred to as the “EMPLOYER”) of the ONE PART and

(hereinafter referred to as the (name of the institution)

“EMPLOYEE”  which term  or  expression shall include the
SATd. .. evii of the OTHER PART.

WHEREAS the said EMPLOYEE has been selected for a study/training

programme 5 0

conducted by ... (hereinafter referred to as
“THE SAID INSTITUTION") to follow the said study/training programme on full
time/part  time basis for a period of ... years/months
from.......oooevviiiiiniiiin (hereinafter referred to as the “PRESCRIBED
PERIOD”).

AND WHEREAS the EMPLOYER has agreed to release the EMPLOYEE for the
said study/ training programme on full time/part time basis and to grant a sum of

Rs.......... to the EMPLOYEE being the total cost of study/training programme.

AND WHEREAS in case the EMPLOYER has agreed to grant paid leave to the
EMPLOYEE for the said study/training programme, the value of such leave
as described in the Schedule to this Agreement shall be a part of the cost of

the study/training programme mentioned above.
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AND WHEREAS it has been mutually agreed between the EMPLOYER and the

EMPLOYEE to enter into an AGREEMENT and it is hereby agreed as follows;

1. The said EMPLOYEE shall diligently attend the prescribed study/ training
programme during the prescribed period and shall submit to the
EMPLOYER a certificate of attendance from THE SAID INSTITUTION.

2. The EMPLOYER hereby undertakes to bear the cost of the study/training
programme titled above as determined by the EMPLOYER on behalf of the
EMPLOYEE who is entering into this Agreement with the
EMPLOYER.

3. The said EMPLOYEE hereby undertakes to complete the said course of
study/training programme successfully without any deviation within the
stipulated time period and to serve the EMPLOYER for a period
Of voiiii from ... after completion of the
study/training programme (hereinafter referred to as the BONDED
PERIOD).

4. The said EMPLOYEE hereby undertakes to repay the EMPLOYER the
total cost of the study/training programme and the value of leave utilized
(hereinafter referred to as the BOND VALUE) in the event of his/her
failure to complete the study/training programme or failure to comply with

the terms and conditions of this Agreement as follows;.

5. (1) (a) The total cost of the study/training programme borne by the
EMPLOYER and the full value of the leave utilized will be
recovered if the EMPLOYEE serves less than half of the
BONDED PERIOD.

(b) 50% of the cost of the study/training programme borne by the
EMPLOYER and 50% of the value of leave wutilized will
recovered if the EMPLOYEE serves at least half of the
BONDED PERIOD mentioned in paragraph 3 above.
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(c) If the EMPLOYEE serves more than half but less than the full term
of the BONDED PERIOD, total cost of the study/training
programme and the value of the leave utilized will be recovered

on a pro-rata basis.

The basis of calculating the total cost of the study/training programme and
the value of the leave utilized referred to in paragraphs 4 and 5 above is

described in the Schedule to this Agreement.

In the event the EMPLOYEE is unable to pay back the cost of the
study/training programme and the value of leave utilized as referred to in
paragraphs 4, 5 (a), (b) and (c) above, the EMPLOYEE hereby gives the
consent to recover such amount from the balance lying to the credit of the
EMPLOYEE in the Universities Provident Fund.

If the Provident Fund is insufficient to recover the full BOND VALUE as
stated in paragraph 7 above, the EMPLOYEE hereby agrees to make
alternative arrangements to pay the shortfall of the BOND VALUE to the
EMPLOYER as mutually agreed upon by the parties.

IN WITNESS WHEREOF the EMPLOYER has caused its Common Seal to be
affixed and the said Party of the ONE PART has set the hand hereunto and to
one other of the same tenor and date as these presents

At on this o day of
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The Common Seal of the
EMPLOYER was affixed hereto = oo,
in Presence of

Signature of the Chairman/Vice
Chancellor/Director

Signature of the
Secretary/Registrar

Witnesses to the above Signatories
1. Signature ................c

Signed by the within-named Party of the OTHER PART in the presence of
the following Witnesses:

.......................................... SIGNATURE OF THE EMPLOYEE

Witnesses to the signature of the EMPLOYEE

1. Signature ...
Name i [NICH....cccvvennn. ]
Address e,

2. Signature ...
Name .o [NICH#.....cccoeeeeate. ]

Address ..o
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SCHEDULE
(i) Definition of “cost of the study/training programme”

Full cost of the study/training programme shall include all expenses paid by the
EMPLOYER to the Training Institute and all expenses borne by
the EMPLOYER with regard to EMPLOYEES' travel, lodging and
meals in respect of the course of study/training programme
mentioned in the said Agreement.

(ii) Definition of “full value of the leave utilized”

Full value of leave utilized shall include salaries, allowances and any other
cash benefits paid to the EMPLOYEE by the EMPLOYER during the
period of leave specified in the Agreement.

(iii) Definition of “Short Term”

Any study/training programme, the duration of which is nine months or less.
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APPENDIX XIII
Guidelines for Staff Development Centres

1. Policy Framework

1.1 The UGC through the Standing Committee on Staff Development in Universities will
coordinate and regularly review staff development programmes implemented across
the UGC, Universities and Higher Educational Institutes and initiate progressive
improvements.

1.2 The UGC will spearhead a comprehensive staff development programme for all
university employees. This will be a collaborative endeavour between the centre
(UGC) and the periphery (Universities/Higher Educational Institutes). In this
arrangement, the UGC will establish a “Central Entity” as an apex unit called the
Human Resource Development Unit of the UGC (HRDU) to serve as the central
coordinating cum training unit that will link with the Staff Development Centers
(SDCs) of Universities/Higher Educational Institutes.

1.3 The HRDU at the UGC will be headed by a Director, with suitable postgraduate or
professional qualifications and expertise and experience in human resource
development and management. He/she will be appointed for a period of three years
on release/secondment basis from the university system or from outside on contract
basis. As the apex unit, HRDU will establish a Staff Training Centre (STC) to
facilitate staff training activities across the higher education sector and develop

.regulations that would guide operational procedures with respect to training,
governance and management of the STC.

1.4 The SDCs already established in the Universities with approval of the UGC shall
function as the SDCs referred to in this Circular. However, within next 6 months the
Universities shall undertake the reorganization prescribed by this Circular and report
to the UGC for approval.

1.5 Universities that have not established Staff Development Centers shall take
immediate steps to establish such facility as per the guidelines given in this Circular.
Further, those Higher Educational Institutions / Institutes that come under the purview
of a parent University and are located far apart from the parent University and with
more than 50 academic staff and 100 non academic staff may establish Staff
Development Units affiliated to the SDC of the parent University. Such units should
be managed by part-time coordinators and support staff, assigned from among the
existing academic and non-academic staff.

1.6 All the SDCs in universities are categorized into two tiers (Tier I and Tier II) based
on the student and staff numbers and capacity of the SDCs will be developed as
indicated in the Table 1 in Annex I. The SDCs of Tier II will be upgraded as the
student intake increases and the total number enrolled exceeds 5000 per year. The
respective universities could submit proposals for expansion of SDCs, giving details
of human, physical and other resources required to the UGC as and when they
become eligible.
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1.7 The functions of the SDCs of Tier I shall be broad-based to carry out in-service
training and also provide expert services in three specialized functional areas
identified as a) Staff Development, b) Educational Technology and ¢) E-learning.
Core activities of the said areas are given in Table 2 of Annex I. The SDCs of Tier II
should concentrate primarily on Staff Development and seek services of the SDCs of
Tier I for training in the other two areas.

1.8 All Staff Development Centers shall develop By-Laws that would define operational
procedure with respect to governance and management of the respective SDCs and
submit to the Governing Council of the University and UGC for approval.

1.9 All Universities and Higher Educational Institutes must identify and include Human
Resource Capacity Building as one of the strategies in their Corporate Plans. Based
on the UGC and the University/ Higher Educational Institutes Corporate Plans, the
central administration ( i.e. Administrative and Service Divisions/ Centers/ Units) and
institutions (i.e. Faculties /Institutes/ Centers/ Units) must develop Human Resource
Development Action Plans in liaison with the SDC of the University.

1.10 In order to ensure the effectiveness of staff development efforts of the UGC and
Universities, continuing in-service training would be made compulsory for all
categories of staff in due course. Therefore, at the time of recruitment, all employees

~ shall be given a list of competencies to be acquired before confirmation and also to
become eligible for subsequent promotions.

2. Institutional Arrangement, Objectives and Functions of SDCs

2.1 The SDC should be placed directly under the purview of the Vice Chancellor and
managed by a full-time Director. Its administrative and financial control will be
effected through a Management Committee (MC). In addition, the Director is assisted
by a Programme Committee of Staff Training (PC/ST). The composition and terms of
reference of MC and PC/ST are given in Annex I

2.2 The Director of SDC should occupy the positions on full-time basis, and be a senior
academic appointed on 3 year-assignment basis. In addition, the SDCs of Tier (1) will
get additional professional, technical and support staff required for handling the other
two functions (i.e. Educational Technology, and E-learning & IT Literacy) as
prescribed in Table 2 of Annex I. The SDCs of Tier (II), as they progress and expand
their functions, could request cadre provisions from the UGC for part-time or full-
time positions to cover educational technology and E-learning and IT Literacy. Cadre
provisions and Job Description of key categories of staff for SDCs are given in
Annex ITI. Academic staff appointed from among the existing staff working on part-
time/full-time basis as Directors and Coordinators shall be remunerated with monthly
allowance approved by the UGC.
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2.3 The overall objective of University Staff Development Centre is to engage in
continuing improvement of human resource capacity of the institution, and thereby, to
promote allegiance, commitment and loyalty of the staff to the institution, improve
core knowledge and competencies of the staff of all categories, and introduce modern
and innovative technologies and tools into the core business of the University.

2.4 The specific functions that are to be carried out by the Staff Development Centers of
Universities to achieve the above objective are given in Annex I'V.

3. Staff Development Programmes : Types, Design, Delivery, Assessment and
Quality Assurance

3.1 Staff Development Programmes encompass training programmes aimed at six target
groups of UGC, Universities and Higher Educational Institutes, namely ;

a) Higher Management
b) Academic Staff
- ¢) Executive and Staff Categories
d) Academic Support Staff
e) Technical Officers and
f) Other non-academic, non-Administrative Staff

3.2 The training programmes and scope, duration, and training modules shall be developed
through partnership between, HRDU of UGC and SDCs in conformity with the Credit and
Qualification Framework prescribed for (a) short - courses, (b) certificate courses and
(c) diplomas by the Quality Assurance and Accreditation Council of the UGC (QAAC).
Credit and Qualification Framework will be made available in the “Handbook on Staff
Development Programmes for University Staff” that will be published jointly by
UGC and World Bank - Higher Education for the 21" Century project (WB-HETC
Project).

3.3 The HRDU in liaison with SDCs shall prepare the list of training programmes and
training modules of each training programme for the staff training programmes to be
coordinated and conducted at the UGC level (List A) and at the SDCs level (List B).
List A and B will be made available in the “Handbook on Staff Development
Programmes for University Staff”

3.4 The Curricular of both Lists A and B prepared by HRDU will be reviewed and
approved by the Standing Committee on Staff Development in Universities and UGC.
Any new programmes to be conducted by the SDCs of Universities should be
designed by the Programme Committee of Staff Training (PC/ST) of the SDCs in
accordance with Credit and Qualification Framework of short-courses, certificate and
diploma courses prescribed by the Quality Assurance and Accreditation Council of
the UGC and submitted through the respective MC of SDCs to the Senate of the
University and the UGC for review and approval.
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3.5 Staff development Programmes on Languages (Sinhala, Tamil and English
Languages) and Information Technology shall be designed by the SDC with
academic and technical assistance in partnership with the training
units/centers/academic  departments responsible for providing such specialized
training in those specific disciplines and offered through joint coordination of the
SDC and respective training units/centers/academic departments. The curricular of
such training prorammes leading to the issuing of certificate/diplomas have to be
approved by the MC of the respective SDCs and the Senate of the University and
shall be tabled at the UGC Standing Committee for Staff Development in Universities
for review and UGC approval.

3.6 The training programmes and course contents of short term training
programmes/training workshops of less than 5 days of duration on themes/topics
identified by SDC or on requests made by faculties/departments/centers/units could
be approved by the MC of the SDC.

3.7 The performance of all trainees (except for higher management category) shall be
assessed in a quantifiable manner and the certificate of successful completion should
only be awarded only to those who follow the programme uninterruptedly and
complete all prescribed training elements and assignments successfully.

1.8 The SDCs of Universities shall, once in four years, assess the quality of all training
programmes and decide on the continuation of a study programme or refocus the
training programme through curricular reforms to make the training programme more
relevant to national and institutional needs.

3.9 If specialized resource persons needed to carry out a programme are not available
within the institute or the University, the institute/ University could outsource the
training to suitable public or private training institute or organization with the
approval of the MC of the SDC, Finance Committee and the Council of the
University.

3.10 The Quality Assurance and Accreditation Council of UGC shall undertake a
regular review of the SDCs and their programmes and provide feedback to the
respective SDC and report to the UGC Standing Committee on Staff Development in
Universities.

Note: Detailed guidelines on qualification framework, types of training and
suggested course contents and modules are made available in the “Handbook
on Staff Development Programmes for University Staff”.
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4. General and Financial Management of SDCs at University level
4.1 General Administration

The general administration of SDCs of Universities will be governed by the existing
rules and regulations as applicable to university administration. The Administration
of the non-academic staff comes under the Registrar of the University and placed
under the direction and supervision of the Director/SDC.

4.2. Academic Administration

The academic administration of the SDC is guided by the instructions specified by the

guidebook titled “Handbook on Staff Development Programmes for University

Staff”. All programmes, except short-courses/training workshops must be prepared

according to prescribed standards by the QAAC of UGC and must be approved by the
- MC of SDC, Senate and Council of the University and UGC before offering.

4.3 Non-academic Staff

The non-academic staff of SDC shall come under the direct control and supervision
of the Director/SDC. The function of the technical and non-academic non-
administrative staff is to provide technical assistance, logistic support for training and
other. activities conducted by the SDC and provide support to any other work assigned
to them.

4.4 Financial Management of the SDC

The financial management of the SDC directly comes under the supervision of the
Bursar of the University. The Financial Year of the SDC shall be the same as the
financial year of the University. All finances will be handled according to the
government financial regulations with the approval of the Finance Committee and the
University Council. The annual grant for the personnel emoluments and recurrent
expenditure will be made available by the UGC. The centre shall have a fund to be
called the Staff Development Fund with the approval of the Governing Council of the
University and all income shall be credited to this account. A percentage of annual
turnover as dictated by the Government Treasury Circulars, shall be credited to the
University General Fund. The rest could be used for the development and
maintenance activities of the SDCs. The Centre shall prepare an annual statement of
accounts and statistics relating to its activities to report to the MC. The books of
accounts of the centre shall be kept in the office of the Centre.
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Table 1: Categorization of Staff Development Centers

Annex |

University of Rajarata

University of Sabaragamuwa
University of Uva Wellassa

South Eastern University

Eastern University

University of Visual and Performing
Arts

<500 Academic staff
<750 non-academic

staff

Tier 1 | University of Colombo >5000 students SDC Type | — Capacity
University of Peradeniya > 500 Academic staff | In-house expertise in
University of Sri Jayawardenapura | >750 non-academic * Staff development
University of Kelaniya * ;

University of Moratuwa staff : EdIlJcatlgnaI Technology
University of Ruhuna E-learning
University of Jaffna
Open University of SL
Tier Il | University of Wayamba <5000 students SDC Type Il — Capacity

In-house expertise in
* Staff development

Table 2: Core activities of the specialized functional areas of Staff Development

management,

v) office management,
viii) codes of practices and ethics,

Specialty Core activities
a. Staff 1. Induction training for all categories of staff — i) Legislations,  Acts,
Development Ordinances and By-Laws, Government Administrative and  Financial
Regulations (AR & FR) giving guidelines on how to govern and manage
state institutions, ii) recruitment and performance evaluation,  increments

and promotions, iii) disciplinary procedures, iv) general administrative and
financial management procedures,
management, vii) generic or soft skills,
iX) management of work stress and x) strategic planning and management.

2. Continuing education programmes aimed at improving knowledge and
skills in core areas required for different categories of staff — i) higher

ii) executive staff, iii) academic staff, iv) technical staff, v)

vi) time

clerical staff and vi) other specialized categories

3. Facilitation of training progrmmes for academic and non-academic staff
geared to impart required levels of language/communication competencies.

b. Educational
Technology

1. Provision of training on curriculum development and revisions —
concepts, tools and techniques

2. Provision of training on development of learning resources

3. Training on teaching , training and assessment methods

4. Training on research methods and scientific writing
6. Training on academic and student counseling

c. E-learning and
IT literacy

1.Training on ICT Literacy for academics and non-academics

2. Training on Use of ICT tools in teaching, learning and evaluation
3. Training and expert advice on preparation of ICT-based learning material
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Composition and TOR of Management Committee (MC)

Composition of MC of SDC

TOR of MC

Ex-officio
Vice Chancellor (Chairman of MC)
Rectors of Campuses
Directors of Institutes
Director of SDC (Secretary to MC)
Deans of Faculties
Coordinators /SDC (if positions exist)
Registrar
Bursar
Librarian

Other
Two senior academic members
nominated by the Senate
Two members of the Council from
among the UGC appointed members

1. Take all policy and administrative
decisions deemed necessary for the
effective working of the SDC and the
realization of the objectives of the
centre

2. Appoint, terminate and exercise
disciplinary control over contractual
staff required for overall and
effective implementation of
programmes and activities/projects
of the centre

3. Recommend wages or allowances or
salaries or other remunerations of
such staff to the Council via the

Finance Committee

Composition and TOR of Programme Committee of Staff Training (PC/ST)

Composition of PCST

TOR of PC/ST

a. Director/SDC - Chairman

b. Programme Manager - AR/SAR/DR
of SDC - Secretary

c. Deans or nominees — 1 from each
Faculty

d. 2 Senior Academics with required
expertise in a) Education Technology
and e-learning and IT Literacy
(appointed on the recommendation of
the Director)

e. Director/ Information Technology
Centre (ITC)

f. Head/ English
Unit (ELTU)

g. Director/Center of Distance and
Continuing Education (CDCE)

h. Director/ Career Guidance Unit

i. A Specialized person/s from the
field that the training is concern

(suitable members are invited as and
when required)

Language Teaching

1. To assist the SDC to identify
training needs of academic and non-
academic staff

2. To assist in the development of
training programmes and modules

for the selected training
programmes
3. To assistthe SDCin  conducting

staff training programmes
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Annex |11
Cadre Provision prescribed for Tier | and Tier 11 SDCs
Tier | SDC Tier 11 SDC
Director (1) Director (1)
Cordinators (2) Programme Manager (Assistant or
-Educational Technology SeniorAssistant/DeputyRegistrar
- e-learning functions as PM)
Programme Manager (Assistant or Audio-visual Technician/Officer
Senior  Assistant/Deputy Registrar
functions as PM) Computer Application Assistant
Audio-visual Technician/Officer Labourer
Computer Application Assistant
Labourer
Note:

1. Director/Coordinator must be appointed from among the existing academic staff on full-
time or part-time basis.

2. The Academic staff appointed from among the existing staff working on part-time/full-
time basis as Directors and Coordinators shall be remunerated with monthly allowance
approved by the UGC.

3. The non-academic cadre provisions prescribed for Tier I & Il could be met through
internal transfers. If however, new cadre provisions are required, requests shall be
submitted with strong justification as new cadre provisions could only be made
available only with the approval of the Department of Management Services.

4. The UGC will issue a Commission Circular on recruitment criteria and selection process as
a complement to existing circulars to effect the recruitment of the cadre approved.
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Job Description of key categories of staff of SDCs

The Director and Coordinators shall be appointed by the Council on the recommendation of the
Management Committee. Applications shall be entertained from the internal candidates for full-
time or part-time, as the case may be and selection shall be made by a panel appointed by the
Council. The term of office of the Director and Coordinators shall be for 3 years with provision
to extend for several terms.

a) Director/SDC

Primary duty of the Director of SDC is to manage the centre under the direction and guidance
given by the Management Committee (MC). The specific duties are,

b)

i) To function as the Secretary to the Management Committee of SDC.

i) To manage the SDC along with the Programme Manager and 2 Coordinators according
to the guidelines, norms and procedure established by the University and those specified
by the MC

iii) To function as the administrative and accounting officer responsible of the SDC for the
Vice Chancellor. He / She should instruct and advice the programme Manager (Officer
in Assistant/Senior Assistant /Deputy Registrar level) and other subordinate staff to
maintain regular records and provide secretarial assistance to the Director/SDC and
staff training activities and maintain the accounts of the centre in such form and manner
as may be prescribed by the University.

iv) He/She is authorized to receive all earnings paid into the fund and to credit such
earnings to the proper heads of accounts, to make authorized payments, and to prepare
for the MC and University Council such triennial estimates as are required and annual
financial appropriations for the ensuing year.

Coordinators (Tier I)

There shall be 2 Coordinators manning a) Education Technology Training Programmes and
b) e-Learning and IT Literacy Training Programme, respectively. They shall work under the
directions and guidance of the Director/SDC. The specific duties of the respective
Coordinators are given below.

i) Coordinator /Education Technology (Tier I)

The Division of Education Technology is responsible for designing and conducting
training programmes on i) Curriculum development and revisions — concepts, tools and
techniques, ii) Development and use of learning resources for academic teaching and
learning, iii) Teaching, training and assessment methods, iv) Research methods and
scientific writing, v) Academic and student counseling and vi) Strategic planning and
management of higher educational institutions.
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ii) Coordinator /e-Learning and IT Literacy (Tier I)

The Division of e-learning and IT Literacy of SDC (in partnership with IT Centre, if
available) is responsible for the design and conduct of training on preparation of ITC-
based learning tools, ii) use of ICT-based tools and techniques for academic, face-to-
face, on-line teaching and self-learning, iii) use of ICT-based tools for conducting in-
course assessments, iv) providing on-line academic counselling service for students and
v) design and conduct training programmes to improve IT literacy of academic and non
- academic staff.

c) Programme Manager

The Programme Manager (PM) is a functional title, assigned to the Assistant/Senior
Assistant /Deputy Registrar who will be providing services as the administrative officer of
the SDC. Besides providing the administrative assistance to the Director/SDC, the PM is
responsible for coordinating all in-service staff development training programmes approved
by the MC of the SDC for all academic and non-academic and providing and logistic
support for training programmes on education technology and e-learning/IT Literacy.



650
Annex IV

Specific functions that are to be carried out by the SDCs in Universities

1. To design and conduct mandatory in-service, induction training programmes for all new
recruits of academic and non-academic categories thereby ensuring that new employees
are fully aware of a university’s institutional and organizational arrangement, pertinent
acts, ordinances, by-laws, rules and regulations, administrative and financial
management procedures, office management procedures, office management
procedures and university norms and culture, recruitment, confirmation and promotion
procedures, codes of practice and ethics, disciplinary procedures, punishments and
appeal procedures, personality development and etiquette, social and ethnic cohesion
and harmony, and in general what the University offers to the employees and what the
University expects in return from the employees.

2. To design and conduct training programmes to improve teaching and training and
evaluation skills of academics aimed at improving academic skills in conventional
instructional and modern ITC-based teaching and learning techniques and tools.

3. To provide training and also advisory services to academics, academic departments and
faculties/Institutes/Centers in curricular development and reforms and development of
course material (i.e. qualification descriptors of degree/diploma programmes, intended
learning outcomes of courses, course contents and lecture designs, methods of teaching
and training, etc.)

4. To design and provide training for all categories of staff aiming at improving technical
and professional skills in relevant core areas in collaboration with the HRDU and the
STC of UGC.

5. To design and provide training to higher management, academic administrators and
executive staff in organizational management, and institutional, sectoral and national
development, in collaboration with the HRDU and STC of UGC.

6. To design and conduct continuing educational programmes for all categories of staff in
liaison with the Career Guidance Unit to improve generic skills (or soft skills) thereby
to ensure continuing improvement in their personal traits such as etiquette, allegiance
and commitment to the institution, interpersonal relations and interaction, team efforts,
etc.
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10.

11.

12.

13.
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To design and offer, in partnership with ELTU and Department of Sinhala and Tamil
Languages, training programmes to all categories of staff to acquire necessary
competencies in English and the national languages Sinhala and Tamil.

To design and conduct IT literacy training programmes, in collaboration with IT
Centres, for all categories of staff to acquire required IT skills.

To arrange and coordinate tailor-made -certificate/diploma level training courses
designed on the basis of the identified needs for all categories of staff (eg. IT Literacy,
e-learning, English, Laboratory Sciences, etc) that are to be designed and conducted by
specialized Schools/centers/units (such as Centers of Open and Distance
Learning/Centers of Distance and Continuing Education, English Language Training
Units and Information Technology Centers of established universities, School of
Computing in Colombo University, and Open University of Sri Lanka.

To undertake publications in the areas of university staff development in general and
teaching and learning in particular, to be used within the University and other
institutions of higher learning.

To develop linkages among domestic and foreign Universities and national and
international developmental organizations with similar objectives.

To raise funds through domestic and foreign sources with the approval of the University
Council, to carry out activities, if resources placed at its disposal by the University are
found inadequate.

To build a resource and information centre in key areas of staff development, namely
organizational management, strategic planning and management, personality and
leadership development, education technology (curriculum development course
structure, teaching and training methods, learning resources development, etc.), ICT-
based teaching and learning methods and any other theme/discipline as appropriate for
the core business of the SDCs.
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APPENDIX XV
AN APPLICATION FORM TO BE FILLED BY THE LECTURER
(PROBATIONARY)/LECTURER/SENIOR LECTURER WHEN APPLYING FOR
FINANCIAL ASSISTANCE FOR TRAVEL GRANT FOR POSTGRADUATE
STUDIES/POST MD TRAINING ABROAD

01. Name of the Higher Educational Institution:
02. Name:
03. Designation:
04. Department of Study:
05. Date of appointment : (i) as Lecturer (Probationary):
(ii) as Lecturer:
(iii) as Senior Lecturer (if direct recruited):
(iv) as Senior Lecturer (promoted):
06. Date of Birth:
07. (a) Has the teacher obtained any postgraduate qualifications locally/abroad:
(b) If so, specify qualifications obtained:
08. Title of the foreign postgraduate qualification sought (PhD/Masters/Post MD
Training etc.):
09. Field of Study:
10. Name of the Foreign Institution:
11. Whether a placement has been obtained in the above Institution for
qualification stated in No.08
12. Whether a scholarship or a teaching/research assistantship or other paid
employment has been offered:
(i) if so, particulars of the employment including the funding
(i)  if past-financed or self-financed evidence of availability of funding
13. Probable date of commencement of course of study and its duration:
14. Any other particulars:

I certify above details are true and correct

Signature of the Lecturer(Probationary)/Lecturer/Senior Lecturer

I nominate the above named Lecturer (Probationary) /Lecturer/Senior Lecturer for
postgraduate training abroad.

Date Dean of the Faculty
Application for travel grant is approved.

Date Vice Chancellor/Director
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FORMAT FOR THE OUTWARD JOURNEY

Reference NO ...
M./ MS. o

M1/MS..oiiiiiiinnnneann oue Lecturer(Prob.)/Lecturer/Senior Lecturer

This refers to your letter dated ......... relating to the application
Of e e in the Department of ................ of Faculty
Of o,

01.  You are kindly informed that approval has been granted to you by the
University for financial assistance by way of travel grant to proceed to the
University of ................ooooi. , (Country) to read for a (Postgraduate Studies
i.e. PhD/MS.C./Post MD Training Degree).

02.  The financial assistance will consist of Economy Class Air Passage (inclusive
of taxes) from Sri Lanka to the Country which study leave is to be availed of and
return. Where passage cheaper than Economy Class Air fare (such as apex or
budget fare) is available, payment will be limited to such cheaper fare. For the
purpose of reservation of passage, Sri Lankan Airlines Ltd. should be selected
through recognized air travel agencies/companies registered under Civil Aviation
Authority as specified in Public Finance Circular Nos. 431 dated 24.04.2008 and
431(i) dated 16.02.2016 issued by the Secretary to the Treasury of the Ministry of
Finance, adopted by UGC Finance Circular Letter Nos. 6/2008 dated 02.07.2008
and 05/2016 dated 20.06.2016. However, any other Air line could be selected with
the approval of the Secretary to the relevant line Ministry provided it would result
in a substantial reduction of associated costs to the Government or of the flying
time due to non availability of seats or Sri Lankan Air line do not fly at all in that
route.

03. University will arrange purchasing of air passage for outward journey in
keeping with paragraph 2 hereof and on successful completion of the programme,
you are requested to inform the University for return air ticket well in advance, so
that University will make arrangement for your return journey. Please also note
that the request for reimbursement of air fare submitted by you on arrival in Sri
Lanka will not be considered by the University.
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04.You should enter into agreement/bond as per the terms stipulated in
Commission Circulars No. 377 of 01t August 1998, No0.907 of 09* March 2009 and
No0.920 of 05 February 2010 which shall include the cost of air passage.

Vice Chancellor/Director/Rector

Cc:
1. Registrar/............cocooviiiiiinin
2. Bursar/...ooooeviiiiiiiiii
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FORMAT FOR THE INWARD JOURNEY

Financial Assistance by way of Travel Grant for Postgraduate Studies Abroad

I write with reference to your letter dated ............... on the above subject.

I am pleased to inform you that the University has approved air passage to
you to enable you to return to Sri Lanka subject to the following conditions that:

i. you should have successfully completed the Postgraduate Programme of Studies
for confirmation in the post and next promotion.
and
ii. travel arrangements have to be made in terms of the following regulations

For the purpose of reservation of passage for the return journey, Sri Lankan Air line
should be selected through recognized air travel agencies/companies registered
under Civil Aviation Authority or any other Air Line with the approval of the
Secretary to the relevant Ministry subject to the conditions indicated in the Public
Finance Circular Nos.431 of 24.04.2008 and 431 (i) of 16.02.2016 adopted by UGC
Finance Circular No.6/2008 dated 02.07.2008 and 05/2016 of 20.06.2016.

University will make arrangements to purchase the airline ticket for return journey
by following the above instructions. Please note that the request for
reimbursement of air fare submitted by you on returning to Sri Lanka will not be
considered by the University.

Vice Chancellor/Director/Rector

Cc: Registrar, University of .........................
Bursar, University of ...........................
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Authority as specified in Public Finance Circular Nos. 431 dated 24.04.2008 and
431(i) dated 16.02.2016 issued by the Secretary to the Treasury of the Ministry of
Finance, adopted by UGC Finance Circular Letter Nos. 6/2008 dated 02.07.2008
and 05/2016 dated 20.06.2016. However, any other Air line could be selected with
the approval of the Secretary to the relevant line Ministry provided it would result
in a substantial reduction of associated costs to the Government or of the flying
time due to non availability of seats or Sri Lankan Air line do not fly at all in that
route.

03. University will arrange purchasing of air passage for outward journey in
keeping with paragraph 2 hereof and on successful completion of the programme,
you are requested to inform the University for return air ticket well in advance, so
that University will make arrangement for your return journey. Please also note
that the request for reimbursement of air fare submitted by you on arrival in Sri
Lanka will not be considered by the University.



655

04.You should enter into agreement/bond as per the terms stipulated in
Commission Circulars No. 377 of 01t August 1998, No0.907 of 09* March 2009 and
No0.920 of 05 February 2010 which shall include the cost of air passage.

Vice Chancellor/Director/Rector

Cc:
1. Registrar/............cocooviiiiiinin
2. Bursar/...ooooeviiiiiiiiii
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FORMAT FOR THE INWARD JOURNEY

Financial Assistance by way of Travel Grant for Postgraduate Studies Abroad

I write with reference to your letter dated ............... on the above subject.

I am pleased to inform you that the University has approved air passage to
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APPENDIX XIX
Stock Verification Procedure in the University Libraries

The University Grants Commission at its 1064 meeting held on 07.11.2021 taking
in to consideration the recommendations made by the UGC Standing Committee
on Libraries and Information Sciences, decided the following in relation to the
Stock Verification procedure in the University Libraries.

1. Library Materials Considered for Stock Verification

Printed, audio-visual, electronic data bases, e-journals, e-books and other forms of
material (Palm leaf manuscripts, manuscripts, artifacts, models, maps etc.) acquired
by the library for the use of its members are defined as library materials.

2. Information resources that come under this policy;

i. Books and other information resources which come under University
Library/ Campus Library / Institute Library
(Under the custody of Librarian/ Deputy Librarians/ Senior Assistant
Librarians/ Assistant Librarians)

ii. Books and other information resources which come under Faculties/
Departments/ Divisions
(Under the custody of Deans/ Head of the Departments/Head of the
Divisions)

iii. Books and other information resources which come under Units / Centers

(Under the custody of unit Heads/ Center coordinators/Directors)

Books and other information resources purchased from university funds, Project
funds, foreign funds, generated funds or books and other information resources

received as donations/ gifts to any of the above entities mentioned in i-iii.
3. University Library Committee

The University Library Committee which is a Senate Sub-Committee/ Institutional
Library Committee will guide the Librarian/officer in charge of the library for
policy matters pertaining to library collection, use of resources, development,

progress reporting and periodic verification of the Library stock.
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4. Verification of Library Material

In order to obtain the total number of library materials physically available in the

library, the Board of Survey Committee appointed will carry out verification

process.

1.
2.

Library collection less than 100,000 should be carried out annually

Library collection above 100,001 should be carried out within three year
period. The whole verification process should be completed within three
years, section wise verifications should be arranged annually.

Library Committee will take the decisions on selection of the particular section and

the Committee should submit a section wise report annually.

5. Composition of the Board of Survey (BOS)

The Board of Survey shall be appointed by the Vice Chancellor/ Rector/ Director on

the recommendation of the Library Committee.

The composition of the Board of Survey (BOS) should be as follows;

. A Senior Academic member will be the Chairman of the Committee.

Two administrative officers nominated by the Registrar other than SAR/AR
(Library services). If such officer is not available in the HEI, no objection to
officer being appointed from other HEL

Librarian is not a member of the Board of Survey (BOS) but librarian or
nominee shall facilitate the Board of Survey (BOS).

Convener of the Board of Survey will be a Senior Assistant Registrar/
Assistant Registrar/Library services.

Appointment of Survey Teams

. The survey team shall be appointed by the Registrar on the recommendation

of the Library Committee.

Number of survey teams can be appointed depending on the requirement in
order to expedite and complete the survey procedure.

Registrar of the HEI shall function as the coordinator, supervising officer and
guide the survey teams where necessary until the completion of the survey.
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6. Procedure of Stock Verification

1. The Survey teams shall carry out the stock verification in the HEI library
including the faculty libraries.

2. The current stock of library material shall be verified against the Accession
Register (print and or online) of the Library.

3. Physical presence or absence of each item must be recorded clearly using
forms prepared for the purpose.

4. When there are special collections ie. Ceylon Collection, Permanent
Reference Collection or faculty libraries, records must be prepared for each
collection separately as well as a final cumulative report.

5. Chairman and the members of the Board of Survey should sign all pages of
the report.

6. The pages of the report should be numbered and prepare in the bound form.

7. Report should contain following;

i.  Books not accessioned (books which are in the acquisition section)

ii. Books not returned by the borrowers during stipulated time period

iii. Books not returned by the dropout students

iv. Books perished or beyond readable/usable condition/damaged due to
natural causes/ hazards material

v.  Declared as lost books

vi. Withdrawn books

vii. Written off books

viii. Missing books

8. Remarks section of the stock verification report must include the following.
i.  List of items not verified in each collection of the library including the

title, accession number, year of publication (no. viii-Missing Books)

ii. A separate report should be prepared to item numbers (i- vii) in section
7 which should be submitted to the Council on the recommendation of
the relevant Sub-Committees (Library Committee/Finance Committee/

Management Committee/ Audit Committee).
7. Actions on Board of Survey Report:
1. Duly signed summary reports (including report from i — iii above section 2)

should be submitted to the Vice Chancellor with the recommendation of

the Registrar.
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. The final summary report related to item i of Section 2 should be submitted
to the Library Committee for their observations and the Library Committee
should submit their recommendations to the Registrar/Finance Committee

within one month after receiving the report by the Library Committee.

. The final report will be submitted by the Registrar through the Vice
Chancellor for the approval of the Council.

. A copy of the final report should be submitted to the Auditor General by the
Registrar/ Rector/Director with the approval of the Council or the Governing
body.

of the section 2 and submit to the Auditor General.

Follow-up actions should be taken;
i. Books not accessioned — Accession all books in the report and inform

with certification to the library committee within one month.
ii. Books not returned by the borrowers during stipulated time period

a. List of books not returned by the borrowers - reminders should be
sent to the borrowers giving one month period to return/settle the

cost.

b. List of non-returned/non-settled books should be submitted to the
Finance Committee to recover replacement cost (calculated

according to the policy of the respective universities).

c.  With the approval of the Finance Committee recovery action should

be implemented.
iii. Books not returned by the dropout students

a. List of dropout students should be taken from the relevant

divisions/Faculties (both undergraduate and postgraduate).
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List of books not returned by the dropout students, reminders
should be sent to their registered address giving one month period to
return/settle the cost.

If proper responses are not received from dropout students action
should be taken to inform the replacement cost (calculated according
to the policy of the respective universities) to relevant
divisions/faculties.

Librarian should submit the list of refundable deposits / dues to the
finance committee for recovery actions.

(Library committee may decide the amount of refundable deposit

time to time based on the recommendation of the Librarian).

iv. Perished or beyond readable/usable condition/ damaged due to natural

causes/hazards material

a.

A separate Committee should be appointed by the Registrar to make
recommendation to remove the books from the accession register.
List of perished or beyond readable/usable condition / damaged due
to natural causes/ hazards material should be prepared based on the
tfindings of the Board of Survey.

List of perished or beyond readable/usable condition/ damaged due
to natural causes / hazards material should be submitted to the
Library committee with the recommendation of the above (a).

With the recommendation of the library committee the list should be
submitted to the council for approval to remove from the
accessioned register and the collection.

The Registrar based on the recommendation on the above (a) should
forward to the council through the Finance Committee for the
approval to remove/ write off from the accession register.

List of books approved by the Council should be destroyed/ handed
over to recycling/ scrapped under the supervision of the officer
nominated by the Librarian.

(All above books should be stamped ‘cancelled/ withdrawn’ and
signature of the officer should be placed with the date).

v. List of Shortages/Missing/Lost items

a.

List of shortages/missing/ lost items should be prepared based on the
tindings of the Board of Survey.
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b. A separate Committee should be appointed by the Registrar to verify
the accuracy of the list of shortages/missing/lost books.

c. Library committee based on the recommendation of the committee
(b) will make recommendation to write off the lost items/ missing
/shortages.

d. i) Loss of five volumes per one thousand volumes of books (0.5%)

annually can be written off.

ii) Loss of a book of a value exceeding LKR 25000/= (Twenty five
thousand rupees only) at the time of purchasing and rare books
irrespective of the value shall invariably be investigated and

appropriate actions should be taken.

iv) In case above 0.5%, all matters of loss or shortages should be
referred to an Independent Committee of Inquiry and actions

should be based on the committee recommendations.

e. The final authority to write off will be with the Council of the

respective university.

General Guidelines

a. If a proper stock verification procedure has not been followed by the
university since its inception, the current authorities can take a decision
to write off all the lost items excluding the items purchased within last
tive years, when the stock verification procedure is conducted according

to this policy document for the first time in a particular library.

b. Delegation of Authority from Librarian/Deputy Librarian/Senior
Assistant Librarian/Assistant Librarian to below level categories should
be done and each level head must be given responsibilities of
books/Assets.

c. Delegation of Authority of Faculty/Department/center libraries not under
the purview of the Librarian shall be done by the respective Head of the

Faculty/Department/center.
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d. List of duties including custody of books in each level must be justified

very clearly.

e. Relevant officer should take action to arrange all preventive measures
such as surveillance security systems, to prevent unauthorized
movement of library properties.

f.  Officer should be appointed to ensure proper arrangements on Security

and Cleaning/janitorial and other external sources of the library.

g. This policy document should be reviewed every five years.

8. Valuation Committee to value rare books and materials

The valuation committee should be nominated by the Library committee and Vice
chancellor of the University on the recommendation of the Registrar shall approve

and appoint committee members including chairman and the convener.

A Senior Academic can be the Chairman of the Valuation Committee and Senior
Assistant/Assistant Registrar/Library Services can be the convener of the

committee. The library committee shall make these recommendations.

Composition:
Senior academic member, relevant subject expert, Member nominated by the
librarian, Member Nominated by the Registrar and a Member nominated by the

Bursar.

Recommendations
The recommendations of the valuation committee should be submitted to the
Library committee and with the recommendation of the Library committee same

should be submitted to the council through relevant Committees for final approval.

Incorporation and Disclosure
Necessary entries should be incorporated in the financial statements to take
relevant values to the accounts and same should be disclosed under notes to the

year-end financial statement.

A copy of the council approval and list should be sent to the librarian for

documentation.
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