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Service Book of Faculty Members and Non-Teaching Staff Members

Standard Operating Procedure (SOP) and Policy Document

Preamble:
MEASI Institute of Management (MIM) is committed to maintaining a high standard of excellence in education and professional conduct. In pursuit of this commitment, the institute recognizes the importance of having a comprehensive and transparent Service Book policy for its faculty members and non-teaching staff. This document outlines the Standard Operating Procedure (SOP) and policies governing the Service Book, which is a vital record of service for all personnel.

Scope:
This policy applies to all faculty members and non-teaching staff employed by the MEASI Institute of Management. It covers procedures for the creation, maintenance, and management of Service Books, ensuring consistency, accuracy, and transparency in recording service-related information.

Objectives:
The objectives of this policy are to:

1. Establish a standardized system for maintaining Service Books for faculty and non-teaching staff.

2. Ensure accurate and up-to-date records of service, qualifications, appointments, promotions, and other relevant details.

3. Provide a reference for the management of employee benefits, promotions, transfers, and other HR-related decisions.

4. Enhance transparency and accountability in personnel management.

5. Facilitate compliance with institutional, regulatory, and legal requirements.

Purpose

The purpose of this policy is to:

1. Define the responsibilities of various stakeholders in the management of Service Books.

2. Outline the procedures for the entry, update, and verification of service-related information.

3. Ensure the security and confidentiality of personal and professional information recorded in the Service Books.

4. Provide guidelines for the retention and disposal of Service Books.

Policies and Rules

1. Creation and Maintenance of Service Books
1.1 Initiation: A Service Book shall be initiated for each faculty member and non-teaching staff member at the time of their appointment. The Human Resources (HR) department is responsible for creating and maintaining these records.

1.2 Content: The Service Book shall include:

· Personal details: Name, Date of Birth, Address, Contact Information.

· Educational qualifications and certifications.

· Details of appointment: Date of joining, Position.
· Record of promotions, transfers, and deputations.

· Leave records: Types of leave availed and balances.

· Awards, recognitions, and disciplinary actions, if any.

· Resignation or retirement details.

1.3 Updates: The Service Book shall be updated regularly to reflect any changes in the Faculty and Staff Member status, qualifications, or employment details. All entries must be authenticated by the HR department by Head – HR & Admin.

2. Responsibilities

2.1 Human Resources Department: Responsible for the creation, maintenance, and overall management of Service Books. Ensure all entries are accurate, complete, and up-to-date.

2.2 Head – HR & Admin: Verify and authenticate entries related to the respective faculty and non-teaching staff. 

2.3 All Faculty & Staff Member: Review their Service Book periodically to ensure accuracy. Notify the HR department and Head – HR & Admin of any discrepancies or changes in personal or professional details.

3. Security and Confidentiality

3.1 Access Control: Access to Service Books is restricted to authorized personnel only. Digital records must be secured with appropriate cybersecurity measures.

3.2 Confidentiality: Personal and professional information contained in the Service Books shall be treated with the highest level of confidentiality. Unauthorized access or disclosure of information is strictly prohibited and subject to disciplinary action.

4. Retention and Disposal
4.1 Retention: Service Books shall be retained for the duration of the employee’s service and for a minimum period of five years after their resignation, retirement, or termination, as per legal and regulatory requirements.

4.2 Disposal: Upon the expiration of the retention period, Service Books shall be disposed of securely to ensure that personal information is irretrievable.

5. Compliance and Review
5.1 Compliance: All Faculty and Staff Members are required to comply with this policy. Non-compliance may result in disciplinary action.

5.2 Review and Revision: This policy shall be reviewed periodically by the HR department to ensure its continued relevance and effectiveness. Any revisions shall be approved by the management and communicated to all employees.
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