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Office of the Registrar
R/Circular-29/2016-17 July 26, 2016

CIRCULAR
Sub: Sanction of annual increments

For sanction of annual increments, teachers in the University will have to submit the annual

self-appraisal reports based on which the HOIs, after ranking, will send the report to the

University with their recommendation. It is observed that in some cases, at the last

moment, when the increment is due to a teacher, some recommendations are sent to the

University suggesting that the increment of the teacher must be withheld/ postponed. The

University, in such cases, will not know whether the procedures are being followed before a

suggestion is made to withhold/postpone the increment. With an intention to make the

system of sanction of annual increment to the teachers transparent and fair play, the

following procedures may be strictly followed by all concerned:

 If there are reports of underperformance of any type (ex. Not taking classes properly,

lapses in performance of examination duty etc...) either reported by the Academic Directors

or observed by the HOD/HOI, a notice shall be issued by the HOI to the errant teacher.

 The errant teacher shall be asked to explain his/her behaviour resulting in lapses.

 Wherever necessary, the University may be requested to form a Committee to inquire into

the conduct of the errant teacher and the Committee shall submit its recommendations to

the University for further action.

 The report of the concerned Academic Director shall be factored into by the HOI while

making recommendations on withholding increments.
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