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Vice Chancellor’s Message

The Rajarata University of Sri Lanka is to successor to the former Affiliated
University College at Central, North-Western and North Central Provinces which
were amalgamated to form RUSL in 1996 has grown in different aspects such as Social
Sciences and Humanities, Management Studies, Agricultural Sciences, Applied
Sciences, Medicine & Allied Sciences and lated developed Technology as well.

The operation of the university is guided by the directives defined in the universities
Act No. 16 of 1978 in certain clauses have been amended over the past decades. The
Administration procedures are guided by the Establishment code of the UGC and
1981 and Establishment code of the government of Sri Lanka (GOSL), ordinance
passed by the parliament, UGC circulars and the circulars issued from time to time by
the Department of Public Administration and Public Enterprises which are adapted
by the UGC and by-laws pasted by the Council of RUSL. The financial management
procedures are governed by the treasury directives which are adapted by the UGC.

The management guide for university employees is designed and developed with the
intension of providing simplified information about the history of the university,
organizational arrangement authorities and powers vested with Vice Chancellor, the
council the Senate, Faculty Board and Council sub-committees, administration and
financial management procedures related to the university administration and
deligation of responsibilities across the administrative and service divisions to the
employees, moreover this guide also provide information on the duties and
responsibilities assigned to each administrative and service .

The management guide for the university has been developed through a participatory
process. The contributions made by Prof. Aruni Weerasinghe, Prof. Sanath
Hettiarachchi/ Director, Quality Assurance, Mr. A.M.G.B. Abeysinghe/Registrar,
Mr. Sampath Godakumbura/Deputy Bursar, Mr. Wijitha Dissanayake/ Asst.
Registrar- Administration and Mr. Arun Shankar/ Asst. Registrar - Capital Works are
acknowledged the invaluable service rended by Mrs. Dhilrukshi Godahena/Senior
Staff Assistant of the Examination Division in typesetting and final editing and proof
reading of the document greatly appreciated.

Prof. Ranjith Wijayawardhana
Vice Chancellor
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Vision
To be a centre of excellence in
higher education, research

« o
Mission
To produce high quality innovative intellectuals with creativity
and discipline, develop competencies and dedication of staff,
create a conducive environment for teaching, learning,
research and dissemination of knowledge and to
promote co-existence with mutual
respect and ethical behavior.
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Pun Kalasa : Ceremonial pot filled with water, symbolizing prosperity
Rice Pods : Symbolizing agrarian civilization

Book : Ola Leaf Book of old writings

Colours of the Crest : Maroon and Gold
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Chancellor and Offices of the University

Chancellor

Vice Chancellor

Deans of the Faculties
Faculty of Agriculture

Faculty of Applied Sciences

Faculty of Management Studies

Faculty of Medicine & Allied Sciences

Faculty of Social Sciences & Humanities

Faculty of Technology

Deshanethru Dr. Leel Gunasekara
Tel

Fax

Mobile

e-mail

Prof. Ranjith Wijayawardhana

Tel : +94-25-2266644
Fax i +94-25-2266512
Mobile +94-71-68388740

e-mail veoffice@rit.ac.lk

Dr. AM. ] B. Adikari

Tel 1 +94-25-2221610
Fax 1 +94-25-2221610
Mobile +94-77-5352675
e-mail Adikari2000@yahoo.com

Dr. W.M. Sriyani

Tel . +94-25-2266128
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e-mail sriwick@yahoo.com

Dr. KG.A. Udayakumara

Tel 1 +94-25-2266810
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e-mail udayakumara@yahoo.com

Prof. S.H. Siribaddana

Tel 1 +94-25-2234462
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Dr. C.R. Withanachchi

Tel 1 +94-25-2266788
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Registrar

Librarian

Bursar
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Chapter 1
Resent developments of Tertiary education and establishment of the Rajarata
University of Sri Lanka

1.1 DEVELOPMENTS IN TERTIARY EDUCATION IN THE LATTER PART
OF THE 19™H CRNTURY
University education had taken a long time to be introduced to Ceylon. Although
European-style university education had an early start in India with the
establishment of three universities in 1857, the colonial administration in Ceylon
was in no hurry to confer the same benefits on its people. By the end of the
nineteenth century there was a well-developed secondary school system in the
island, but only a few who had the means were able to go abroad, to Britain or
India, to pursue university education.

It was in the field of medical education that the first step in tertiary education was
taken with the establishment of the Ceylon Medical College in 1870. The initial
plans of the Medical College were modest. It was to be an “elementary school” for
medical assistants. =~ However, it expanded rapidly and was sufficiently well
developed by 1888 for its Licentiate in Medicine and Surgery (LMS) to be
recognized by the General Medical Council of Great Britain. Thus, it became a
medical school for fully-qualified medical practitioners.

In 1874, a Council of Legal Education (later Law College) was formed to train
lawyers. In another development, a Technical College was established in Colombo
in 1893 to train sub-professional engineering personnel. Due to the lack of a clear
government policy on technical education, this college languished for many years
without development.

1.2 ESTABLISHMENT OF THE CEYLON UNIVERSITY COLLEGE
Although there had been a proposal for a University of Ceylon as far back as 1884,
very little progress had been made on this proposal until the end of the 19t
century. A significant development came in the early years of the 20t century,
with the formation of the Ceylon University Association in 1906 by a group of
public-spirited citizens under the leadership of Sir Ponnarnbalam Arunachalam
(1853-1924). The initiative, influence and the sustained interest of this association
led to the founding of the Ceylon University College on 1%t January 1921 as a
government institution at “Regina Walawwa”, Thurstan Road (now Cumaratunga
Munidasa Mawata), Colombo, which was renamed “College House”. The Ceylon
University College was granted recognition by the University of London to
prepare students for Arts and Science external degrees.

Rajarata University of Sri Lanka Page 8



[MANAGEMENT GUIDE FOR UNIVERSITY EMPLOYEES]

1.3

Robert Marrs was the first principal of the Ceylon University College and he was
assisted by a College Council. The staff consisted of five professors, three lecturers
and four visiting lecturers and the total student enrolment was 155. The
establishment of the University College was considered a preliminary step in the
ultimate creation of a fully-fledged university. During its brief existence, the
University College produced 580 graduates of the University of London.

According to an estimate prepared by the University of London in 1938. Ceylon
had provided the largest quota of external students outside the United Kingdom.

ESTABLISHMENT OF THE UNIVERSITY OF CEYLON
The Ceylon University Ordinance No.20 of 1942, enacted by the State Council,
conferred on the university a two-tier pattern of academic self-government with a
division of powers between the Senate and the Council. The other laws required
for university administration were provided by;
(@)  The Statutes made by the Chancellor on the recommendation of the
Court.
(b)  The Acts made by the Council, and
(c)  The Regulations made by such authorities as the Council, the Senate
and the Board of Residence and Discipline.
The university would be unitary, residential and autonomous, with its seat in
Peradeniya, but until the buildings were ready it was to remain in Colombo.
The proclamation establishing the university was issued on 09t June 1942 and Dr.
Jennings undertook the enormous task of establishing the university by
amalgamating the Ceylon University College and the Medical College into a
single unit. A unitary, residential and autonomous university was created on 1t
July 1942.

The university established in 1996 has changed its identity several times as
indicated below due to changes of its location and subsequent legislation:

Affiliated University College 1996 -
Rajarata University of Sri Lanka 1997 to present

Laboratories, computer centres, administrative buildings, libraries, halls
and hostels of residence for students (I3 halls of residence accommodating
approximately 5500 male and female students (in the year 2011), staff
residences for academic, clerical and other grades of university employees
and 01 university farms. Other infrastructure facilities include 01 play
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grounds (for cricket, hockey, and rugby). gymnasium, swimming pool,
open-air theatre, University Health Centre, 01 Teaching Hospitals catering
to the needs of the Faculties of Medicine and 01 Guest House at Mihintale.

ESTABLISHMENT OF RAJARATA UNIVERSITY OF SRI LANKA

The Rajarata University of Sri Lanka was established on 7th November 1995
under the provisions of the Universities Act. No. 16 of 1978 and was
ceremonially inaugurated by Her Excellency the President on 31st January
1996. It was established for the purpose of providing, promoting and
developing higher education in the fields of Social Sciences and
Humanities, Management Studies, Agricultural Sciences and Applied
Sciences, later developed Medical Education as well.

The University is the successor to the former Affiliated University Colleges
at the Central, North-Western and North Central Provinces which were
amalgamated to form the Rajarata University on the recommendations
made by a committee appointed by the Hon. Minister of Education and
Higher Education in 1995.

The University has its main Campus located in the beautiful surroundings
of Mihintale, overlooking the Mihintale rock. This site is historically
important as the centre at which Buddhist Civilization was introduced. It is
10 Km away from the ancient capital of Anuradhapura, the centre of the
world renowned hydraulic civilization. The University has five Faculties of
which the Faculties of Social Sciences and Humanities, Management
Studies and Applied Sciences are located at Mihintale. While other two
Faculty of Agriculture and Faculty of Medicine and Allied Sciences are
located in Puliyankulama and Saliyapura respectively.
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Chapter 2
LEGAL FRAMEWORK OF THE SRI LANKAN UNIVERSITY SYSTEM

An Act to establish a University Grants Commission and a University Services
Appeal Board to provide for the establishment, maintenance and administration of
universities with in campuses and faculties and other higher educational institutions;
and for matters connected therewith or incidental thereto was enacted in 1978
(Universities Act of No. 16 of 1978). Some sections of the Universities Act No.16 of
1978, have been amended on six occasions [Universities (Amendment) Act, No.7 of ]985,
Universities (Amendment) Act. No.7 of 1988, Universities (Amendment) Act, No.7 of 1988,
Universities (Amendment) Act, No. 7 of 1988, Universities (Amendment) Act, No. 7 of
1989, Universities (Amendment) Act, No. 7 of 1995]. The Relevant sections are
extracted herewith.

21 LEGAL FRAMEWORK OF THE ESTABLISHMENT OF A UNIVERSITY

211 MINISTER OF HIGHER EDUCATION AND HIS POWERS AND
AUTHORITIES

At the apex of the university organization is the Minister in-charge of Higher
Education, who represents the central government. The minister is responsible for
the general direction of university education and the administration of the
Universities Act. The powers and responsibilities of the minister are defined in the
Universities Act (Part III, Sections 19 & 20).

PART III, Section 19
The Minister shall be responsible for the general direction of university education

and the administration of this Act.

PART III, Section 20
1 (a) The Minister may from time to time issue to the Commission such

general written directions as he may deem necessary in pursuance of
national policy in matters such as finance, university places and
medium of instruction, to enable him to discharge effectively, his
responsibility for university education and the administration of this
Act. Every such-direction-shell as soon as possible be tabled in
Parliament.

(b) The Commission shall comply with such directions and the governing
authority of every Higher Educational Institution shall afford such
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facilities, and furnish such Information, to the Commission or any
member or officer thereof as may be necessary to enable the
Commission to comply with such directions.

2 (a) For the purpose of enabling him to discharge effectively his
responsibility for university education and the administration of this
Act, the Minister may from time to time, order all or any of the
activities, or the administration, of any Higher Educational Institution
to be investigated and reported upon by the Commission.

(b) The Commission shall comply with such order and the Governing
authority of any Higher Educational Institution to which that order
relates shall afford such facilities and furnish such information, to the
Commission or any member or officer thereof as may be necessary to
enable the Commission to comply with any such order.

(c)  Upon the receipt of a report by the Commission in compliance With an
order made under paragraph (a), the Minister may direct the
Commission to take such remedial action as he may consider necessary
with reference to any of the activities or the administration of the
Higher Educational institution concerned.

3 Where the ministry is satisfied that the situation prevailing in a Higher
education Institution is likely to endanger national security or is detrimental
or prejudicial to national policy, or is likely to dislocate the functioning of
such Institution, he may direct the Commission to take all such steps as he
may deem necessary to bring such situation under control.

4 Where the minister is satisfied that, due to any strike or lockout or any other
cause, the work or administration of any Higher Educational Institution has
been seriously dislocated and that the Authorities of such Higher
Educational Institution have failed to restore normal conditions, the Minister
may take all such measures as may be necessary to ensure the restoration of
normal conditions in such Higher Educational Institution. Pending the
restoration of normal conditions, the Minister may, by Order published in the
Gazette, make all such provisions as he may deem necessary in respect of all
or any of the following matters relating to such Higher Educational
Institution.
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(@)  the closure of such Higher Educational Institution;

(b)  the appointment of any person by name or by office, to be a competent
authority for the purpose of exercising, performing or discharging, in
lieu of any officer, Authority or other body of such Higher
Educational Institution, any power, duty or function under this Act or
any appropriate Instrument, and

(c)  any other matter connected with or relating to any of the matters
aforesaid.

5 Any Order made by the Minister under subsection (4) shall come into force on such
date as may be specified therein. Any sum-Order shall, as soon as possible thereafter,
be tabled in Parliament and shall, unless earlier rescinded, remain in force for a
period not exceeding three months thereafter.

Under the provisions of the Universities Act the minister has three sets of powers in
regard to university organization: i) to issue general written directives to the
University Grants Commission (UGC) in pursuance of national policy in matters such
as finance, university places and media of instruction. (ii) to direct the UGC to order
all or an) of the activities or the administration of any university to be investigated
and reported upon and also to take Such remedial action as the minister may
consider necessary, and (iii) emergency powers of intervention in the event of
complete breakdown of law and order in any university.

21.2 UINIVERSITY GRANTS COMMISSION - POWERS AND AUTHORITIES

The Act provides for the creation of the UGC in order to mediate between the central
government and the universities, The UGC consists of a chairman, a vice-chairman
and five other members all of whom are appointed by the President of the
Democratic Socialist Republic of Sri Lanka. The main functions of the UGC under the
Act are; a) allocation of funds to higher educational institutions, b) coordination of
teaching and research programs in higher educational institutions. and c) ensuring
the acceptance of the obligation of conforming to nationally formulated policies in
matters such as university admissions and the languages of instruction in the higher
educational institutions. The powers, duties and functions of the UGC arc detailed in
Parts I & 11 of the Act.

PART I: ESTABLISHMENT OF THE UNIVERSITY GRANTS COMMISSION
1. The Objectives of the Commission shall be -

(I)  the planning and co-ordination of university education so as to conform to
national policy;
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)

the apportionment to Higher Educational Institutions, of the funds voted
by Parliament in respect of university education, and the control of
expenditure by each such Higher Educational Institution;

the maintenance of academic standards in Higher Educational
Institutions;

the regulation of the administration of Higher Educational Institution;

the regulation of the admission of students to each Higher Educational
Institution; and

the exercise. performance and discharge of such powers, duties and
functions as are conferred, or imposed on, or assigned to, the Commission
by or under this Act.

The Commission shall consist-of a Chairman, a Vice-Chairman and five
other members; all of whom shall be appointed by the President.

The commission may, from time to time, appoint such Standing Committees
and ad hoc Committees consisting of such number of members and with
such powers, duties and functions as may be determined by the
Commission, so however that the Chairman of each such Committee shall
be a member of the Commission.

Every member of the Commission, Including tile Chairman and the Vice-
Chairman, shall, unless he vacates office earlier, hold office for a term of five
years reckoned from the date of his appointment, and shall, unless removed
from office, be eligible for reappointment: Provided, however, that if any
member vacates his office prior to the expiry of his term, his successor shall,
unless such successor vacates his office earlier, hold office for the unexpired
portion of the term of office of his predecessor.

A member of the Commission may resign his office by writing under his
hand addressed to the President, but shall continue in office until such time
as his resignation has been accepted.

If the Chairman, Vice-Chairman, or other member of the Commission, is, by
reason of Illness or other infirmity or absence from Sri Lanka or ether cause,
temporarily unable to perform the duties or his office, the President may
appoint another member to act for such Chairman or Vice-Chairman, or a fit
person to act in the place of such other member, as the case may be.

The Chairman, Vice-Chairman and other members of the Commission shall
be paid such remuneration and allowances as the Minister shall, in
consultation with the Minister in charge of the subject of Finance, determine.
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PART II: POWERS, DUTIES AND FUNCTIONS OF THE UNIVERSITY GRANTS
COMMISSION
15 The Commission shall have and exercise all or any of the following powers

(i) to inquire into or investigate, from time to time, the financial needs of each
Higher Educational Institution;

(ii) to prepare, from time to time, in consultation with the governing authority
of each Higher Educational Institution, triennial budgets for its maintenance
and development, or for any other general or special purpose;

(iii) to make recommendations, from time to time, to the Minister as to the
nature and amount of grants, out of public funds, which it is desirable or
necessary to make to each Higher Educational Institution;

(iv) to determine, from time to time, within the overall wage and salary policies
of the Government, the quantum of remuneration that should be paid to
different grades of the staff of the Higher Educational Institution and the
nature and extent of the other benefits that the staff should receive;

(v) to determine, in consultation with the governing authority of each
Higher Educational Institution; the courses which shall be provided

therein, and the degrees, diplomas, and other academic distinctions
which shall be awarded;

(vi) to determine, from time to time, in consultation with the governing
authority of each Higher Educational Institution, the total number of
students which shall be admitted annually to each Higher
Educational Institution and the apportionment of that number to the
different courses of study therein;

(vii) to select students for admission to each Higher Educational
Institution, in consultation with an Admissions Committee whose
composition, powers, duties and functions shall be prescribed by
Ordinance;

(viii) to determine in consultation with the governing authority of each
University, the external examinations which it shall conduct for
enabling those who are not students of the university or of any
recognized institution, to obtain degrees, diplomas, and other
academic distinctions of the University;
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16.

17.

(ix) to formulate schemes of recruitment and procedures for appointment
of the staff of the Higher Educational Institutions, and to determine
from time to time, the various grades of staff and the numbers
comprising each of such grades;

(x) to determine from time to time-

i the structure and composition of each Higher Educational
Institution established or deemed to be established under this
Act or any appropriate instrument;

ii.  the Faculty or Faculties, and the Departments of Study
thereof, to be assigned to each such Higher Educational
Institution; and

iii.  the subjects or disciplines of study to be provided or taught
in each such Higher Educational Institution;

(xi) to transfer or re-allocate the holder of any post other than that of
teacher, students, equipment and other facilities of any Higher
Educational Institution as may be necessary in consequence of any
determination made under the provisions of paragraph (x);

(xii) to investigate or to cause investigation into such matters pertaining to
the discipline of the students, or to the academic, financial or general
administration, of any Higher Educational Institution, and to take
remedial measures; and

(xiii) to do all such other acts or things as may be necessary for effectively
exercising any of the powers specified by this act and for the
attainment of the objects set out in section 3.

The Commission shall, before the expiry of a period of six months after the
closure of each financial year of the Commission, transmit a report giving a
full account of its activities during that year to the Minister who shall cause
copies thereof to be tabled In Parliament. The Commission shall cause copies
of that report to be made available for sale to the public at such price as may
be determined by the Commission.

The Commission may by notice require the governing authority of any
Higher Educational Institution to furnish to the Commission within such
period as shall be specified ill the notice, all such returns or information
relating to all such matters as may be necessary to enable the Commission to
effectively exercise, perform and discharge any of its powers, duties and
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functions under this Act, and It shall be the duty of that governing authority
to comply with the requirements or such notice.

18. (1) The Commission may make Ordinances In respect of all such matters as it
may deem necessary to enable it to effectively exercise, perform and
discharge its powers, duties and functions under this Act.

(2) Without prejudice to the generality of the powers conferred by subsection
(1), the Commission may make Ordinances in respect of all or any of the
following matters:-

(@) all matters to be prescribed by Ordinance, In respect of which
Ordinances are authorized or required to be made by the
Commission by any other provision of this Act;

(b) the terms and conditions of service of the staff of the Commission
and of the Higher Educational Institutions;

(c) the schemes of recruitment, and the procedures for appointment,
to the staff of the Commission and of the Higher Educational
Institutions;

(d) the establishment and maintenance of standards of instruction in
Higher Educational Institutions for the grant of degrees, diplomas,
and other academic distinctions:

(e) the co-ordination of facilities in and around Higher Educational
Institutions;

(f) the nature and scope of extension services which may be provided
and organized by Higher Educational Institutions

(g) the recognition of foreign degrees and diplomas and other
academic distinctions; and

(h) any other matter connected with, or incidental to, any of the
matters aforesaid.

(3) Every Ordinance made by the Commission under this Act shall be
published 10the Gazette and shall come into operation on the date
specified therein.

21.3 UNIVERSITY SERVICES APPEALS BOARD - ROLE AND FUNCTIONS
Another significant feature in the organizational structure is the University Service
Appeals Board (USAB). (Part xi of the Act). It is a quasi-judicial body independent of
the UGC and the universities, and consists of three members - chairman, vice-
chairman and another member-all of whom are appointed by the Minister. The
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214

22

USAB serves as a final board of appeal against decisions of the UGC and the
University Councils in all disciplinary matters and in the redress of grievances with
regard to appointments, promotions and related matters,

COMMITTEE OF VICE CHANCELLORS AND DIRECTORS - ROLE
AND FUNCTIONS

The Act also provides for the establishment of a Committee of Vice-
Chancellors and Directors (CVCD). The aims of the CVCD are: (i) to
provide opportunities for universities to discuss matters of common interest
and for advising the UGC on such matters, (ii) to study the problems and
needs of universities and their relations with other educational institutions,
UGC, the government and the community. (iii) to offer advice to
universities on matters of general concern to such Institutions, (iv) to act as a
liaison body to coordinate matters of common interest of universities with
the UGC (v) to collect and disseminate information about universities and
(vi) to do all such other acts and things, whether incidental to the aims
aforesaid or nor, as may be requisite in order to further the objects of the
CVCD. All Vice-Chancellors of Universities are members of the CVCD. The
Chairman of the CVCD is elected by the committee from among its members
to hold office for a period of one year.

To facilitate the work of the CVCD it may appoint committees comprising
Vice-Chancellors and other members of the universities to report on or to
oversee activities in areas such as academic affairs, student affairs,
manpower resources, planning, statistics, research, industry relations,
medical matters, overseas aid and international relations. Besides, the CVCD
sponsors inter-university meetings and seminars.

The CVCD advises the UGC all matters or common interest and the UGC
seeks the advice of the CVCD on matters affecting the universities. Joint
meetings of the CVCD and the UGC, presided over by the Chairman/ UGC,
are held regularly.

UNIVERSITY ADMINISTRATION - OFFICERS AND AUTHORITIES

In regard to university administration, each university has a Chancellor,
officers and authorities that make plans, decisions and monitor the
implementation of such decisions in the overall management of the
University. The Chancellor is the ceremonial head or the University and is
appointed by the President of the Republic for a period of five years.
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221 OFFICERS OF THE RAJARATA UNIVERSITV OF SRI LANKA
The Universities Act of No. 16 of 1978 has defined the Officers of the
University (Part VI. Section 33)

The Officers of a University shall be the following:-

the Vice-Chancellor;

Y]
~

b)  the Dean of each Faculty;
c)  the Registrar;
d)  the Librarian;

e)  the Bursar; and

f) the holder of any other post declared by Ordinance to be a post,
the holder of which is an Officer for the purpose of this
section.

The Chancellor is nominated by the President of the Republic shall be the
Head of the University as stated in Section 32 of the Act. He holds office for
a period of five years reckoned from the date of his nominated and shall

preside at any convocation of the University.

The Vice-Chancellor is appointed according to the provision provided in the

Section 34 of Part VI of the Act. The powers vested and the functions are
detailed in the Act in the following manner.

PART IV - Section 34

Q)

a. The Vice-Chancellor of a University shall, subject to the provisions of
paragraph (b), be appointed for a term of three years by the President,
upon the recommendation of the Commission, from a panel of three
names recommended by the Council of that University.

b. No person shall be appointed as Vice-Chancellor of the same
University for more than two consecutive terms.

c. The Vice-Chancellor of a University may be removed from office by
the President, after consultation with the commission.

(2) The Vice-Chancellor shall be a full-time officer of the University, and shall be

the principal executive officer and principal academic officer thereof. He
shall be ex-officio member and Chairman of both the Council and the Senate.
The Vice- Chancellor shall be entitled to convene, be present and speak at,
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any meeting of any other Authority of the University or other body, but shall
not be entitled to vote at any such meeting unless he is a member of such
other Authority or other body.

(3) It shall be the duty of the Vice-Chancellor, in accordance with such directions
as may from time to time be lawfully issued to him in that behalf by the
Council, to ensure that the provisions of this Act and of any appropriate
Instrument are duly observed, and he shall have and may exercise all such
powers as he may deem necessary for the purpose.

(4) Subject to the provisions of this Act, it shall be the duty of the Vice-
Chancellor to give effect, or to ensure that effect is given, to the decisions of
the Council and the Senate.

(5) The Vice-Chancellor shall be the Accounting Officer of the University.

(6) The Vice-Chancellor shall be responsible
a. for the execution of policies and measures approved by the Council in
relation to the University and, subject to such policies, the direction,
supervision and Control of the University, including its
administration; and

b. for the maintenance of discipline within a University.

(7) The Vice-Chancellor shall unless he vacates office earlier or is removed from office
under subsection (1) (c) of this section, hold office for a term of three years, or until
he has completed his sixty fifth year, whichever event occurs earlier.

(8) If the Vice-Chancellor by reason of leave, illness, absence from Sri Lanka or other
cause is temporarily unable to perform the duties of his office, the Deputy Vice-
Chancellor, if any, shall perform such duties, Where there is no Deputy Vice-
Chancellor the Commission shall, within seven days of the occurrence of such
inability, make such arrangements as it may think fit for carrying on the duties of the
office.

(9) If any vacancy occurs in the office of Vice-Chancellor
a. the Deputy Vice-Chancellor, if any, shall perform the duties of the office of
Vice-Chancellor, or
b. where there is no Deputy Vice-Chancellor, tile Commission shall, within
seven days of the occurrence of such vacancy, make such arrangements as it
may think fit for carrying on the duties of the office, until a permanent
appointment is made under the preceding provisions of this section.
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(10) A Vice-Chancellor who, resigns or is removed from office under subsection (1) or
in any other way ceases to hold office as Vice-Chancellor, unless re-appointed,
may, if he was a member of the staff of a Higher Educational Institution on the day
prior to the date of his appointment as Vice-Chancellor, revert to his substantive
post in the staff of such Institution provided he has not completed his Sixty-fifth
year.

Notwithstanding anything in the principal enactment the Vice-Chancellor of every
University established or deemed to be established under the principal enactment
shall, on the date of coming into operation of this section, cease to hold office as such
Vice-Chancellor:

Provided, however, any Vice-Chancellor who 50 ceases to hold office, shall be
eligible for re-appointment.

The responsibility of the Vice -Chancellor for the maintenance of discipline
within the University has been further defined and expanded by the University
By-laws. (See Chart 1.3 given in the Appendix and Student Discipline and Welfare
System: A Guide for the Deans, Director/Welfare, Wardens, Proctors and Student
Counselors for more details).

The Deputy Vice - Chancellor shall be a full-time officer of the University.
The Deputy Vice Chancellor is appointed according to the provision
provided in the Section 35 of Part VI of the Act. The powers vested and the
functions are detailed in the Act in the following manner.

PART VI. Section 35
The Council of a University may, at its discretion and with the prior approval of the

Commission, appoint a Deputy Vice-Chancellor. The procedure for the appointment of a
Deputy Vice-Chancellor and his powers, duties and functions Shall be prescribed by
Ordinance.

The Deputy Vice-Chancellor shall at all times act on the directions and instructions of the
Vice-Chancellor. He shall assist the Vice Chancellor in the exercise, performance and
discharge of the powers, duties and functions conferred or imposed on or assigned to the
Vice- Chancellor by the Act or by any appropriate instrument.
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The Dean of a Faculty shall be a full-time officer of the University. The Dean is

appointed according to the provision provided in the Section 49 of Part VII of the

Act. The powers vested and the functions are detailed in the Act in the following

manner.

PART VII. Section 49

1)

There shall be a Deans of each Faculty who shall be a full-time officer of the
University and the academic and administrative Head of the Faculty, the
Dean shall be elected by the Faculty Board from among the Heads of the
Departments of Study comprising such Faculty, and shall, when so elected,
cease to be the Head of the Department of Study concerned,

The Dean shall, subject to the provisions of any appropriate Instrument, hold
office for a period of three years reckoned from the date of his election and
shall, unless removed from office, be eligible for re-election.

Where owing to leave of absence, illness or other cause, the Dean of a Faculty
is temporarily unable to perform the duties of his office for a period not
exceeding three months, the Vice- Chancellor shall appoint another Head-of a
Department of that Faculty to act in the post of Dean, for such period. Where
however a Dean of a Faculty retires or resigns, or is for any other reason
unable to perform the duties of his office for a period exceeding three
months, the post of Dean of that Faculty shall be deemed to be vacant, and a
new Dean shall be elected in accordance with subsection (1).

The Registrar of a University is a full time officer. The procedure of appointing the

Registrar and authorities and responsibilities vested with the Registrar are defined in

the Section 37 of Part VI of the Act in the following manner.

PART VI, Section 37

(1)

(2)

)

The Registrar of a University shall be appointed by the Council upon the
recommendation of a Selection Committee, the composition of which shall be
prescribed by Ordinance. He shall be a full-time officer of that University
and shall exercise, perform and discharge such powers, duties and functions
as may be conferred or imposed on or assigned to him by this Act or by any
appropriate Instrument.

The Registrar shall be responsible for the custody of the records and the
property of the University.

The Registrar shall be the ex officio secretary of the Council and the Senate.
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(4)
®)

The Registrar shall be the Assistant Accounting Officer of the University.

The Registrar shall, subject to the direction and control of the Vice
Chancellor, be responsible for the general administration of the University
and the disciplinary control of its non-academic staff.

The Bursar of a University is a full time officer. The procedure of appointing the

Bursar and authorities and responsibilities vested with the Bursar are defined in the

Section 38 of Part VI the Act in the following manner.

PART VI, Section 38

(1)

The Bursar of a University shall be appointed by the Council upon the
recommendation of a Selection Committee, the composition of which shall be
prescribed by Ordinance. He shall be a full-lime officer of that University
and shall exercise, perform and discharge such powers, duties and functions
as may be conferred or imposed on or assigned to him by this Act or by any
appropriate Instrument.

The Bursar shall, subject to the direction and control of the Registrar, be
responsible for the administration of the finances of the University, and
maintain its accounts in such form and manner as may be prescribed by
Rules. He shall have the custody of the funds of the University.

The Librarian of a University is a full time officer. The procedure of

appointing the Librarian and authorities and responsibilities vested with the
Librarian are defined in the Section 39 of the Part VI of the Act in the
following manner

PART VI, Section 39

(1)

The Librarian of a University shall be appointed by the Council upon the
recommendation of a Selection Committee, the composition of which shall be
prescribed by Ordinance. He shall be a full-time officer of that University
and shall exercise, perform and discharge such powers, duties and functions
as may be conferred or imposed on or assigned to him by this Act or by any
appropriate Instrument

The Librarian shall, subject to the direction and control of the Vice-
Chancellor, be responsible for the administration of the library or libraries of
the University.
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AUTHORITIES OF THE UNIVERSITY

The Universities Act of No. 16 of 1978 has defined the authorities of
the university. The Authorities of the Rajarata University of Sri
Lanka are: (i) Council (ii) Senate and (iii) Faculty Boards. Under
the provisions of the Act, the Court which was established to serve

as a forum for public review of the University administration and
which elected the Vice-Chancellor was abolished in 1985.

The Council and the Senate form the conventional two-tier pattern
of University organization. The Council is the chief executive body
and the governing authority of the University. The Senate is the
academic authority and makes recommendations to the Council
regarding teaching, research, examinations and related matters or
the University. Next in rank are the Faculty Boards. The Rajarata
University of Sri Lanka has five Faculty Boards, one for each
faculty, Each Faculty Board regulates matters pertaining to the
teaching, research and examinations in the respective faculty,
subject to the control of the Senate.

The Council of the Rajarata University of Sri Lanka is made up the Vice-

Chancellor (ex-officio chairman), the Deans, two elected representatives of the Senate

and eleven laymen of distinction nominated by the UGC. The Section 44 of the Pan

VII of the Act defines the compositions, powers and responsibilities of the Council.

PART VII, Section 44

(1) The Council of a University (hereinafter referred to as “the Council”), shall be the

executive body and governing authority of the University and shall consist of the

following persons:-

(i
(ii

(iii

)
)
)
(iv)
)
)

—

—~

\%

(vi

(vii)

the Vice-Chancellor;

Deputy Vice-Chancellor, If any;

Rector, if any:

the Dean of the Faculty of Graduate Studies, if any;

the Dean of each Faculty;

two members elected by the Senate from among its members; and

such number of members as ;s equal to the total number of members under
paragraph (i), (ii), (iii), (iv), (v) and (vi) above, Increased by one, All such
members shall be appointed by the Commission from among persons who
have rendered distinguished service in educational, professional, commercial,
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industrial, scientific or administrative spheres,

The Chairman of the Council shall be the Vice-Chancellor who shall preside at all
meetings of the Council, If the Chairman is unable to preside at a meeting, the
members shall elect any member present to preside at such meeting.

Subject to the provisions of subsection (4) any appointed or elected member of the
Council shall, unless he vacates office earlier, hold office for a term of three years
reckoned from the date of his appointment or election, as the case may be, end shall,
unless removed from office, be eligible for re-appointment or re-election:

Provided, however, that it any appointed or elected member vacates his office prior
to the expiry of his term, his successor shall, unless he vacates his office earlier, hold
office for the unexpired portion of the term of office of his predecessor.

Any appointed or elected member of the Council may resign his office by writing
under his hand addressed to the Chairman of the Commission or to the Vice-
Chancellor of the University, as the case may be.

Notwithstanding anything in the principal enactment, the appointed and elected
members of the Council or every University established or deemed to be established
under the principal enactment shall, upon the date of coming into operation of this
section, cease to held office as such members:

Provided, however, any appointed or elected member who so ceases to hold office,
shall be eligible for re-appointment or re-election, as the case may be,

An appointed member of the Council who, for whatever reason, absents himself
from three consecutive meetings of the Council, shall be deemed to have vacated his
office as a member of the Council and the Commission shall appoint fit person to fill
the resulting vacancy.

A member of the Council shall not be entitled to any remuneration, but a member
appointed under subsection (1) (vii) may be paid such allowances as the Minister
shall, in consultation with the Minister in charge of the subject of Finance, determine.

The quorum for a meeting of the Council shall be one-third of its total membership.

The Council shall meet whenever necessary 50 however that it meets on not less than
ten occasions in each year.

Rajarata University of Sri Lanka Page 25



[MANAGEMENT GUIDE FOR UNIVERSITY EMPLOYEES] _

(9) The Chairman of the Council shall, whenever he thinks necessary or within one week
upon the receipt by him of a written requisition from not less than one-third the total
membership of the Council, convene a Special Meeting or the Council.

PARI VII, Section 45
(1) Subject to the provisions of this Act, the Council shall exercise the powers and

perform and discharge the duties and functions conferred or imposed on, or
assigned to, the University.

(2) Without prejudice to the generality of the powers conferred upon it by subsection (1),
the Council shall exercise, perform and discharge the following powers, duties and
functions:-

i) tohold, control and administer the property and funds of the University;

i) to select a coat of arms for the University, and to determine the form, to
provide for the custody and to direct the use, of the common seal of the
University;

iii) to regulate and to determine ail matters concerning the University in
accordance with the provisions of this Act and of any appropriate Instrument;

iv) to administer any funds placed at the disposal of the University for specific
purposes;

V) to receive and accept with the concurrence of the Commission, bequests,
donations and grants of property to the University;

vi) to consider, and if necessary amend, and adopt the annual report and the
annual accounts of the University and to submit such report and such
accounts to the commission;

vii) to prepare the financial estimates of the University and to submit such
estimates to the Commission;

viii) to make By-laws for any matter in respect of which By-laws are
authorized to be made;

ix) to make such Regulations as are not provided to be made by any other
Authority of the University;

x) to provide the buildings, premises, furniture, equipment and other
material needed for carrying on the work of the University;

xi) to appoint persons to, and to suspend, dismiss or otherwise punish
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persons in the employment of, the University:
Provided that, except in the case of Officers and teachers, these powers
may be delegated to the Vice-Chancellor:
xii) to appoint examiners, whether from the staff of the University or from
elsewhere, after consideration of the recommendations of the Senate,
and to determine any fees which may be paid to such examiners;

xiii) to appoint a Board of Welfare, which shall also include
representatives of the students, for the promotion of the general well-
being of the students of the University. The composition, powers,
duties and functions of such Board shall be prescribed by Ordinance;

xiv)  to enter into, carry out or cancel contracts on behalf of the University,
and to invest any moneys belonging to the University including any
unapplied income, in any security in which, under the provisions of
section 20 of the Trusts Ordinance or of any other written law, it is
lawful to invest trust moneys; or, with the approval of the
Commission, to invest any such moneys in the purchase of
immovable property in Sri Lanka or vary such investments, or to
place on fixed deposit in any bank approved by the Commission, any
portion of such moneys not required for immediate expenditure;

xv) to determine, after consultation With the Senate, the academic dress
or insignia or both, of the Chancellor, the Officers, the graduate, and
the students of the University;

xvi) to advise the Commission on -

a) the institution, abolition or suspension of Professorships,
Associate Professorships, lectureships and any other academic
post, in consultation with the Senate;

b) the institution, abolition or suspension of any non-academic

post; and

c) the qualifications of teachers, officers and ether employees of

the University;
and

xvii) to exercise all other powers of the University the exercise of which is
not otherwise provided for in this Act or any appropriate Instrument:
Provided that no resolution shell be passed by the Council in relation to any
academic matter unless the Senate has first been given an opportunity of
recording and transmitting to the Council its opinion thereon. In this
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section, “academic matter” means any matter which is subject to the control
and general direction of/he Senate.

The Senate of a University is the academic authority of the University and Section

46. Part VII, of the Act defines the compositions, powers and responsibilities of the
Senate.

PARI VII, Section 46
(1) A University shall have a Senate which shall be the academic authority of the
University.

(2) The Senate of the University shall consist of the following persons:
the Vice-Chancellor;
the Deputy Vice-Chancellor, if any;

(a
(b
(c
(d

the Rector of each Campus, if any;

~— ~— ~— ~—

the Director of each Institute or Centre far Higher Learning, If any,
affiliated to the University;

—_
M

the Dean of the Faculty of Graduate Studies, if any;

—
—n

the Dean of each Faculty;
the Head of each Department of Study;

—_
> 2 QQ

every permanent Professor of the University;
the Librarian; and

< =

two teachers, other than those referred to in the preceding
paragraphs of this subsection elected by the permanent teachers of
each Faculty, from among their number.

(3) Each elected member shall hold office for a period of three years reckoned
from the date of his election:

Provided, however, where an elected member retires or resigns, or
otherwise vacates office by reason of absenting himself from three
consecutive meetings of the Senate, another member shall be elected in his
place in accordance with the provisions of paragraph (j) of subsection (2),
and such other member shall, unless he vacates office earlier, hold office for
the unexpired portion or the tern) of office of his predecessor.

(4) The quorum for a meeting of the Senate shall be one-fourth of its total
membership.

(5) The Senate shall have control and general direction of instruction,
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education, research and examinations in the University.

(6) Subject to the provisions of this Act and without prejudice to the generality
of the powers conferred upon it by subsection (5), the Senate shall exercise,
perform and discharge the following powers, duties and Functions:-

i)  to draft, after consideration of reports from the Faculty Board or the
Faculty Beards concerned, Regulations relating to courses of study and
examinations, and to submit such drafts to the Council for approval;

ii) to recommend to the Council, after consideration of reports from the
Faculty Board or Faculty Boards concerned, the names of persons suitable

for appointment as examiners;

iii) to recommend to the Council the institution, abolition or suspension of
Professorships, Associate-Professorships, Senior lectureships, lectureships,
and other academic posts in the University;

iv)  to recommend to the Council after consideration of reports from the Faculty
Board or the Faculty Boards concerned -
(@)  schemes for the re-organization of existing Faculties and Departments
of Study and the organization of new Faculties and Departments of
Study; and

(b)  the assignment of subjects of study to the respective Faculties

v) to recommend to the Council the mode and conditions of competition for
tellowships, scholarships, exhibitions, bursaries, medals and other prizes;

vi) to award fellowships, scholarships, exhibitions, bursaries, medals and other
prizes on such conditions as may be approved by the council;

vii) to appoint such number of Standing Committees, or ad hoc Committees or
Boards of the Senate as it may deem fit, and in particular, but without
prejudice to the generality of the preceding provisions of this subsection -

a) a Library Committee;

o

) an Admissions Committee;

(@)

) a Research Committee; a Curriculum and Evaluation Committee; and

(o

)  aProbationary Study Leave Committee

e

) and to specify their terms of reference; to consider their reports and to
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either approve such reports, whether with or without modification, or
to reject such reports; and

viii)  to recommend to the Council requirements for the admission of students to
courses of study.

The Faculty Board is the governing body of all academic affairs of all Faculty. Each
Faculty of a University shall consist of the Departments of Study assigned to that
Faculty under the provisions of the University Act. The Section 47 of Part VII of the
Act defines the composition, functions and responsibilities of a Faculty Board.

PART VII, Section 47
(1) Each Faculty of a University shall consist of the Departments of Study assigned to

that Faculty under the provisions of this Act.
(1A) Each Faculty of a University shall have a Faculty Board which shall consist
of the following persons:-

(@)  the Dean of that Faculty;

(b)  all permanent Professors, Associate Professors, Senior Lecturers and
Lecturers of the Departments of Study comprising the Faculty;

(c)  two members elected by the permanent Assistant Lecturers of the
Faculty from among their number;

(d)  two members of the permanent staff imparting instructions In the
Faculty, excluding those referred-to in paragraphs (b) and (c), elected
from among their number;

(e)  two students elected by the students of the Faculty from among their
number; and

(f)  three persons not being members of the staff of the University elected
by the Faculty Board from among persons of eminence in the areas of
study relevant to the Faculty.

(2) A member elected under paragraph (e) of subsection (1) shall hold office as a
member for a period of one year, and any other elected member for a period of three

years, reckoned from his date of election, and shall be eligible for re-election.

(3) Subject to the provisions of this Act, a Faculty Board shall exercise. perform and
discharge the following powers, duties and functions-

i) to consider and report on any matter referred to it by the Senate;

ii) subject to control of the Senate, to regulate matters connected with
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teaching, examinations and research in the Departments of study in
the Faculty;

iii)  to present recommendations and reports to the Senate on all matters
connected with the courses of study and examinations in the Faculty.

iv)  to appoint committees, which may include persons other than members of
the Faculty, for the purpose of considering and reporting on any special
subject or subjects; and

V) to recommend to the Senate persons suitable for appointment as examiners
4 (@ The Dean shall preside at all meetings of the Faculty Board;

(i)  The members elected under paragraph (e) of subsection (1A) shall be
excluded from the proceedings of any meeting of the Faculty Board relating
to the election of the Dean under section 49 of this Act, and to examinations
and connected matters and any such meeting shall, notwithstanding such
exclusion, be deemed to have been duly held.
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CHAPTER 3
ADMINISTRATIVE STRUCTURE OF THE RAJARATA UNIVERSITY OF
SRI LANKA

The administrative organizational structure with the Vice Chancellor at the apex is
depicted in Chart 3.1. The main strata or the organizational structure of Rajarata
University of Sri Lanka are:

i) Central Administration with the Vice Chancellor as the Chief Executive Officer
along with the Registrar and the Bursar functioning, overseeing the general
administration and financial management, respectively. The central
administration consists of administrative divisions, service divisions & units and
other auxiliary divisions/units performing specific functions. In addition there
are several Centers/Units that have been established with Council approval to
perform specific functions related to administration, academic teaching and
training, research and development, service functions and outreach activities.

ii) Faculty administrations headed by the Deans with Heads of Departments and
assistant/senior Assistant Registrars and Assistant/Senior Assistant Bursars
overseeing the general administration and financial management, respectively.
Besides the Departments of Study. Faculties may also have various units and
centers established with the approval of the Council to perform various special
tasks related to academic administration, research and development and service
functions and outreach activities.

iii) Library administration headed by the Librarian along with the assistant/senior
assistant librarians manning the main and branch libraries

In the University organization there are numerous coordinating units,
committees and boards appointed by the respective authorities to assist them to
discharge their duties.

i) The Vice-Chancellor appoints a committee of Deans, called the Vice
Chancellor's Advisory Committee to advise him in the overall
management of the University.

ii) The Council appoints the following standing committees: i) Board of
Discipline, ii) Finance Committee. iii) Procurement Committee, iv) Lands.
Buildings & Maintenance Committee, v) Staff Residence Committee, and
vi) Audit & Management Committee.
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iii) The Senate appoints the following committees: i) Academic Development
& Planning Committee, ii) Examination Discipllinary Committee. iii)
Research & Publication Committee, and iv) Library Committee.

iv) The respective Faculty Board appoints the following committees i)
Curriculum Development Committee, ii) Research & Publication
Committee.

In addition, the administration, with the approval of the Council has defined several
functional systems, namely, a) Student Discipline System and b) Student and Staft
Welfare System. These two systems are placed under the direct purview of the Vice
Chancellor and operated through the services provided by administrative and service
divisions and supported by the security division, marshals, proctors and student
counselors. In addition, as and when required, with approval of the Council and the
Senate, the administration appoints ad hoc committees and boards to attend to special
matters of the University.

In addition, the Rajarata University of Sri Lanka has established several centers
and units that offer complementary and supplementary training programmes at
various levels and specialized services to the public. Some of these units come
directory under the purview of the Vice Chancellor (Centre for Distance &
Continuing Education Unit (CDCE), Computer Center, Department of English
Language Teaching (DELT): this will become a division of the new centre) Staff
Development Center (SDC), Carrier Guidance Unit (CGU).
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CHAPTER 4
ORGANIZATIONAL STRUCTURE AND DUTIES AND FUNCTIONS OF OFFICERS OF
THE UNIVERSITY, DIVISIONS, UNITS AND CENTRES

4.1 General
As described in detail in Chapter 2, the Officers of the University are
i) Vice- Chancellor, ii) Dean of each Faculty, iii) Registrar, iv) Librarian,
and v) Bursar, The Vice-Chancellor is the chief executive officer and is in-
charge of all academic, administrative and financial matters. The Registrar
is in- charge of non-academic staff and is the custodian of all movable and
immovable assets of the University. The Bursar is in-charge of all financial
matters and the Librarian is responsible for administration of the library
system.

Administrative, Service and Financial Management and Accounting,
Auditing and other allied functions are performed and/or achieved
through coordinated efforts of the Administrative, General Services, and
Support Services, Finance and Auditing Divisions and other entities. These
divisions are brought under several functional systems, and further refined
by defining the duties and responsibilities.

A) Central Administration:

The administrative functions of the University are achieved
through 08 administrative divisions [i.e., i) Examination & Academic
Division ii) Academic Establishment Division, iii) Non-academic
Establishment Division, iv) General Administration Division, v)
Student Services Division, vi) Capital Works Division vii) Student
Registration Division viii) Legal and Documentation Division] and
Financial and Internal Audit Divisions. Eight administrative
divisions, along with Internal Audit Division formed the General
Administrative System (GAS) in order to optimize functional
efficiency through more coordinated and coherent manner. The
diagrammatic depiction of the general administrative system is
given in Chart 1.1.
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B) General Services System (GSS):

The management of service functions is achieved through 9
service divisions/units that form the General Services System [i.e.
i) Security Division, ii) University Health Centre, iii) Maintenance
Division, iv) Physical Education Division, v) Landscape Division.
vi) Marshals Division, wvii) Administration wviii) Statistics and
Information Unit and ix) Computer Center. These divisions/units
along with few other units/entities are combined to form the
General Service System in order to optimize functional efficiency
in a more coordinated and coherent manner. The diagrammatic
depiction of the general services system is given in Chart 1.2.

C) Auxiliary Services System (ASS):
In addition there are several divisions, centres and units that
perform specific support services/functions and hence combined
to form the Auxiliary Services System [i.e. i) Career Guidance and
Student Counseling Unit & 1ii) Staff Development Centre, iii) English
Language Teaching Unit].

D) Student Discipline & Welfare Systems
In, order to streamline and focus activities related to student
discipline and welfare, two functional systems called Student
Discipline System and Welfare System are formed by creating a
network of divisions/ units/ centers.

Student Discipline System
a) Legal & Documentation Division
b) Proctor & Deputy Proctor Unit
c) Marshals Division
d) Security Division

Welfare System
a) Student Welfare Unit
b) Senior Student Counselor Unit
¢) Student Counseling Unit

The Student Discipline and Welfare systems are depicted in Chart
1.3.

E) Financial and Accounting Services
The Financial Administration Division is one of the key divisions of the
University, and handles all the funds received from the General
Treasury, other outside sources and funds generated by the
University itself. The Bursar who is one of the key officers as per
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Universities Act is the head of the department, and is accountable for all
funds received and spent by the University and is responsible for
maintaining all relevant accounts for all transactions that occur in the
University. The organization structure and the functions of the
departments are highlighted in the Chart 1.4.

Major functions: Some of the functions (recurrent payments. minor
capital payments. research grants. etc.) of the department were
decentralized to the faculty level in the year 2013 while others (i.e.
payment of salaries, loans, procurements, major capital works. ere) are
performed centrally. At present. the Finance department functions
with 11 sub-divisions/units, namely i) salaries and wages. ii) supplies
and stores, iii) accounts and revenue, iv) payments. v) funds and
centers. vi) student affairs and (vii to xiv) faculty units (5 units).

All the accounting: functions of the University arc currently performed
via accounting software on net work platform. In addition to that plan
to be setup computerized human resources data management system.
It is also expected to introduce computerized data management systems
for stores management, fixed assets and other funds including accounts
relating to centers.

4.2 Office of the Vice-Chancellor
The Vice-Chancellor shall be a full-time officer of the University, and shall be the
principal executive officer and principal academic officer thereof. He shall be an
ex officio member and Chairman of both the Council and the Senate. The Vice-
Chancellor shall be entitled to convene, he present and speak at. any meeting of
any other Authority of the University or other body, but shall not be entitled to

vote at any such meeting unless he is a member of such other Authority or other
body.

The Vice-Chancellor shall he the Accounting Officer of the University. The Vice-
Chancellor shall be responsible -for the execution of policies and measures
approved by the Council in relation to the University and. subject to such
policies, the direction, supervision and control of the University, including its
administration; and for the maintenance of discipline within the University.

The Vice-Chancellor is appointed by the Head of State. His Excellency the
President from among the 3 nominations submitted by the Council. Once he or
she is appointed, the term of the office is limited to 3 years with provision to be
reappointed for another 3 year term. As defined by the Universities Act, he is
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overall in-charge of all matters of the University. He is advised by the Vice-
Chancellor's Advisory Committee consisting of the Deans and the Deputy Vice-
Chancellor and Registrar who are ex- office members. The Senate functions as the
academic syndicate and the Council functions as the governing body of the
University.

The Vice-Chancellor is also responsible for planning and monitoring of the
Corporate Plan of the Rajarata University of Sri Lanka,

4.2.1 Computer Services Unit

The University has introduced electronic data storing and
management system for all administrative, service and auxiliary
service division and units. A central unit to handle all electronic
data management packages and also provide back-up support
services for all compute facilities in all divisions and units has been
established within the Financial Division and this unit is directly
placed under the Vice-Chancellor (refer chart 1.1) This unit will
also become the main hub for the Higher Education Information
System (HEMIS).

4.3 Office of the Deans of a Faculty

A Faculty of the University consists of academic departments and has the
administrative support systems for a) academic, b) general administration,
c) finical administration and d) other support services. Each Faculty is
handed by a Dean who functions as a full-time officer of the University,
and is the head of academic and general administration. Each department
is headed by a Head who is responsible for the academic and general
administration of the department concerned. Besides the Departments of
Study, Faculties may also have various units and centers established with
the approval of the Council to perform various special tasks related to
academic, administration, research and development and service functions
and outreach activities.

Each Faculty has a Faculty Board which is the academic syndicate and the
governing body of the Faculty. The Faculty Board elects a Dean and the
Dean in turn recommends names of academic members for the Heads of
Departments posts to the Vice- Chancellor for his consideration for
submission to the Council for approval. The academic administration with
respect to syllabi and courses and course contents, academic calendar with
respect to commencement and closure of academic sessions, examinations,
examines etc., are governed by the Faculty Board. In addition, the Faculty
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4.4

4.5

Rajarata University of Sri Lanka

Board appoints the following committees i) Curriculum Development
Committee, ii) Research & Publication Committee iii) Scholarship
Committee to carry out various tasks relating to undergraduate and
postgraduate academic programmes and research and development work.

The Dean is advised by his advisory committee consisting of all heads of
departments. This committee is responsible for taking decisions with
regard to budget estimates for submission to the Vice-Chancellor,
distribution of approved funds and taking decisions and advising the
Dean on any matter pertaining to faculty administration. The relevant
decisions are reported at the Faculty Board for ratification and information
of members of the Faculty Board.

Office of the Registrar

The Registrar is a full-time officer of the University and shall exercise, perform
and discharge such powers, duties and functions as may be conferred or imposed
on or assigned to him by this Act or by any appropriate instrument.

The Register under the direction of the Vice-Chancellor handles all matters
pertaining to general administration. The administrative services are provided
through 8 administrative divisions [(i.e .. i) Academic Establishment Division,
i1) Non-academic Establishment Division, iii) General Services Division. iv)
Student Services and Registration, v) Capital Works Division. and vi) Legal and
Documentation Division], 9 service divisions [i.e. 1) Security Division, ii)
University Medical Centre, iii) Maintenance Division, iv) Physical Education
Division v) Landscape Division, vi) Marshal Division, vii) Statistical Information
divisions/units [i.e., i) Career Guidance and Student Counseling Unit and ii)
Staff Development Centre and iii) English Language Teaching Unit]

The Registrar functions as the Secretary to the Council, Senate and all the
Council and Senate sub-committees.

Office of the Bursar

The Bursar is a full-time officer or the University and shall exercise, perform and
discharge such powers, duties and functions as may be conferred or imposed on
or assigned to him by this Act or by any appropriate Instrument.

The Bursar under the Direction of the Vice-Chancellor handles all mailers
relating to financial administration. He is assisted by several Deputy Bursars,
Senior Assistant/Assistant Bursars. Under the decentralized financial

Page 39



[MANAGEMENT GUIDE FOR UNIVERSITY EMPLOYEES] _

administrative system, each faculty is assisted by a Senior Assistant/Assistant
Bursar. He functions as the Secretary to the Finance Committee and the
University Procurement Committee.

4.6 Office of the Librarian
The Librarian is a full-time officer of the University and shall exercise, perform
and discharge such powers, duties and functions as may be conferred or
imposed on or assigned to him by this Act or by any appropriate Instrument.
The Librarian is responsible for the development and management of the
University library system. The RUSL library system consists of a) Main Library,
and b) five (05) branch libraries, and the functions of the library system are

guided by the Senate Library Committee and Faculty Library Committees (refer
Chart 1.1 & Chart 1.5)

4.7 University Administrative Structure

4.7.1 General Administrative System (GAS)

The overall responsibility of the general administrative system is to assist
the Vice-Chancellor, Deans of Faculties and Directors of Centers to conduct
the academic training programmes approved by the Council, the governing
body of the University and carry out research and development work and
outreach activities of the Rajarata University of Lanka. The organizational
chart of the system, depicting the linkages among the administrative and
other divisions, centres and units along with broader functions of the
respective divisions, centers and units is given in the Table 1.1. The
detailed organization arrangement within a given division along with the
responsibilities assigned to the officers and support staff is in Annexure 1
to 8.

Table 1.1 List of Key Management Personal with their Designations.

Division Major Duties/ Functions Remarks on
detail
descriptions

1. Deputy Registrar i) Handling all Senate | Annexure 1
Examinations & proceedings including follow-
Academic Division up work
ii) Maintaining record of
postgraduate student

registration, graduation &
reporting to the Senate &
Council
iii) Handling matters related to
the convocation in liaison with
Academic & Council Division
iv) Handling all matters relating

to scholarships, medals &
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2. Senior Asst. Registrar i) Handling all matters regarding | Annexure 2
Academic Establishment recruitment, leave,
Division promotions, extensions &

disciplinary matters of the
academic staff.

ii) Handling all matters regarding
bond violations in liaison with
SAR/ Legal & Documentation

iii) Handling all matters regarding

temporary/ contractual
academic staff & visiting
lectures
3. Asst. Registrar i) Handling all matters regarding | Annexure 3
Non-academic recruitment, leave, promotion,
Establishment Division extension, &  disciplinary

matters of the non-academic
staff.

ii) Handling all matters regarding
the temporary/ contractual
non-academic staff

iii) Handling all mater relating to
unions & uniform matters

4. Asst. Registrar i) Handling all matters regarding | Annexure 4
Administration Division utility services-water,

electricity & telephone supply

ii) Handling all matters regarding
lands, building & other fixed
assets, revenue & taxed

iii) Handling all matters regarding
vehicles

iv) Handling all matters regarding
contractual services, security
and janitorial services,
photocopying  services &
contact labour for Landscape
& Maintenance Division

5. Senior Asst. Registrar i) Handling all matters regarding | Annexure 5
Student Services student unions/ societies/
Division associations, including
elections

ii) Handling all matters regarding
hall allocations for students

iif) Handling all matters regarding
the Arts Council

iv) Handling all matters regarding
appointment  of  student
counselors, proctors, wardens,
academic sub-wardens

v) Handling all student
disciplinary matters &
examination offences,
including proceedings of the

Board of Discipline
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vi) Handling all matters relating
to Mahapola & Bursaries
including season tickets in
liaison ~with the Finance

Division
6. Asst. Registrar i) Handling all matters relating | Annexure 6
Capital Works Division to capital projects

ii) Handling all matters relating
to rehabilitation projects

iii) Handling all matters relating
to contract 1 labour for
rehabilitation work

7. Asst. Registrar i) Handling all matters regarding | Annexure 7
Student Registration students admission including
Branch proceedings of admission
committee
8. Asst. Registrar i) Handling all matters regarding | Annexure 8
Legal and legal matters, USAB cases,
Documentation Division human/fundamental  rights

cases, labour tribunal cases,
etc.

ii) Handling all matters relating
to bond recoveries in liaison
with  Academic & Non-
Academic Establishments
Divisions

iii) Handling all matters relating
to disciplinary inquires
relating to academic and non-
academic staff

9. Asst. Internal Auditor i) Providing guidance to all | Annexure 9
Internal Audit Division administrative &  Financial
division on financial

regulations & guidelines in
procurement of goods, works
& services

ii) Handling all matters relating
to Audit queries

4.7.2 General Services System (GSS)
The overall responsibility of the University General Services System
(UGSS) is to assist the Vice-Chancellor, Deans of Faculties and
Directors of Centers to maintain i) utility services such as water,
electricity, telephone and LAN system, ii) health care service. iii)
maintenance and rehabilitation work including design and
supervision of new construction work, landscaping work, sanitary
and cleaning services, sports and recreational facilities, security
services, etc., that are required to operate at optimal efficiency in
order to conduct the academic training programmes approved by the
Council, the governing body of the University and carry out research
and development work and outreach activities of the Rajarata
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University of Sri Lanka. The organizational chart of the system,
depicting the linkages among the service and other divisions, centres
and units along with the broader functions of the respective
divisions, centers and units is given in Table 1.2, The detailed
organizational arrangement within a given division along with the
responsibilities assigned to the officers and support staff is in
Annexure 10 to 18.

Table 1.2 Major Functions of the Divisions and Units involved in
General Services

Division Major Duties/ Functions Remarks on detail
descriptions
1. Security Division i) Handling all security matters | Annexure 10
including protection of

movable & immovable assets

ii) Provision of security to the
main  building,  faculties,
libraries, grounds &
gymnasium, health center,
maintenance division, hostels.

iif) ~ Providing assistance to
Marshals to maintain
discipline of the students and
in dealing with student unrest
and handle instances where
breaches of discipline are
noted or detected, diffuse
tension, and settle minor
disputes and if required report
to VC, Registrar

iv)  Assist the administration in

conducting disciplinary
inquiries
2. University Health | i) Provision of curative health | Annexure 11
Centre care services to undergraduate
staff & their families
if) Provision of preventive health
care-health education,

vaccinations, supervision of
canteens & guest houses

iif) ~ Management of garbage &
sewerage disposal (in liaison
with the general service
Division)

iv)  Management of janitorial
service including the
supervision of contractual

services

3. Maintenance Division i) Repair & maintenance works Annexure 12
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of all buildings, grounds,
roads & other faculties

i) Repair & maintenance of
electricity supply buildings,
grounds, roads etc.

iif) ~ Repair & maintenance of
utility  service -  water,

sewerage system
iv)  Design, plan &  BOQ

preparation of minor
rehabilitation work &
supervision of major

rehabilitation work & new
capital projects

4. Physical Education | i) Maintaining & managing all | Annexure 13
Division sports faculties, Gymnasium,
grounds, swimming pool etc.

if) Provision of guidance
including coaching of sport
team and promoting
participating in inter-
University, national &
international games &
competitions

iii)  Conducting training
programmes/ coaching camps
for new-comers and also for
senor students in all sports

5. Landscape Division i) Managing all landscaping | Annexure 14
works including management
of the all fauna & flora of the
University lands.
Establishment & maintenance
of
- Landscape architecture
- Flower beds
- Flower & shade trees
- Foot paths - in liaison

with maintenance division

- Pavements - in liaison

with maintenance division

if) Protecting all land including
notice’s and fencing.

6. Marshal’s Division i) Under the direction of the VC | Annexure 15

and D/Proctor, maintain the
discipline of students by
keeping vigilance on activities
and behaviour of students at
faculties, centers. gymmnasium

and play grounds, hostel, etc.
if) Assist Deans, proctor and
Deputy Proctors and Wardens
in maintaining student
discipline and provide all
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logistic ~ support including

secretarial assistance in
conducting disciplinary
inquiries

iif) ~ Assist the University Security
Division in providing security
to staff and students

7. Administration i) Management of Guest Houses | Annexure 16
in liaison with General
Services Division

ii) Providing all logistic support
in liaison with Maintenance
Division, General Service
Division & other divisions to
University functions

iif) ~ Maintenance work &
inventory of the Lodge in
liaison with Maintenance &
General Services Division

iv)  Maintaining all notice boards
& removal or all
old & wunwanted posters,
cutouts & other material in
liaison with the Security &
Maintenance Division

V) Handling all matters relating
to visitors of the University.

vi)  Monitoring news items &
responding to them in
consultation with VC, DVC &
Registrar

vil) Handling of inward &
outward bound faxes
distribute within the units

8. Statistics and | i) Handle all matters regarding | Annexure 17
Information Unit University publications;
Annual Report, University
Calendar, Statistical
Handbook, University

Newsletter & Prospectus

ii) Collect &  compile all
important documents
UGC & other  Public
Administration Circulars

iif) ~ Providing information to other
institutes

iv)  Collecting information of the
University & publish on the
Web Site.

9. Computer Centre Internet & Communication Services Annexure 18

Unit (ICSU) is the unit that provides

all communication services to the

University community. The services
include
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i) Operation and maintenance of
the campus network

ii) Internet Service (LAN and
dialup connections)

iif)  Electronic Mail Service

iv)  Web Development and
Hosting

V) Video Conferencing Facilities

vi)  Design of new LANs for
Departments/Units

vii)  Virus Related Notifications
and Advice

viii) Network Related Advice

4.7.3 Auxiliary Services System

There are several other divisions/centers/units that have been formed to
perform very specialized functions in order to assist the Vice-Chancellor,
Deans of Faculties and Directors of Centers to conduct the academic,
research and outreach activities of the Rajarata University of Sri Lanka.
These may also form integral components of GAS, GSS and SD&WS. The
broader functions of the respective divisions, centers and units are given
in the Table 1.3. The detailed organization arrangement within a given
division along with the responsibilities assigned to the officers and
support staff is in Annexure 19 to 20.

Table 1.3 Major Functions of the Auxiliary Services Divisions and Units

Centre/Unit Major Duties/ Functions Remarks on detail
descriptions
1. Career Guidance & | i) Provision of counseling and | Annexure 19
Student Counseling Unit career guidance services to
students
if) Provision of career related

information to students

iif) ~ Assisting D/ Academic Affairs
and Faculty career guidance
units 10 operate industrial
placement scheme.

iv)  Conducting academic
guidance  programmes to
develop “soft” or
“employability”  skills  of
students
2. Staff Development Centre Design and conduct or | Annexure 20

facilitate staff development
training ~ programmes  for
academic staff and non-
academic staff (all executive,
technical and clerical

categories)
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3. Department of English | i) Conduct English Intensive and
Language Teaching Ongoing courses for all
undergraduates

if) Conduct  elective  English
Courses conduct mid and
semester examinations

iif) ~ Conduct English courses for
academic and non academic

staff when a request is made

4.7.4 Student Discipline and Welfare System

The subjects of Student Discipline, Welfare of Students and Staff come
under the purview of the Vice-Chancellor. In this organizational
arrangement, Student Discipline & Welfare are divided into two
functional systems, namely, Student Discipline System and Welfare
System. The organizational arrangement, responsibilities of the Vice-
Chancellor, Deputy Vice- Chancellor, Registrar. SAR/Legal &
Documentation, SAR/Student Services & AR/Registration, Proctor &
Deputy Proctor, Senior Student Counselors, Student Counseling Unit,
Security & Marshals are depicted in Chart 1.3.

A) Student Discipline System
This System is placed under the immediate supervision of the Vice-
Chancellor. The Student Discipline System consists of the following
components: i) Proctor & Deputy Proctors Unit, ii) Marshals Unit iii)
Security Service Unit and iv) Assistant Registrar/ Legal &
Documentation.

The broader functions of the Student Discipline System (SDS) and the
units that come under the SDS are given below:

» Handle all matters relating to Students discipline

» Coordinate and supervise the activities of Proctors

» Coordinate and supervise the activities of the Marshals
Handle all matters relating to the Board of Discipline

The overall responsibility of the SDS is to maintain discipline of
students. This encompasses all activities required to achieve the
following objectives and outcomes:

I. Students' compliance with By-laws pertaining to the students'
conduct, behaviour and discipline.

II. Promotion of good conduct and behavioral patterns of the
students and preventive measures to maintain it.

II. Quick, rational and appropriate response to effect urgent
action to contain any disturbances that may erupt among the
student community.

IV. Unbiased and speedy inquiry procedures to ascertain the
alleged misconduct, hence the breach of By-laws and impose
punishment on those who violate By-laws,
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Table 1.4 Duties and functions of Divisions and units involved in the
Student Disciplinary System

Division Major Duties/ Functions
1. Proctor & Deputy Proctors | i) Design and implement all possible
Unit (DPPU) preventive measures in liaison with

Chief Marshal and Senior Student
Counselors to minimize ‘ragging’ and
any form of student misconduct.

if) In instances where student indiscipline
of unrest is noted or reported, take
immediate actions to contain the
situation, identify wrong-doers, diffuse
the unrest and disperse the students.

iif) If investigation and/or preliminary
inquiry procedure with the assistance of
marshals and deputy proctors.

iv) If it is an offence that has to be dealt
with at the Faculty or Student Hostel or
Proctors level, in liaison with the
appropriate authority conduct/expedite
investigations and impose/ assist
imposition of appropriate punishments
in accordance with By-laws on the
wrong-doers or culprits.

V) If the offence or misconduct committed
by a student or students warrants
formal inquiries, then submit the report
of the preliminary inquiry through the
to the Vice-Chancellor for initiating
formal inquiry.

Vi) Assist the Vice-Chancellor, Registrar,
SAR/ Student Services and AR/Legal
and Documentation to conduct formal
inquiries.

vii)  Assist the Board of Discipline in its
proceedings.

viii) ~ Assist the Police in conducting Police
inquiries, Assist VC & DVC in handling
appeals submitted by students on
whom the punishments were imposed.

2. Marshals Unit (MU)

The Marshals Unit when fully
functional should consist of
chief Marshal and three Refer to the Table 1.2
marshals. The MU comes
under the direct supervision of
the Vice-Chancellor and the
Proctor.

Rajarata University of Sri Lanka Page 48



[MANAGEMENT GUIDE FOR UNIVERSITY EMPLOYEES] _

3. Security Unit (SU)

The Security Unit when fully
functional should consist of a
Security Officer, 02 Security
inspectors. The su
administratively comes under
the direct supervision of the
Registrar. However, the
security staff should comply
with all directions that will be
issued by the Vice-Chancellor
in all matters relating to Refer to the Table 1.2
student  discipline  besides
ensuring to student discipline
besides ensuring the security of
the immovable and movable
properties  including  the
security of staff and students.

4. Legal &  Documentation | i) Handling all legal matters relating to
Division a)Court cases, b) USAB cases and c)
This Legal and Documentation Human Rights cases
Division (LDD) is headed by a
Assistant  Registrar ~ with | ii) Handling all matters relating to bond
professional legal qualification. recoveries

B) Student Welfare System

The Student & Staff Welfare System comes under the immediate
supervision of the SAR/ Student Services. The Student & System
consists of i) Student Accommodation & Cafeteria Unit, ii) Senior
Student Counselors Unit, iii) Student Counseling Unit are depicted
in Table 1.5.

The SSWS which comes under the purview of the Registrar. This
system is operated through close cooperation of a network of units,
namely, a) Student Accommodation and Cafeteria Unit, b) Senior
Student Counselors Unit, c) Professional student Counseling Unit.
The broader functions of the system are as follows.

i) Handling all matters relating to welfare
ii) Improving the quality of student and staff accommodation
iii) Improving the quality of the Cafeteria service

The overall responsibility of the SSWS is to optimize student and
staff welfare and promote social harmony. This encompasses all
possible activities listed below:
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i) Advertising and entertaining applications for hostel
accommodation, hall allocation and assisting the wardens and
sub-wardens in hall management.

ii) Optimizing the utilization of hostel accommodation and other
facilities and ensuring high standards of student
accommodation and cafeteria services.

iii) Coordinating student counseling services through the Faculty
level student counselors and through the professional
counseling unit.

Table 1.5. Duties and functions of Divisions and units involved in the
Student and staff Welfare System

Division Manor Duties/ Functions
1. Student Accommodation Unit i) Handling all matters relating to
Students accommodation -
This Unit is one of the three advertising, allocations, receipts of
units that come under the hall fees hall administration, etc.

purview of SAR/SS&R, namely
a)Student  Registration and
Certification Unit, b) Student
Support Services Unit and

ii) Handling all matters relating to the
Student Cafeteria  Service-calling
tenders, supervision of cafeteria
functions in liaison with the Chief
Medical Officer and Public Health
Inspectors.

c)Student Accommodation Unit

iii) Handling all matters relating to hall
and cafeteria maintenance, repairs
and rehabilitation and refurbishment
work in liaison with the Hall

Maintenance.
2. Senior Student Counselors i) Coordination and guidance for
Service Unit optimizing Senior Student
This unit comes directly under Counseling Service operated at

the chairmanship of the Vice Faculty level

Chancellor. It consists of 2-8
students/ counselor per faculty
appointed on the basis of

student numbers. The total
number of Senior Student students in need of assistance to

i) Coordinate the student support
system to help student in need-

Counselors is approximately 20. resolve learning, financial, and
psychological problems.
iii)  Design, Implement in coordination

with faculties measures to minimize
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iv)

and prevent ‘ragging and any other
misconduct leading to disruption of
academic activities of the University
that would bring disrepute to the
University.

Guide and assist the students to
acquire knowledge and skills in “non-
core’ disciplines/ specialties/ areas-
sports, language and communication
skills, computer application skills,
and other marketable skills, such as
skills,

management interpersonal

leadership skills, etc.

Student  Counseling  Unit
(SCU). This SCU is headed by a
professional Student
Counselor(s) and works under
the supervision of the Vice-
Chancellor. The unit works in
close liaison with the Senior
Student Counselors Unit.

if)

Provision of professional counseling
service for student referred by the
Senior Students Counselors

Assist the Senior Student Counselors
to promote student counseling work
at faculty levels

Student and Welfare Unit
(SSWU)

The SAR/ Student Services is
headed by the and assisted by
all 08 permanent sub-wardens.
Its functions are mostly directed
towards optimizing the quality
of services provided and
performance of several service

divisions.

i)

iii)

iv)

Handling all matters relating to staff
and student welfare

Improving the quality of student and
staff accommodation

Improving quality of the Cafeteria
service

Improving quality of sports facilities
and programs

Improving the quality of preventive
health care programme. Promoting
student and staff-social and cultural
activities.
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4.8 University Financial Management System

Table 1.6 Functions and duties of the sections of the Financial Administration

Department are as follows;

Post

Functional area

Responsibilities

Functions and Duties

Bursar

Financial

Administration

Overall
management of  the

financial

University and
Management of
University Funds

Financial management of
the University

2 Provide FMI
3 Hold custodian and

accountability =~ of  the
University funds

Other
down in the Universities
Act.

Overall supervision of the

responsibility  laid

finance department

D.B.-I

Salary Management

Salaries, Loans, UPF and
Gratuity

Management of Salaries,

Loans and Terminal benefits

2 Provide FMI
3 Maintain

proper  record

system

4 Attending meetings etc
5 In charge of FC & UPC

AB.-1

Accounts and
system
management

Financial Accounts and
software system

administration

1 Maintain

University
accounts

2 Provide FMI

Maintain proper recording
system
Control the Software system

5 Maintain and upgrade the

system
Supervision of  Faculty

Funds & Accounts

SAB -1

Supplies & stores
management

Foreign  and  Local
supplies, stores

Management of all supplies
and stores of the University

2 Provide FMI
3 Maintain proper recording

system
Monitoring, forecasting and
planning the supply process

AB -1

Treasury &
Financial
Information
management

Audit Queries, Treasury
management  (revenue,

FD, Government grants)

Fund management of the
University

2 Management of FD
3 Attending for Audit matters
4 Maintain proper recording

system
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AB-1 Payments and
Budget
management

General payments
(recurrent and capital),
Air tickets, Budgetary

control

Preparation and
maintaining the University
budget

2 Making payments
3 Controlling the University

Budget

4 Provide FMI
5 Maintain proper recording

system

AB-1 Projects
management

Research, Projects, Funds
and Centers

Financial management of
the Projects carried out by
the University

2 Provided FMI

3 Maintain proper recording

system

AB-1 Student affairs

Student affairs,
scholarships and IRQUE

Management of student
revenue and scholarships
funds

Maintain proper recording
system Provide FMI

SAB -1 External

General financial and
accounting functions of
the external examination
branch

Maintain proper recording
system

2 Provide FMI
3 Making payments of the Ex.

Branch

Maintained the Ex. Branch
budget

Fund management of the
Ex. Branch

AB/SAB’s | Faculties

General financial and
accounting functions of

the faculties

Maintain proper recording
system

2 Provide FMI
3 Making payments of the

faculty
Maintained  the faculty
budget
Fund management of the
faculty

4.9 University Library System
The Rajarata University of Sri Lanka Library has developed and expanded
rapidly, transforming itself into a Library System comprising a Main
Library and 4 Branch Libraries in the faculties of Agriculture. Medicine &
Allied Sciences, Applied Sciences and Professorial Unit. At present, the
library system possesses a total collection of over 500,000 items and
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continues to be developed the developing University Library in Sri Lanka.

The Library holdings dating back to a few decades have been enriched

from time to time by donations, requests owned by great scholars of our

land and purchases of valuable collections.

410 Major Functions/ Duties of Centres and Units (coming under the

purview of the Central Administration)

Centre/ Unit

Major Duties/ Functions
Remarks on detail descriptions

1 Computer Center

i) To provide computing and Internet
facilities for the University Community

ii) To provide computer laboratory and
seminar room facilities for teaching in
the University

iy To  provide ICT training to
undergraduates, staff and outsiders

iv)  To provide services such as web
administration and hosting for faculties
on request, technical evaluation on
computer related equipment

V) To provide support for the development
and hosting of e-learning material to the
academic community of the University

vi)  To conduct selection tests for computer
related recruitments and promotions

2. Center for Distance and Continuing
Education (CDCE)

i) Review the existing degree programmes
and introduce curricular reforms and
design and offer new external degree.
diploma and certificate level
programmes in disciplines and subjects
as determined bv the market needs

ii) Develop learning resources (both in print
and on- line forms) and make available to
external candidates, for degree, diploma
and certificate level programmes

iii) Conduct training programmes both on-
line and conventional modes (through
facilities at the Centre and regional
centres) for degree. diploma and
certificate level programmes

iv) ~ Conduct examinations and process and
release results in a speedy manner.
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Vice Chancellor

Registrar

Examinations & Academic Non-academic Administration Student Services Capital Works Student Legal and Internal Audit
Academic Establishment Establishment Division Division Division Registration Documentation Division
Division Division Division Branch Division

Handling all Senate Handling all Handling  all Handling all matters Handling all matters Handling all Handling all Handling all Providing

proceedings
including  follow-up
work

Maintaining  record
of postgraduate
student registration,
graduation &
reporting to  the
Senate & Council

Handling matters
related to the
convocation in liaison
with Academic &
Council Division

Handling all matters
relating to
scholarships, medals
&

matters
regarding
recruitment,
leave,
promotions,
extensions &
disciplinary
matters of the
academic staff.

Handling all
matters

regarding bond
violations in
liaison with
SAR/ Legal &
Documentation

Handling all
matters

regarding
temporary/
contractual
academic staff &
visiting lectures

matters
regarding
recruitment,
leave,
promotion,
extension, &
disciplinary
matters of the
non-academic
staff.

Handling  all
matters
regarding  the
temporary/
contractual
non-academic
staff

Handling  all
mater relating
to unions &
uniform matters

regarding utility
services-water,
electricity &
telephone supply

Handling all matters
regarding lands,
building & other
fixed assets, revenue
& taxed

Handling all matters

regarding
contractual services,
security and
janitorial services,
photocopying
services & contact
labour for
Landscape &
Maintenance
Division

Handling all matters
regarding vehicles

regarding student
unions/ societies/
associations, including
elections

Handling all matters
regarding hall
allocations for students

Handling all matters
regarding appointment
of student counselors,
proctors, wardens,
academic sub-wardens

Handling all matters
regarding the Arts
Council

Handling all student
disciplinary matters &
examination offences,
including proceedings
of the Board of
Discipline

Handling all matters
relating to Mahapola &

Bursaries including
season tickets in liaison
with the Finance
Division

matters relating
to capital
projects

Handling all
matters relating
to rehabilitation
projects

Handling all
matters relating
to contract 1
labour for
rehabilitation
work

matters
regarding
students
admission
including
proceedings  of
admission
committee

matters regarding
legal matters,
USAB cases,
human/fundame
ntal rights cases,
labour  tribunal
cases, etc.

Handling all

matters  relating
to bond
recoveries in
liaison with
Academic & Non-
Academic
Establishments
Divisions

Handling all
matters  relating
to disciplinary
inquires relating
to academic and
non-academic

staff

guidance to all
administrative &
Financial division

on financial
regulations &
guidelines in

procurement  of
goods, works &
services

Handling all
matters  relating
to Audit queries

Chart 1.1 General Administrative System
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Vice Chancellor

Registrar

I

l

I

I

I

l

Security University Health Maintenance Physical Landscape Division Marshal’s Administration Statistics and Computer
Division Centre Division Education Division Information Centre
Division Unit
| | I | | | | l |
Handling all Provision  of Repair & Maintaining & Managing all Under the Management Handle all Internet &
security = matters curative health maintenance managing all landscaping works direction  of of Guest matters Communicatio
including care services to works of all sports  faculties, including the VC and Houses in regarding n Services Unit
protection of undergraduate buildings, Gymnasium, management of the D/Proctor, liaison ~ with University (ICSU) is the
movable & staff & their grounds, grounds, all fauna & flora of maintain the General publications; unit that
immovable assets families roads & other swimming  pool the University lands discipline  of Services Annual Report, provides all
faculties etc Maintaining & students by Division University communication
Provision of Management managing all Protecting all land keeping Calendar, services to the
security to the of janitorial Repair & sports  faculties, including  notice’s vigilance on Handling of Statistical University
main building, service maintenance Gymnasium, and fencing activities and inward & Handbook, community
faculties, libraries, including  the of utility grounds, behaviour of outward University
grounds & supervision of service - swimming  pool students bound faxes Newsletter & Operation and
gymnasium etc, contractual water, etc distribute Prospectus maintenance of
services sewerage Assist  Deans, within the the campus
Providing system Provision of proctor  and units Collect & network
assistance to Management guidance Deputy compile all
Marshals to of garbage & Design, plan including Proctors and Handling all important .
. : : Internet Service
maintain sewerage & BOQ coaching of sport Wardens  in matters documents
discipline of the disposal (in preparation team and maintaining relating to UGC & other afAN and
students liaison with the of minor promoting student visitors of the Public dialup .
general service rehabilitation participating  in discipline University Administration connections)
Assist the Division) work inter-University, Circulars Web
administration in national & Assist the €
conducting international University Developrpent
disciplinary games & Security and Hosting
inquiries competitions Division  in
providing
security to
staff and
students

Chart 1.2 General Services System
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Vice Chancellor

I

Registrar

|

AR/ Legal &
Documentation

Student Discipline System

Proctor &
Deputy
Proctor Unit

Marshals
Division

Security Division

Welfare System

Student Welfare
Unit

Chart 1.3 Student Discipline and Welfare Systems

Senior Student
Counselor

Student

Counseling Unit
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| Vice Chancellor

Registrar

Bursar

Financial management of the University

Provide FMI

Hold custodian and accountability of the University funds
Other responsibility laid down in the Universities Act.
Overall supervision of the finance department

Deputy Bursar
(Salary Management)

Management of Salaries,
Loans and Terminal
benefits

Provide FMI

Maintain proper record
system

In charge of FC & UPC

Senior Asst.
Bursar
(External)

General financial
and accounting
functions of the
external
examination
branch

Asst. Bursar
(Supplies &
stores
management)

Foreign and
Local
supplies,
stores

Asst. Bursar
(Accounts and
system
management)

Financial
Accounts and
software system
administration

Asst. Bursar
(Treasury &
Financial
Information
management)

Audit Queries,
Treasury
management
(revenue, FD,
Government
grants)

Asst. Bursar Asst. Bursar Asst. Bursar
(Payments and (Project (Student Affairs)
Bud get Management)

management)

General Research, Student affairs,
payments Projects, scholarships
(recurrent and Funds and and HETC
capital), Air Centers

tickets,

Budgetary

control

Chart 1.4 Financial Administration
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| Vice Chancellor

| Librarian

Library Netrowk

Assist in teaching, learning and research activities of the university

Identify, retrieve and organize information rsources

Store and disseminate information to the academic community
Plan and organize the library which is conducive for study purpose

Provide professional and quality library services to the university community

Senior Asst. Librarian

Main Library

Handle all matters
relating to the
students and staff
registration

Handle all matters
relating to inter
library loans, reader
guidance

Provide reference

facilities to the entire

university
ycommunity

Senior Asst.
Librarian

&

Asst. Librarian
(FOAS)

Provide library
information
services for the
faculty

Handle all matters
relating library
acquisition and
cataloguing and
classification of
procured
materials

Senior Asst.
Librarian
(FMAS)

Provide library
information
services for the
faculty

Handle all
matters relating
library
acquisition and
cataloguing
and
classification of
procured
materials

Senior Asst.
Librarian
(Prof Unit.)

Provide library
information
services for the
faculty

Handle all matters
relating library
acquisition and
cataloguing and
classification of
procured
materials

Senior Asst.
Librarian
(FOA)

Provide library
facilities and
services of the
faculty

Acquire,
catalogue and
classify library

resources

Asst. Librarian
(Main Library)

relating to
maintenance of
Library Alice
Database

Handle all matters

Asst.
Librarian
(Main
Library)

Handling all
matters
relating to
procurement
of bookd ans
journals for
the main
library

SAR/ Library
Service

Handle all
matters relating
to cadre
recruitment,
promotion,
continuing
education and
training of all
categories of the
library staff

Chart 1.5 Library Network
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Annexure I & 7 - Organizational Chart of Examination & Academic Division and
Student Registration Division

‘ Council |

| Vice Chancellor |

‘ Registrar ‘

‘ Deputy Registrar/ Academic Establishment Division

| Asst. Registrar/ Student Registraton |

Senior Staff Assistant CAA Office Machine Labourer
Operator
Annexure 2 & 3 - Organizational Chart of Academic and Non Academic

Establishment Division

‘ Council ‘

| Vice Chancellor |

‘ Registrar ‘

| Senior Asst. Registrar/ Academic Establishment Division |

| | | | | |

Stenographer Clerk CAA CAA CAA Labourer
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Annexure 4 & 16- Organizational Chart of General Administration Department

Council

Vice Chancellor

Registrar

Assistant Registrar
General Administration Department

Staff Assistant

Clerk CAA

Machine Operator

Labourer

Drivers

Cycle Orderly

Care Takers

Security Division

Annexure 5 - Organizational Chart of Student Services Division

Vice Chancellor

Registrar ‘ Proctor
Chief Medical Chief Head/ Student Deputy
Officer/ Health Marshal Student Counsellors Proctor
Centre & Affairs
Director/ Physical Department
Education

‘ Marshal | ‘ CAA ‘ ‘ Clerk ‘ ‘ Sub-wardens | | Labour |
Health Care, Marshal Student
Sports & Unit Discipline
Recreation
‘ Optimize Student Welfare and Discipline ‘
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Annexure 6 - Organizational Chart of Capital Works Division

Council

Vice Chancellor

Registrar

Assistant Registrar

Capital Works Division
Capital Projects Major Capital Project Rehabilitation
Unit Projects Unit
Maintenance Unit
Stenographer CAA Labourer

Annexure 8 - Organizational Chart of Legal & Documentation Division

Council

Vice Chancellor

Registrar

Legal & Documentation Division

Assistant Registrar

Court and Other Tribunal Cases

Internal Disciplinary Matters

CAA

Labourer
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Annexure 9 - Organizational Chart of Internal Audit Division

Vice Chancellor

Registrar

Assistant Internal Auditor

Internal Audit Division

CAA Labour

Annexure 10 - Organizational Chart of Security Division

Vice Chancellor

Registrar

Assistant Registrar
Administration Division

Chief Security Officer

Security Officer Security Guard

Security Service
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Annexure 11 - Organizational Chart of University Health Center

Vice Chancellor

Registrar
CMO
Curative Health Care Division Statistics & Research Unit
Nursing Officer Attendant Labourer

Annexure 12 - Organizational Chart of Maintenance Division

Vice Chancellor

Registrar
Works Engineer
Maintenance Rehabilitation Unit Capital Project Office
Unit
Civil Repairs & Maintenance Major Rehabilitation Work
Electrical Repairs & Maintenance New Construction Work
Work

Hall Maintance & Repair work,
Road repair & maintenance work,

utility services
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Annexure 13 - Organizational Chart of Physical Education Division

Vice Chancellor

Registrar

Director Physical

Education

Training Division Competitive & Maintenance &
Recreational Sports Development
Division Division
eTraining Program, *Competitive sports *HRM development
Media & Research programme,
recreational sports
eCurriculum &
Module planning
Annexure 14 - Organizational Chart of Landscape Division
Vice Chancellor
Registrar
Curator
Landscape Landscape Office
Maintenance Unit Imporvement Unit
*Maintaining hedges, *Designing and Stores
bushes and flower Implement new oStaff
beds landscape *Store Man
*Maintain indoor & eConstructing tree
outdoor decoraton caring program
flower pots *Maintenaing foot
paths & landscape
machinery
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Annexure 15 - Organizational Chart of Marshals’ Division

| Vice Chancellor | | Proctor |

‘ Registrar ‘

|

Chief Marshal

*Opverall supervision of tudent discipline, conduct & behavior
eLiaise with CSO, Legal Officer & Police in matters relating to
students’ discipline

Marshal - General Marshal - Faculties Marshal- Faculties

Annexure 17 & 18 - Organizational Chart of Statistics and Information Unit and
Computer Centre

| Vice Chancellor |

‘ Registrar ‘
| Statistical Officer | | Computer Center
Clerk Labourer Technical Officers

Collect & compile all Helping all works Operation and maintenance of the

important documents campus network

UGC & othe'r public Internet Service (LAN and dialup

administration .

. connections)

circulars
Electronic Mail Service

Collecting information Web Development and Hosting

of th'e university & . Video Conferencing Facilities

publish on the website )
Design of new LANs for
Departments/ Units
Virus Related Notifications and Advice
Network Related Advice
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Annexure 19 - Organizational Chart of Career Guidance & Student Counseling

Unit

Director CG

'S

1. Overall administration of the unit, supervision of staff and plan and
conduct CG and counseling activities
2. Conduct career-related research
3. Facilitate networking among diverse parties for graduate placement
and provision of career-related information
. Facilitate internship
5. Provide career related information in orientation programmes

Career Guidance Division

1. Provide career advice

2. Counselling of students

3. Help develop good CVs

4. Attend to relevant office
correspondence

5. Conduct Career Guidance lectures

Student Councelling Division

1. Counseling and referrals

2. Conducting awareness &
training programmes for students
& staff

3. Correspondence and network
with faculty/halls representative

4. Coordinating social workers
activities

5. Maintain records

Annexure 20 - Organizational Chart of Staff Development Centre

| Staff Development Center

Director

Coorporate with other Educational Centers
and Institutes

Communicate and obtain services of
resource person for SDC programs

Write annual reports and progress reports
Represent SDC, Rajarata Univesity at othe
meetings, seminars workshops and

ocations

Supervise work of SDC personnel

Staff
All Clerical work in the SDC office
Handle SDC inventory and stores books

Prepare handouts and workshop
materials for the SDC workshops

Prepare power point presentations for
the work shops

Prepare annual budgets, and annual
reports of the SDC

Arrange locations and autio visual
equipments for the SDC programmes

Maintain the equipments and all goods
in the SDC office
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Chapter 5
General Rules of Administrative and Leave

The Universities have established under the Act No.16 of 1978, which has been
amended on six occasions [Universities (Amendment) Act, No.7 of 1985, Universities
(Amendment) ACT, No, 7 of 1988, Universities (Amendment) Act, No. 7 of 1988,
Universities (Amendment) Act, No. 7 of 1988. Universities (Amendment) Act, No.7 of
1989, Universities (Amendment) Act. No.7 of 1995], The Universities Act has
enacted the establishment of the University Grants Commission [Section 3 (iv) of
the Universities Act] and one of the main function of the University Grants
Commission is the “regulation of the administration of Higher Educational
Institutions”. During the initial years, until 1984, the Commission has sought to do
this through a number of Circulars embodying the decisions of the UGC taken from
time to time. This was extended to a single publication titled, “Establishment Code

of the University Grants Commission and Higher Educational Institutions” and

this document has been prepared on the lines of the Establishments Code of the
Government of Sri Lanka issued by the Department of Public Administration. The
Establishment Code is only a guide to the regulation of the administration of
Higher Educational Institutions. The contents thereof must necessarily be changed
or refined from time to time as situations and conditions undergo change.
However, it must be emphasized here that when the Establishment Code of the

University Grants Commission and Higher Educational Institutions is silent on

any matter, the procedure or guidelines spelt out in the establishments Code of

Government of Sri Lanka issued by the Department of Public Administration
shall prevail.

While the employees are directed to read these two important documents in order
to become aware of the administrative procedures, this Chapter attempts to list and
give only the pertinent information and reference as regard to some of the
important administrative matters. The number(s) of the relevant chapter(s)/
section(s) of the University Establishment Code (UEC) is indicated therein. This
chapter briefly covers the following,

51 Appointments
5.2  General rules of administration

521  Working days

5.2.2  Hours for work

523  Attendance

524  Custody of property and preservation of records
525  Circulars

52.6  Custody of property

5.2.7  Loss of property
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53
54
5.5

51

Leave

General conduct and discipline

General disciplinary procedures

Appointments

5.1.1 Contract of appointment and job description

5.1.2

Recruitment procedures arc well defined in the Establishment Code of
the University Grants Commission and Higher Educational
Institutions as well as by the Circulars and circular letters issued by the
UGC from time to time. Therefore, the readers are referred to the
relevant sections of the Establishment Code and Circulars which are
available with the officers.

When every person is appointed to a post (except where Laborers are
engaged in service on casual daily-paid, day-to-day basis) a letter of
appointment is issued, giving the terms and conditions of his/her
appointment.

Once the letter of appointment is issued by the University, the person
appointed to a post should declare acceptance of appointment on the
terms and conditions set out therein on a copy of the letter of
appointment, which will constitute a contract of employment.

The terms and conditions of the letter of appointment may be
changed, modified or altered by the employer without prejudice to
the acquired rights of the person appointed to a post, in order to
bring such terms in conformity with any measures relating to
conditions of employment which the Government or the Ministry of
Higher Education or the Commission may decide to apply to those
holding appointments in the Commission/Higher Educational
Institutions.

Recruitment procedure and appointment
5.1.2.1 Recruitment by appointing

authority & reporting of
vacancies & Vacancies in

Institute UEC Chap III Sec. 18.01
5.1.2.2 Method of recruitment UEC Chap III Sec. 18.02
5.1.2.3 Post filled by the

advertisement UEC Chap III Sec. 18.03
5.1.2.4 Promotion UEC Chap III Sec. 18.04
5.1.2.5 Promotion of the teachers &

other academic staff UEC Chap III Sec. 18.04.2
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5.1.2.6 Promotion of Non-academic

staff UEC Chap III Sec. 18.04.03
5.1.2.7 Person  disqualified  from

appointment to commission/

Higher Education Institutions

UEC Chap III Sec. 18.12

5.1.2.8 Letter of Appointment UEC Chap III Sec. 18.14
5.1.2.9 Appointment of officers of the

Public Service/ Local

Government Service to the

Commission/ Higher

Educational Institutions UEC Chap III Sec. 18.16
5.1.210 Procedure on appointment UEC Chap III Sec. 19
51.211 Re-employment and re

instatement UEC Chap III Sec. 20
5.1.212  Probation and confirmation in

appointment UEC Chap III Sec. 21
51.213 Other  general  condition

governing appointment UEC Chap III Sec. 22
51.214 Appointment of  Visiting

Lecturers UEC Chap III Sec. 26
5.1.215  Seniority UEC Chap III Sec. 27
5.1.2.16  Efficiency Bars UEC Chap III Sec. 28

5.1.2.17 Examination for Recruitment,

Confirmation, Promotions and

Efficiency Bars UEC Chap III Sec. 29
5.2 General Rules of Administration UEC XX
5.2.1 Working days UEC XX - LI

5211  The usual working days of the Commission and the Higher
Educational Institutions are from Monday to Friday both days
inclusive (ie. five days of the week), other than University
holidays under Section 9 of Chapter IX.

5.2.1.2 Higher Educational Institution Offices, Laboratories, are not to
be closed on any working day except with the permission of
the Principal Executive Officer of the Institution.
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5.2.2 Hours of Works UEC XX -2

5.2.2.1 The general office hours during which all persons employed in
the Commission and Higher Educational Institutions other
than teachers, and persons employed on roster work, must
attend office on any working day, are from 8.00 am to 4.15 pm.
These hours include a period of 45 minutes as lunch interval.
Provided however, that the Commission or the governing body
of an Institution may alter these times to suit the requirements
of the institution concerned, while ensuring that office
employees work for 7 %2 hours a day and other employees 8
hours a day exclusive of the lunch interval

5.2.2.2 Working hours of different grades of employees other than
teachers, and persons employed on shift work in Higher
Educational Institutions shall be fixed by the Council of each
University.

5.2.2.3 When employees of the Commission are transferred to a
Higher Educational Institution and vice versa or when
employees of Higher Educational Institutions are transferred
between such Institutions, the transferred employees shall
abide by the hours of work of the place to which they are
transferred.

5.2.2.4 All offices of the Commission or any Higher Educational
Institution which employ Shroffs should remain open for cash
transactions from 8.30 am to 3.00 pm.

5.2.2.5 In terms of the Shop and Office Employees Act which is
applicable to the Commission and Higher Educational
Institutions, female employees cannot be permitted to work in

office after 6.00 p.m.
5.2.3 Attendance UEC XX -3
5.2.3.1 Time of arrival & departure UEX XX - 03.01

A person leaving, the institution during the course of the day
on leave or on duty should, at the time of his departure, sign
‘out’ and mark his time of departure. If he returns to the
institution during the course of the same day either on expiry
of his leave or on completion of his duty, he should ‘in and
mark his time of arrival. He should sign ‘out’ and mark his
time of departure when he finally leaves the institution for the

day.
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5.2.3.2 Sign on and out UEC XX -03.02
There is no objection to maintaining more than one Attendance
Register in any institution in respect of persons of different
times of arrival and departure or of different grades or different
work places in the same Institution.

5.2.3.3 Closing of attendance register UEC XX - 03.05

At the end of the grace period of 15 minutes allowed for
arrival, the attendance register should be closed by an Officer of
the administrative staff or of a similar status who is
empowered to do so, by drawing a red line at the end of the
last signature. The register should be kept in his custody
for about 1 %2 hours for persons who arrive late, to sign and
mark their times in his presence.

5.2.3.4 Absentees for the day UEC XX - 03.06

At the end of the 1 %2 hours the register should be posted up
with names of those who have not signed upto the time.
Where persons have obtained prior leave of absence for the
day, this fact should be noted against their names. In respect
of the others, explanations for their unauthorized absence
should be called for and disciplinary measures taken where
appropriate. Late attendance up to the grace period of 15
minutes from the stipulated time of arrival will not be
penalized unless such late attendance is habitual.

5.2.3.5 Late attendance counted against leave UEC XX - 03.07
Late attendance up to the grace period of 15 minutes from
stipulated time of arrival will not be penalized unless such late
attendance is habitual.

Late attendance of a further 15 minutes after the permitted
grace period on three occasions will count as %2 day's leave,
and will he set off against the person’s annual leave

entitlement.

Late attendance from the expiry of the first %2 hour to 12 noon
on one occasion will count as 72, day's leave and will be set off
against the person's annual leave entitlement

5.2.3.6 Trade union official/ members UEC XX -03.10
Members and officials of Trade Unions who are granted duty
leave to attend Trade Union meetings or to attend to Trade
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Union work should furnish in writing particulars of their
absence from their usual place of work to their immediate
supervisors. These particulars should be filed of record by the
superior officer for production when necessary.

5.2.4 Custody and preservation of records UEC XX -11

5241 The Registrar of a University shall be
responsible for the custody of the records of
the University UEC XX -11.1

5.2.4.2  Delegation of responsibilities for custody of
records UEC XX -11.2

5.2.4.3  Preservation of records UEC XX -11.3
It shall be the responsibility of the officer referred to in the
foregoing sub- section to ensure the safety records against losses
and from damage or destruction, by whatsoever reason caused.

5.24.4  Removal of records UEC XX -11.4
No person shall remove permanently or temporarily any
records from any premises of any Higher Educational Institution
without the written permission of the Registrar of the
University to which such records belong

5.24.5  Destruction of records UEC XX -11.5
No person shall damage or destroy any records of any Higher
Educational Institution.

524.6  Penalty UEC XX -11.6
Any person employed in a Higher Educational Institution who
contravenes sub-para UEC 20.11.4 and UEC 20.11.5 shall be liable
to disciplinary action tor misconduct.

5.24.7  Periodical destruction of valueless UEC XX -12
documents
(a) Preparation of list UEC XX -12.01
(b) Method of destruction UEC XX -12.03
5.2.5 Circulars UEC XX -5

Circulars issued by the Commission or by Vice-Chancellors of Universities
to Higher Educational institutions are sufficient notice to ail concerned
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persons of all information and instruction.

As soon as a circular or a circular letter is received from the Commission,
the Higher Educational Institution should take the following courses of
action.

a) Entry in Register of Circulars from the Commission

b) General File of Circulars from the Commission

5.25.1 Sufficient notice of information, instructions UEC XX -5.01

etc.
5.2.,5.2  Commission Circulars UEC XX -5.02
5.25.3  Circular and Instruction by Vice-Chancellor =~ UEC XX -5.03
5.254  Internal Circulars UEC XX -5.04
5.2.6  Custody of property UEC XX IV
5.2.6.1  Responsibility for custody of property UEC XX1V.01
5.2.6.2  Immovable property UEC XX1V.02
5.2.6.3  Personal custody of stores UEC XX1V.03
5.2.7 Loss of property UEC XX V
5271  General UEC XX V.01
5.2.7.2  Action in regard to loss or damage to
property UEC XX V.02
5.3 Leave Entitlements UEC X
5.3.1 Short Leave UEC XX 4
5.3.2  General Aspects UEC X1
5.3.3  Leave of absence from station UEC X.2
5.34 Approval of leave UEX X.24
5.3.4.1 Sick Leave UEC X.3
5.3.4.2 Maternity Leave UEC X.5
5.3.4.3 Lieu Leave UEC X.6
5.3.4.4 Accident leave & special leave for illness
contracted while on duty UEC X.7
5.3.4.5 Compulsory leave on special ground UEC X.14
5.3.4.6 Duty leave for trade union work UEC X.18

(i) Leave once granted may be withheld, curtailed or
recalled if it is necessary to do so in the interest of the
University (This clearly implies that leave is a privilege and
not a right of an employee)
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(ii) Application/Request for leave to be spent in the island should
be submitted to the Vice Chancellor/Dean/Head of
Department as appropriate, well in time to ensure that
satisfactory -- acting arrangements are made with regard to
attending to the duties of the employee. The Head of Dept.,
Dean of the Faculty should satisfy himself/herself that suitable
arrangements have been made for the performance of the
applicants work/duties during the period of the leave applied
for.

(iii) Overseas Leave - Applications for overseas leave should be
made in the prescribed form and should be forwarded to the
Vice Chancellor through the formal channel to the Academic
Establishment Department to be sent to the appropriate
authority for approval. No member or staff shall leave the
country without obtaining permission of the Ministry of
Higher Education arid His Excellency the President. An
application for leave out of the island should, when possible,
be made not less than one month before the date from which
the leave is to commence. (Specimen of the Leave application is
given in Appendix- 02)

(iv) In calculating Casual Leave, Public Holidays. Saturdays and
Sundays should be excluded. Any type of Leave when it is to
be spent outside the island includes Saturdays. Sundays and
Public Holidays falling within the period of leave.

(v) When availing of leave on no pay basis for longer periods
(such as sabbatical/study leave), arrangements have to be
made to the satisfaction of the University to pay monthly loan
installments and other dues during the period of no pay leave
as applicable.

(vi) An officer who is authorized or nominated to grant leave may
not grant his own leave, but shall submit his application for
leave to his immediate supervisor for consideration.

(vii) Leave on Resignation from Appointment.
A person who has tendered his resignation from his
appointment will not be entitled to any annual leave or casual
leave immediately prior to termination of his appointment.
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5.3.5

5.3.6

Authority for Granting Leave for Teachers

Categories of Leave and the Granting Authority

Authority

Categories of Leave

(i) Leave & Awards Committee (L&AC) | Study Leave, Sabbatical
subject to the approval of the Leave, Special Leave, to

Council. (Depending on the urgency | attend seminars, Leave to

the Vice-Chancellor may grant leave | serve the Govt. of Sri Lanka,

pending approval of the L&AC) Leave without pay under

special circumstance.

(ii) Vice Chancellor Casual, Medical Leave &

Leave during vacations of
Deans and Maternity Leave
of teachers.

(iii) Deans of the appropriate Faculty Casual, Medical Leave &

Leave during vacations
(except overseas leave)

(iv) Head of a Department of Study Casual, Medical and Leave

concerned during vacations of

teachers/ Academic support
staff ~ serving in  the
Department (except overseas
leave).

Study Leave to Teachers

5.3.6.1

5.3.6.2

Procedure for applying Study Leave

The teacher who is eligible for study leave is required to
submit the application for leave in the appropriate specimen
leave application given in Annex 01, 02 or 04, to the Vice
Chancellor through the Head of Department and Dean of the
Faculty, or/the Director of the Institute, with the
recommendations of Head of Dept. and the Dean of the
Faculty. Recommended request should reach the Vice
Chancellor well in time enabling him to submit the same to
the Leave and Awards Committee for a decision. However,
considering the urgency, the Vice Chancellor may grant study
leave pending covering approval of the Council.

General Conditions applied To Study Leave (All Categories)
All members of staff proceeding on study leave are expected
to submit a certificate from the Librarian and their Head of
Department that all library books, other items and academic
materials such as answer scripts/question papers/tutorials in
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their charge have been returned to the University before they

are given permission to leave.

(i) Bond & Agreement

(@) Every teacher and every Junior Assistant Librarian who

avails himself of study leave shall enter into an

agreement to serve the University, for such period as is

appropriate to his period of such leave on resumption
of duties. In addition, he shall bind himself together
with two acceptable sureties in a bond undertaking to

refund to the University all expenses incurred in

connection with such leave in the event or his failure to
abide by the terms of the agreement. (UEC 10. 33a )

(b) Every agreement and bond should be signed before the

study leave is availed of Failure to do so before availing

of the leave may render the leave allowed to be

withdrawn or curtailed and the teacher on probation

recalled and be surcharged the expenditure incurred

(UEC 10.33b).

(c) In all instances study leave will initially be grunted for

a period of one year. Any requests for extension of

leave have to be made well in advance of the date of

expiry of leave (at least three months before) and

should be accompanied by the recommendation of the

supervisor.

(d) Resignation while on study leave

A teacher who tenders his/her resignation while on

study leave should be considered as having violated

his/her agreement and bond.

(e) A person, who does not return to the island and

resume duties of his office at the expiry of his study I

cave, should be deemed to have vacated his post.

Further if a person is under a bond he should be

required to settle all salaries and allowances paid plus

the cost of passage,

registration. tuition and

examination fees, subsistence and living allowances

and any other payments made by the University or a

scholarship awarding agency to him or on his behalf

(UEC5.7:2 & 5.7:6)

Rajarata University of Sri Lanka

Page 77



[MANAGEMENT GUIDE FOR UNIVERSITY EMPLOYEES]

5.3.6.3

(i)

(@)

Progress Reports

Teachers on study leave are required to submit half yearly
reports of progress in their studies from their supervisors. No
extension of study leave will be considered unless their
progress reports are satisfactory and are received regularly
(UEC10.27.7)

Warm Clothing allowance

Teachers proceeding abroad on study leave for postgraduate
studies are entitled to a Warm Clothing Allowance of the
rupee equivalent of 75£ in accordance with UGC Circular No.
242 of 20/10/1983, provided they are not receiving any such
allowance from the award (if any).

Probationary Study Leave to Teachers

General Conditions Applicable to Probationary Study Leave
(i) Maximum  Period to Obtain Postgraduate
Qualifications
In terms of para 5 (1) of the Universities (Amendment)
Act. No. I of 1995, all Probationary Lecturers and
Assistant Librarians are required to obtain the
appropriate postgraduate qualification for confirmation
and promotion as specified in UGC Circular No.721 of
21/11/1997 within the probationary period which may
be extended by the Governing Authority up to a
maximum of
eight(08) years. However, the normal period of
probation applicable to teachers is three(03) years.

(ii) Requirement to Obtain Postgraduate Qualification
Within 8 Year.
No study leave abroad will be granted to a
Teacher/ Assistant Librarian on probation who will be
in no position to obtain the requisite postgraduate
qualifications within the maximum period of probation
of eight years permitted
under the Act. His/her service will be terminated if
he/she fails to obtain postgraduate qualifications
within the specified period of eight years. However
he/she may he considered to a temporary post subject
to the governing regulations and the requirement of the
Department.
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(iii) Confirmation and Promotion in Appointment While

on leave abroad

A Lecturer (Probationary) Asst. Librarian on probation

who is abroad on study leave and who had obtained a

Masters Degree as specified in regulations, shall be

confirmed in his appointment as such; but he should

not be promoted to the Grade of Lecturer/Senior

Lecturer or Senior Assistant Librarian except on

resumption of duties after obtaining the required

qualifications and after satisfying the stipulated period

of service as Lecturer (Probationary or Assistant
Librarian. (UEC 1 0.30a)

(iv) Induction Training for Senior Lecturers/ Lecturers on

Probation

All Senior Lecturers and Lecturers on Probation who

are appointed after 01.12.1997 are required to undergo

an induction training (Staff Development) programme

including teaching/learning methodologies and

English language and

(v) Additional Study Leave to Probationary Lecturers

Probationary Lecturers

who go to non-English

speaking countries for their postgraduate studies

where it is compulsory to obtain proficiency in the

language of that country may obtain an additional

period of six months of study leave on full pay.

(vi) Leave to Obtain the Ph.D.
A teacher whose initial scholarship agreement requires

him to return immediately on obtaining the Master’s

Degree could be allowed to proceed abroad again for a

Ph.D. degree without serving the University for a

specified period provided he does not opt for

promotion to the next higher grade on the Master's

Degree. The promotion will be granted only after the

date on which he resumes duties with Ph.D. Degree.

(vii) Probationary Study Leave Entitlement:

For a Master’s Degree

2 years (24 months)

For a Ph.D. Degree

3 years and 3 months (39
months)

For both Master’s
Ph.D. Degree

and

3 years and 9 months (45

months)
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Note:- i.  Any extension of study leave beyond this

period will be without pay.

ii. Format of the formal leave application is
given in Appendix — 03

5.3.7 5.3.7.1 Study Leave to Senior Lecturers

()

(ii)

A teacher who has been granted study leave abroad to
read for a Master’s degree and has been confirmed and
promoted to the next higher grade can be granted
leave for a Ph.D. degree alter having served four years
after his return.

Entitlement  Balance of the entitlement of 3 years
and 9 months on full pay and
thereafter no-pay leave.

A teacher who has obtained a Master’s degree locally
can be granted study leave abroad for a Ph.D. Degree.

Entitlement If no leave was taken earlier to obtain
the Master’s Degree, 3 years study
leave on full pay and thereafter on no-

pay-.

If leave has been taken to obtain the
Master’s degree, then the balance out
of the 3 year study leave period.

Entitlement for Additional Study Leave

Senior Lecturers who go to non-English speaking
countries for their postgraduate studies where it is
compulsory to obtain proficiency in the language of
that country may obtain an additional period of six
moths of study leave on full pay.

Sources & References:

(i) Provision of Universities Act (1978) as
amended (1985), 1995

(ii) Commission Circular No. 88 of 10-07.1980
(iii) Commission Circular No. 445 of 31.07.1990

(iv) Commission Circular No. 455 of 18.10.1990
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5.3.8 (a) General Conditions Applicable to Sabbatical Leave
(i) All members of staff proceeding on sabbatical leave are

expected to submit a certificate from the Librarian and
their Head of Department that all library books other items
and academic materials such as answer scripts/question
papers/tutorials in their charge, have been returned to the
University before they are given permission to leave.

(ii) A Teacher or Staff Officer who is on sabbatical leave shall
resume duties before the 64t Birthday or 54t Birthday
respectively, and such leave shall terminate on the
respective dates.

(iii) The period of service in the University from 1st January
1990 to 31st calculating sabbatical leave entitlement of those
who have contributed to clearing of the backlog of students
during the year 1990. (U.G.C. circular No. 464 dated
03.08.1991)

(iv) Each period of leave without pay spent abroad in excess of
the leave granted for any purpose shall be deducted from
the sabbatical leave entitlement.

(v) When leave without pay has been granted to a teacher or
Staff Officer to accept an appointment or assignment under
the Government of Sri Lanka the period of such leave shall
be reckoned as service for determining Sabbatical Leave.

(vi) Extension of Sabbatical Leave will not be granted.

(vii) Sabbatical will not be normally granted in advance of the
date on which the applicant would become eligible for
such leave.

(viii) Sabbatical Leave cannot be availed of, for more than two
years at any given time and should not exceed a total of 5
years during the whole career of any eligible teacher.

(ix) A teacher or officer eligible for sabbatical leave may be
allowed to accumulate periods of Sabbatical Leave
under/or periods of Service reckoned for Sabbatical Leave
entitlement.

(x) A Teacher may split the Sabbatical Leave and avail himself
of such leave in two installments (eg. An employee entitled to
one year sabbatical leave may avail himself of 5 months or longer
period at a particular time and carry the unused Sabbatical
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Leave to be utilized at a subsequent occasion). However he is
entitled for passage only once as specified in Para 3.2.1.
No teacher or officer shall be on sabbatical Leave for more
than two years continuously.

(xi) All applications for Sabbatical Leave must carry;

(i) a statement of institutional affiliation, local or
abroad (with letters of invitation/award) where
relevant, and the work programme the staff
member intends to carry out during his/her leave
period.

(ii) a declaration to the effect that the staff member is
receiving or not receiving passage form the
awarding authority.

(xii) Entitlement - Categories of Teachers and Officers
The following categories of Academic & Administrative
Staff are entitled to Sabbatical Leave.
Academic Staff
1. Senior Professor

2. Professor/ Librarian

3. Associate Professor/ Deputy Librarian

4. Senior Lecturer Grade I/ Senior Assistant
Librarian Grade I

5. Senior Lecturer Grade II/ Senior Assistant
Librarian Grade II

Administrative Staff

Registrar/ Deputy Registrar/ Senior Assistant

Registrar
Bursar/ Deputy Bursar/ Senior Assistant
Bursar/ Senior Assistant Internal Auditor

Others
University Medical Officer/ Director Physical
Education/ Curator (Higher Grade)
Entitlement of Sabbatical Leave
Service Entitlement
3 Y2 year of service 4 months on full pay or
8 months on no-pay
512 years of service 8 months on full pay or
16 months on no-pay
7 years of service 1 year on full pay or
2 years on no-pay
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(b) Air Passage

@)

(i)

(iii)

(iv)

5.3.9  Special Leave

A Teacher who has been granted sabbatical leave to be
spent abroad shall be eligible to receive air passage in
respect of such leave on the following basis, provided
that he shall not have received passage from any other
source for the same purpose.

(@) One-half of full passage for leave granted after 3
years and 6 months of service.

(b) Three-quarters of the full passage for leave granted
after 5 years and 6 months.

(c) Full passage for leave granted after 7 years of
service.

The Spouse of such Teacher or Staff Officer proceeding
abroad on sabbatical leave who accompanies him or
subsequently joins him shall also be paid passage
determined on the basis specified in the preceding sub-
section, provided that such spouse shall not have
received passage from any other source for the same
purpose.

Subject to the preceding sub-sections, passage shall be
paid from Colombo to the Port of destination and return,
and the passage so paid shall be equivalent to the cost of
the cheapest ticket for travel by air subject to prevailing
Government/ U.G.C. regulations.

The University shall purchase the air tickets for an
employee and where applicable, of the employee's
spouse, when the passage is payable by the Institution.

5.3.9.1 Condition

(i) In exceptional circumstances. University/Institute

with the prior approval of the Council can grant
special leave to any teacher, who has an outstanding
record of publications and research in order to accept a
prestigious fellowship or other award in a recognized
foreign university or research institution. Such leave
shall not be set off against the sabbatical leave
entitlement. (U.G.C. Circular No.430 of 03.03.1990)
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5.3.9.2 Entitlement

(i) No teacher shall normally he eligible for special leave
unless he had served the University/Institute
concerned for a period of at least two years since
resuming duties after his period of study leave or last
period of sabbatical leave.

(ii) Special leave shall be given without pay and shall not
extend beyond a period of one year.

5.3.9.3 Special Leave on full pay to Vice-Chancellors according to

U.G.C. General Circular Letter No0.C/99/04 of 28/10/1999
Vice-Chancellors who complete full-term of office (three
years) as Vice- Chancellor and revert to the substantive post
in the University system are entitled to three months special
leave on full-pay.

Sources & References:
Commission Circular No.430 of 3/3/1990.
Chapter X Division II Sec-37 of the U.G.C. Est. Code

53.10 Leave to attend Seminars, conferences, Workshops and Training

Programmes.
5.3.10.1 Conditions

Local Leave shall be granted by the Council, but leave for
periods not exceeding two weeks at a time may be granted by
the Vice-Chancellor, subject to the covering approval of the
Council.

Teachers may be granted overseas leave with pay during
term time to attend Seminars, Conferences, Workshops and
Training Programmes for periods specified below, provided
that such attendance will be of benefit to the
university/Institute ~ concerned but neither involves
expenditure, nor adversely affects such Teacher’s services to
the Institution.

5.3.10.2 Entitlement

Rajarata University of Sri Lanka
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(b) up to 30 days in an academic year to participate in
Training Programmes, irrespective of the number of
visits

Maximum of 45 days for (a) and (b) during term time
in the academic year concerned.
Source & Reference:
Commission Circular No.710 of 01.07.1997 (Amended
the provisions of circular No.74 of 28.04.1980).
Note:

(@) Formal application to obtain permission to go out of

Sri Lanka is annexed as Appendix 04)

(b)  Formal application to obtain leave for this purpose is
annexed as Appendix 04)

5.3.11 Leave to serve the Government of Sri Lanka
5.3.11.1 Condition

(i) The Council may grant leave without pay to a teacher
to accept an appointment or an assignment under the
Government of Sri Lanka for a period not exceeding
two years, provided that a written request for the
services of such teacher has been made on behalf of the
Government. Such period of leave shall be reckoned
as service for the purpose of payment of increments
and for determining the sabbatical leave entitlement of
the teacher.

Source & Reference
Para 39 Division II Chapter X of the UEC.

5.3.12  Leave During Vacations For Teachers UEC X -1I-40

5.3.13  Casual Leave
5.3.13.1 Conditions and Entitlement

(i) Any teacher shall be eligible to receive 21 days of
Casual leave in an academic year, to be spent within
the island of which, not more than six days could be
utilized at a stretch at a time. Casual leave cannot be
accumulated. Leave exceeding six days may be
granted by the Vice Chancellor or Director of the
Institute.

Source & Reference:
Para 41 of Chapter X of the UEC.
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5.3.14 Medical Leave for Teachers
5.3.14.1 Conditions and Entitlement
(i) Leave shall be granted by the Principal Executive

Officer upon the recommendation of the Head of the
Department and the Dean of the Faculty.

(i) 14 days of medical leave can be obtained in any
academic year

(iii) Medical Leave in excess of 14 days should be granted
by the Council and such Medical Leave shall be set off
against the unutilized casual leave of the same
academic year.

(iv) If such leave is inadequate medical leave of any two
previous consecutive academic year may be
accumulated and utilized.

(v) Any medical leave beyond that which could be set off
against the unutilized medical leave of previous shall
be without pay, Council shall determine the maximum
period of such leave.

(vi) Any medical leave in excess of three consecutive days
shall be supported by a medical certificate of a
registered medical practitioner.

Source & Reference:
Para 42 of Chapter X of the UEC.

5315  Maternity Leave
5.3.15.1 Conditions and Entitlement
(i) A Female employee (Casual/Probation/ Permanent)
will be eligible for maternity leave under this section.

(ii) A Female employee will be entitled to 84 working days
full pay leave for the 1st and 2nd live births and six
weeks full pay leave for the subsequent
live births. The employee will not be allowed to
resume duties before the expiry of 4 weeks after the
birth of the child. A. medical certificate or a
birth certificate of the child should be produced to
obtain leave under this section.
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(iii) In calculating maternity leave, Public Holidays,
Saturdays and Sundays falling within such leave
should not be included. 12 weeks should be counted as
84 working days and 6 weeks as 42 working days.

(iv) In case of still birth, 4 weeks special leave with pay
should be granted after the still birth on the
production of death certificate of the child or medical
certificate.

(v) When approving leave for an abortion/ miscarriage
the period of leave should be covered from the

vacation leave the employee is entitled to.

(vi) Nursing Intervals

After the expiry of maternity leave (84 days or 42 days)
approved under this section a female employee should
be allowed to report for work one hour late or leave
office one hour before the normal time of departure for
breast feeding the child upto a period of six months.
This period of nursing should not exceed one year
from the date of birth of the child.

(vii) At the end of the fifth month of pregnancy a female
employee is allowed to report for work half and hour
late and to leave the place of work half and hour
before the normal time of departure or to avail of this
concession in full as one hour either in the morning or
evening.

(vii) No pay Maternity (Special) Leave
According to Commission Circular No. 719:

(@) Where a Government obstetrician and
Gynecologist certifies that the child was in an
abnormal condition at the time of birth, and in
circumstances where the normal maternity
leave obtained in respect o such child is
exhausted and a Government Paediatrician
certifies that the child is still in that abnormal
condition, and therefore mother’s special
personal care and attention is still essential for
the child.
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(b) In circumstances where a Government
Obstetrician & Gynecologist certifies that on
account of complications arising out of child
birth, the mother needs further rest. (Please see
UGC Circular No. 759 dated 05.04.2000).

Except in circumstances mentioned in (b) above, this
leave will be approved only if the child is living. In
the event of the death of the child such leave will be
treated as cancelled.

The employee will be required to sign an agreement in
respect of this leave, the terms and conditions of which
are specified in UGC Circular No.759 of 5/4/2000.

Sources & References
i. University Estb. Code Chapter X Division I
Section 5
ii. U.G.C. Circular 719 of 17/10/97
iii. U.G.C. Circular 759 of 5/4/2000

5316  Leave Without Pay UEC X.20
5.3.16.1 Conditions and Entitlement

(i) Vice Chancellor/Director of the Institute, in terms of para
20 of chapter X of the University Establishment Code. may
allow to persons employed in the University/ Institute,
other than to casual daily paid employees, leave on no- pay
to be spent in the island for such periods as he may think
fit, but not exceeding three months, on grounds of illness
medically certified, or for very urgent personal reasons.

(i) Such leave may also be spent out of the island in
exceptional circumstances with the approval of the
Council.

(iii) The no-pay leave under this para is not intended to be used
for study/training or for a holiday for which purposes
leave should be obtained under the appropriate provisions.

(iv) No pay leave on grounds of illness will be allowed only
after the available full pay leave entitlement has been

exhausted.

(v) Saturday, Sunday and holidays falling within a period of
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leave on no pay should also be reckoned as on no pay.

(vi) Allleave without pay should be reported monthly to the

Auditor General in Form General 96.

Sources and References

Para 20 Chapter X of the University Establishments Code

Summary of Leave Entitlement

Category of Entitlement Subject to Reference

Leave Conditions

i Study Leave (a) For a Masters Degree - 2 years U.G.C. Circular
For a Ph.D. Degree - 3 years & No.88 dated 10/7/80
3 months No.445 dated 31/7/90

No.445 dated 18/10/90
For both Masters & Ph.D. - 3 No.814 dated 14/11/102
years & 9 months
(b) Balance of the entitlement of the

3 years and 9 months on
Full pay and thereafter No. Pay
or
If no leave is taken to obtain
Masters Degree 3 years study
leave on full pay and thereafter
No Pay.

ii Sabbatical leave | 3 V2 yrs. Service - 4 months full pay U.G.C. Circular

for Senior or 8 months no pay No . 408 of 5/10/89

Lecturer and

above 5% Yrs. Service - 8 months full pay
or 16 months no pay
7 Yrs. Service - 1 year full pay or 2
years no pay
iii Special Leave to | Maximum one year (No. Pay) Para 37 Chapter X Uni.
accepta Est. Code
prestigious
fellowship
iv a)Leave to i.Up to 30 days for each a & b in an U.G.C. Circular

attend seminars
conferences Etc.

b)Training
Programmes

academic years subject to a maximum
45 days. During term time in the
academic year

No. 710 of 1/7/97

A Leave to serve
the Government
of Sri Lanka

Not exceeding 2 years on no pay

Para 39 Chapter X
Uni. Est. Code

vi Leave Dring
Vacations for
Teachers

Maximum period 3 months, during
vacations of the University subject to
approval.

Para 40 Chapter X
Uni. Est. Code
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vii ~ Casual Leave 21 days in an academic year Para 41 of the same P.17
viii ~ Medical Leave 14 days in an academic year Para 42 of the same P.17-
18
ix Maternity a)84 working days full pay for the 1st | No. 719 of 17/10/97
Leave and 2nd live births and 42 working No.759 of 5/4,/2000

days for the subsequent live births.
b) No pay maternity (special) leave
for 6 months under special

circumstances.
X Leave without Not exceeding 3 months on no pay Para 20 Chapter X
pay, on grounds Uni. Est. Code
of illness/very
urgent personal
reasons
5.4 General Conduct & Discipline Chapter XXI

Every person employed in the Commission or a Higher Educational Institution is
expected to give his undivided loyalty to the Commission or Institution concerned

Persons employed in the Commission or a Higher Educational Institution are
required to discharge any duties to which it may be considered desirable to employ
them, with diligence and efficiency.

All persons employed in the Commission or a Higher Educational Institution are
required to familiarize themselves with the provisions of the Universities Act No. 16
of 1978, the Order, Statutes, Ordinances, Regulations etc. made there under, the
provisions of this Code and other Instructions issued from time to time by the
Commission of the Higher Educational Institution.

A person employed in the Commission or a Higher Educational institution should at
all times act in a manner befitting the Commission or the Higher Educational
Institution and the office he holds.

541 Use of Labour Property & Funds of the Commission & UEC
Higher Education Institutions
XXI1.02

542 Collection of Subscription UEC
XXI.03

5.4.3 Pecuniary Embracement UEC
XXI.04

544 Furnishing of official information to the Public UEC
XXI.05
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5.5 Disciplinary Procedure Chapter XXII
The disciplinary authorities of the University Grants Commission
and of Higher Educational Institutions are -

(@) The University Grants Commission, or its Chairman where so
delegated by the Commission by resolution, in respect of the staff of
the Commission - Section 8 (2) (a) and 7(3) of the Act.

(b) The Council of a University in respect of the staff of the University-
provided that, except in the case of officers and teachers disciplinary
powers may be delegated to the Vice-Chancellor — Section 45(2) (xii)
of the Act.

c The Board of Management of a University College in respect of its staff
& y & p
- provided that except in the case of officers and teachers disciplinary
powers may be delegated to the Director - Section 63(3) of the Act.

(d) The Vice-Chancellor of the Universities in respect of staff provided by
them to Institutes and Campuses.

(e) The University Services Appeals Board in respect of staff provided to
them by the Universities or the Commission -- section 84(2) of the Act.

“Disciplinary control” shall mean the power to dismiss or otherwise punish
persons employed in the Commission, Higher Educational Institutions and the
University Services Appeals Board in respect of “offences calling for
disciplinary action” :-

551 Offences calling for disciplinary action UEC XXIIL02
55.1.1 Categories of offences
(i) Inefficiency
(if) Incompetence
(iii)  Negligence
(iv)  Lack of integrity
v) Improper conduct
(vi)  Indiscipline
55.2 Reporting of offences UEC XXIIL.03
5.5.3 Punishment UEC XXIL.04
5531 Minor punishment UEC XXI1.04.01.01
55.3.2 Major punishment UEC XXII.04.01.02
554 Delegation of exercise of disciplinary power UEC XXIL05

5.5.5 Persons to conduct disciplinary inquiries & UEC XXIL.06

preliminary disciplinary investigation
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5.5.6 Procedure for formal disciplinary inquiry UEC XXIIL08
5.5.7 Conduct of disciplinary inquiry UEC XXIL11
558 Order of the disciplinary Authority UEC XXII.12
559 Revision of variation of disciplinary orders UEC XXIL.13
55.10  Appeal against disciplinary orders UEC XXIL.14

55.11  Criminal offences, bribery charges and mattes UEC XXIIL.15
sub-judice

5512  Conviction in court of imposition of penalties by UEC XXIIL.16
statutory authorities

5.5.13  Interdiction & compulsory leave UEC XXIIL.18
(This section should be read with Para 8 of
salary on interdiction of Chapter VI of UEC)

5.5.14  Retirement for general inefficiency UEC XXIL19

5.5.15  Retirement resignation and permission to leave UEC XXII.20
the island when Disciplinary proceedings are
pending or contemplated

5.5.16  Vacation of post UEC XXIL21
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6.1

CHAPTER 06

STANDING AND OTHER AD-HOC COMMITTEES OF THE UNIVERSITY

Introduction

University Administration has established Sub - Committees which are either
Standing Committees or Ad-hoc Committees for the purpose of advising,
coordinating and assisting the Council, Senate and Faculty Boards as per the
directives issued by the Treasury/ University Grants Commission (UGC) and powers
vested by the Universities Act No 16 of 1978, as amended subsequently.

a)

Council Appointed Committees

The Council has appointed following standing Committees in terms of the
powers vested by the Sections 28, 29, 44 and 45 of the Universities Act No 16 of
1978, as amended subsequently.

i)  Finance Committee
ii) Lands and Building Monitoring Committee

iii) Sports Advisory Board

iv) Board of Discipline

) Board of Residence

vi) Quality Monitoring and Enhancement Committee
vii) Board of Welfare

viii) Committee on Gender and Gender-based Violence

~—"

< =

(
(
(
(
(
(
(
(

The Tender Board which was a Council Standing Committee is replaced by the
"Procurement Committee", appointed interms of Procurement Guidelines
issued by the Treasury.

In addition to the above Standing Committees, Council has also established
following Ad-hoc Committees to coordinate or assist the Council in carrying
out certain tasks.

(i) Corporate Plan Committee

(i) Leave and Awards Committee

In addition to the above Ad-hoc Committees, Ad-hoc committee called "Vice
Chancellor's Advisory Committee" comprising all the Deans formed with the
consent of Council to advice the Vice Chancellor in the overall management of
the University.

The following Statutory Committees have been appointed in keeping with the
directives of the University Grants Commission (UGC), adopting the
Treasury/Public Enterprise Circulars or Guidelines:

(i) Senior Management Committee
(i) Audit Committee
(iif) Procurement Committee (Major and Regional/Minor)

Senate Appointed Committees
The Senate with the powers vested on them by Sections 28, 29 and 46 of the
Universities Act of 978 as amended subsequently, has appointed the following
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Standing Committees and Ad-hoc Committees:
(i) Curriculum Development Committee
ii) University Research and Publication Committee

~

(
(iii) Library Committee

(iv) Examination Offences Committee
(v) Honorary Degree Committee

(vi) Convocation Committee

—

6.2 Terms of Reference of Standing and other Ad-hoc Committees

6.2.1 Council Appointed Standing Committees
a) Finance Committee of the Rajarata University of Sri Lanka

The Finance Committee of the Rajarata University of Sri Lanka has been
constituted in terms of Section 29(t) and 45 (2) (xviii) of the Universities
Act No. 16 of 1978 as amended subsequently, by the Council of the
University.

Objective

The objective of the Finance Committee is to assist the Council of the
University in its oversight responsibility of the financial management
and ensure that funds whether internally generated or received by way
of government grants, subsidies and loans allocated from the
consolidated fund are efficiently utilized, while taking appropriate
action to set tone for quality financial reporting, efficient financial
managerial functions and sound financial risk management practices
and ethics.

Membership

The Finance Committee shall consist of the following members:
Ex-officio members:
Vice Chancellor (Chair)
Deans of Faculties
Registrar
Two members appointed by the Council from
among the UGC appointed members, preferably at
least one member with financial background

Bursar of the University shall convene all the meetings of the
Committee and shall function as the Secretary to the Committee
Duties and Responsibilities of the Committee

Duties and responsibilities of the Finance Committee shall be:

e Review and recommend institutional financial estimates and
budgets

e Review and recommend any other budgets/ estimates

e Study the program budgets and recommend to the Council

e Study and recommend to the Council the monthly financial
statements submitted by the Bursar
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¢ Recommend new proposals for improvement of the quality of
financial management of the University

e Review and monitor the physical and financial progress of
capital projects

e Make recommendations with regard to signatories in respect of
all banking operations to the Council for approval

e Review and make recommendations regarding delegation of
authority levels

e Make recommendations to Council as appropriate with regard
to significant assets acquisition and disposal

e Recommend the losses and write-offs to the Council

¢ Recommend to the Council regarding any policy changes in
financial system of the University

e Make recommendations to the Council regarding the recovery
of bond values, loans and advances

e Look into any other matter which is not covered by any
financial regulation but needs attention of the Finance
Committee

Authority of the Committee

The Council authorizes the Committee to perform activities within its
terms of reference as the Committee deems relevant and necessary and
to seek any information it requires from any employee or any
Department/ Division/ Administrative Unit of the University or
summon any employee or any outside party for clarifications/
verifications.

Meetings of the Committee

The Committee shall meet at least ten (10) times in each financial year
to attend to routine matters and at least once in six months during a
financial year in full plenary session to review the activities of the
Committee and overall financial management procedures. Additional
special meetings may be convened as deemed necessary or if there are
any special matters to discuss.

Every meeting shall be presided over by the Vice Chancellor or of the
University. The Secretary shall keep record of proceedings of the
meetings in writing and such minutes shall be circulated to all members
of the Committee within one week from the date of which the meeting
was held.

The quorum for meetings of the Committee shall be six including at
least one (1) Council appointed member.

Ethical Practices, Confidentiality and Independence
Members of the Committee are expected to:
e Exercise objectivity and with probity in discharging their duties
and responsibilities
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e Refrain from entering into any activity that may prejudice their
ability to carry out their duties and responsibilities objectively
and independently

e Actin a proper and prudent manner in the use of information
acquired in the course of their duties and responsibilities; and

e Exercise sound judgment guided by highest personal standards
of honesty and integrity in all matters relating to membership of
the Committee

b) Lands and Buildings Monitoring Committee of the Rajarata University,
Sri Lanka

The Lands and Buildings Monitoring Committee of the University is a
sub-committee constituted to assist the Council in exercising its powers

in terms of Section 28 and 29 (k) of the Universities Act No. 16 of 1978,
as amended subsequently.

Objective

The objective of the Lands and Buildings Monitoring Committee of the
University is to assist the Council in its responsibility for formulation
and oversight of policy pertaining to the development of lands and
buildings of the University with a view to provide a conducive
environment for teaching and learning process required by the
University.

Membership

The composition of the Committee shall be:
e  Vice Chancellor of the University (Chair)
e  Registrar of the University
e  Bursar of the University
e Deans/Representatives of the Faculties
e  Works Engineer
e Head of the Capital works Division, who shall convene the
meetings and function as the Secretary to the Committee
e  Council Member

Duties and Responsibilities of the Committee

The following shall be the main duties and responsibilities of the
Committee:

e Opversee the development of the approved Master Plan and
recommend changes to the Council as it deems appropriate
having considered the proposed changes. A comprehensive and
formal review of the Master Plan shall be undertaken by the
Committee once in every five (5) years

e Consider all proposed changes with regard to use of land and
selection of suitable sites for construction of facilities

e Consider any matter it deems appropriate and financially
prudent to preserve the integrity of the physical infrastructure
within the agreed parameters of the Master Plan
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e  Scrutinize project proposals for any new building projects and
make suitable recommendations to the Council having ensured
that such proposals are included in the corporate plan and the
location is identified in the Master Plan

e  Make recommendations to the Council with regard to the time
frame (year of implementation and completion) of new capital
projects depending on the availability of funds, provided that
action plan is in order according to the needs

e  Ensure the procurement process with regard to capital projects
has been duly followed

e  Monitor the physical progress of capital projects and report the
constraints to the Council

e  Monitor the financial progress of capital projects in consultation
with the Finance Committee and report the constraints to the
Council

Meetings of the Committee

The Committee shall meet regularly at least once a month or as and
when necessary, as decided by the Committee. The Chairperson of the
Committee (Vice Chancellor) shall preside at all meetings of the
Committee.

Two third of the total membership constitutes the quorum for the
comimittee meetings.

All decisions/ recommendations made at the Committee meetings shall
be placed before the Council for formal approval prior to
implementation.

C) The Sports Advisory Committee of the Rajarata University of Sri Lanka

The Sports advisory Board of the Rajarata University of Sri Lanka has
been constituted by the Council of the University in terms of the
provisions of the Universities Act No. 16 of 1978, as amended
subsequently.

Objective

Advising the Council of the University with regard to sports activities
of the University is the primary objective of the Sports Advisory Board.
The Board shall achieve this objective by suggesting measures for the
improvement and upliftment of sports activities in the University and
to promote and encourage students of the University to take part in
sports activities.

Membership
The composition of the Board shall be:
a.  Vice Chancellor of the University(Chair)
b. Two senior members of the academic staff from each Faculty
who are interested in sports activities appointed by the Vice
Chancellor
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c. Director or Head of Physical Education Unit
Proctor of the University

e. All permanent Instructors/ Instructresses of Physical
Education

f.  The President and Secretary of the Sports Council

Term of office of members under (b) will be two years and the term of
office of those appointed under (g) will be one year.

The Director or the Head of Physical Education Unit of the University
shall function as the Secretary of the Board.

Duties and Responsibilities of the Board

e Advise the Sports Council regarding plans for sports activities
of the University

e Appointment of Games Captains and Vice Captains

e Consider and decide on award of colours in respect of each
sport and special awards before the end of the academic year

¢ Regulate and monitor funds utilization

¢ Recommend appointment of visiting Instructors and coaches

¢ Recommend disciplinary action in matters relating to sports
activities of the University as and when necessary

e  Ensure proper utilization of sports equipment and playground

e  Approve competitions and matches with outside teams

e Carry out any other function to achieve the objectives of the
Board

Meetings of the Committee
The Board shall meet at least once a month and one week’s notice shall
be given for such meetings.

The quorum for the meetings shall be one third of the total
membership.

Emergency or special meetings of the Board shall be held on a written
request made by two third of the total membership of the Sports
Council or one third of the Sports Advisory Board.

The Chairperson shall preside at all meetings of the Board. In the
absence of the Chairperson another member of the academic staff shall
be elected as chairperson pro-tem.

The Director of Physical Education shall convene all meetings and the
Secretary shall keep the minutes of the meetings. The minutes of each
meeting shall be circulated to the members prior to the next meeting
and confirmed minutes shall be submitted to the Council of the
University for ratification and information.
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d) Staff Residence Committee

Objective
The objective of the Staff Residence Committee is to consider and make
recommendations to the Senate/Council of the University with regard
to granting accommodation facilities to staff of the University.
Composition of the Board

e Dean of the Faculty nominated by the Vice Chancellor

e University Academic and Non-Academic Union members

e) Board of Discipline
Objective
As per the By-Laws of the Board of Discipline the objective of having
this Board is to regulate and determine all matters concerning the
maintenance of students discipline within the University.

Composition

e The Dean of each Faculty

e Two members of the Council nominated by the Council from
among its appointed members

e Two Wardens appointed by the Vice Chancellor

e Proctor of the University

e Two Senior Student Counselors nominated by the Vice Chancellor

e Head of Legal Division or Head of Student Affairs Department
shall function as the Secretary to the Board

f) Internal Quality Assurance Unit
Objective

Guiding the Quality Monitoring and Enhancement System comprising
IQAU and IQACs to internalize and institutionalize national guidelines
prescribed by the UGC and the Ministry of Higher Education (i.e Sri
Lanka Qualification Framework and Guidelines for Curricular
development, teaching, training and assessment, teaching English as a
second language, training on ICT and soft skills, ethnic harmony and
social cohesion, etc.) and quality dimensions (best practices and
standards) prescribed by the National Quality Assurance System (i.e
UGC QAAQC) is the objective of the Committee.

Composition

e Deans of Faculties

e Director Internal Quality Assurance Unit

e Coordinators of Internal Quality Assurance Cells of the Faculties
e Registrar or Nominee

e Librarian or Nominee

e Director Staff Development Centre

e Deputy Registrar EX/ AC (Convener)
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6.2.2 Council Appointed Ad-hoc Committees

a) Leave and Awards Committee of the Rajarata University of Sri Lanka

The Leave and Awards Committee is one of the ad-hoc committees of
the Senate, which is established in terms of Section 46 (6) (vii) of the
Universities Act No. 16 of 1978, as amended subsequently.

Objective

The objective of the Leave and Awards Committee is to consider and
make recommendations to the Senate/ Council of the University with
regard to granting leave to teachers and officers for their studies,
attending seminars, conferences and training programs, sabbatical
leave and special leave, and to address other issues pertaining to leave
of staff of the University.

Membership

The composition of the Leave and Awards Committee of the University
shall be:

e Vice Chancellor of the University (Chair)

e Deans of Faculties

e Registrar

e SAR/ AC (Convener)

The following may be invited for the meetings whenever necessary as
decided by the Committee;

e Librarian

e Heads of relevant Departments of Study

e Heads of other relevant Centers/ Units

Head of the Establishments Department or his nominee shall convene
the meetings of the Committee and shall function as the Secretary to the
Committee.

Duties and Responsibilities of the Committee:

The Committee shall consider and make recommendations to the
Senate/ Council with regard to:

e Study leave for staff of the University (with pay/ no pay)

e Sabbatical leave for academic staff and administrative staff

e Leave to attend conferences, seminars, workshops and training
programs for university staff
Overseas leave for university staff
Vacation leave for academic staff
Special medical and accident leave for university staff
Special leave under special circumstances
Address any other issues with regard to granting leave to staff of
the University
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Meetings of the Committee

The Committee shall meet once in a month or whenever necessary as it
may decide. A majority of the total membership shall constitute the
quorum for the meetings of the Committee.

The Vice Chancellor, if present, presides at the meetings of the
Committee and if the Vice Chancellor is not present, the committee
shall not hold.

Head of the Establishments Department or his nominee shall keep the
records of the proceedings of the committee meetings in writing and
circulate among members within one week from the date of which the
meeting was held. Decisions taken at the committee meetings shall be
placed before the Senate/ Council for approval.

6.2.3 Statutory Committees
a) Audit Committee

The Audit Committee of the Rajarata University of Sri Lanka has been
constituted in terms of Public Enterprises Circular No. PED/31 of
01.10.2010 adopted by the University Grants Commission and Para
741 and 7:4:2 of the Public Enterprises Guidelines for Good
Governance.

Objective

The primary objective of the Audit Committee is to assist the Council of
the University in its oversight responsibility for overall management
and to ensure that accountability, integrity and ethical behavior are
well maintained in all its operational functions and effectiveness of the
internal control systems in order to improve the governance process.

Membership

The composition of the Audit Committee shall be three non-executive
(UGC appointed) members of the Council, chaired preferably by a
Treasury Representative or person possessing financial management
skills.

In addition the Registrar of the University shall be a member.

The officer in charge of the Internal Audit Division of the University
shall be the convener of the Committee and function as the Secretary to
the Committee.

The Bursar and a representative from the Auditor General’s
Department should be invited as observers at the Committee meetings.

Members of the Committee shall be appointed by the Council of the
University.
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Duties and Responsibilities of the Committee

The following shall be the principal duties and responsibilities of the

Committee:

a. Overseeing the internal audit process

Determine the scope and responsibilities of the Internal
Audit Division of the University

Review and recommend the annual audit plan and the
work program

Review internal audit queries, paragraphs, report findings,
recommendations and responses for remedial action
Satisfy itself as to internal audit independence, cooperation
received from the management and interaction with
external audit

b. Overseeing the external audit process

Review external audit queries, paragraphs, report findings,
recommendations and responses for remedial action

Liaise with external auditors and follow up on Auditor
General’s / external auditor’s management letters

Resolve disagreements between management and the
external auditors regarding financial reporting

Discuss with the external auditors, the scope and purpose
of the upcoming audit and the procedures to be followed

C. Integrity of financial reporting

Review and recommend the annual financial statements of
the University

Review the audit report received by the University and
recommend suitable action, where appropriate to the
Council

Review and evaluate internal control systems for all
activities of the University

Review performance at regular intervals for cost
effectiveness and to eliminate wasteful expenditure etc.
Ascertain whether rules, regulations and circulars are
complied with

Review financial statements to ensure compliance with
Accounting Standards

Review implementation of recommendations / directives
of the Committee on Public Enterprises (COPE)

Prepare reports on the findings of the Committee for
inclusion in the annual report

Inquire the management, internal auditor and the external
auditor about significant financial risks or exposures to the
University and assess the steps the management has taken
to mitigate such risks and exposures
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d.

Others

e Establish procedures for the receipt, retention and
treatment of complaints received by the University
regarding confidential/ anonymous submissions made by
parties of concern regarding questionable accounting and
audit matters including procedures

e Monitor the university policies and related procedures
which have conflict of interest

e Submit its observations on the above matters to the
Council of the University with recommendations for
necessary action

Authority of the Committee
The Committee is empowered to investigate any matter brought
to its attention with full access to all books, records, facilities and
personnel of the University.

Meetings of the Committee
The Committee shall meet on a regular basis, at least once in
every three months in each financial year.

A majority of the members of the Committee will constitute a
quorum for the transaction of business.

The Chairman shall preside at all meetings of the Committee and
a member elected from among the members present shall chair
the meetings in the absence of the Chairman.

The Committee shall maintain written minutes of its meetings,
which will be filed of record by the Secretary to the Committee
and distribute among members within two weeks from the date
of which the meeting was held.

The Committee may request any officer, employee, outside
counsel or independent auditor to attend a meeting of the
Committee. At least annually, the Committee shall meet
separately with the external auditor, the internal auditor and the
management.

Procurement Committee (Major /Minor)

Objective

The objective of the Procurement Committee is to assist the
Council of the University in its oversight responsibility of the
procurement of goods & services, and works while adhering to
procurement guidelines.
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Minor Procurement Committee chaired by the Dean of a Faculty
or Registrar of the University as the case may be, is responsible
for dealing with any procurement of works with an estimated
value up to Rs. 20 million, if the procurement method is National
Competitive Bidding (NCB) or up to Rs. 2 million, if the
procurement method is shopping within the region. For goods
and services the upper limit is Rs. 10 million if the procurement
method is NCB or Rs. 1.0 million if the procurement method is
shopping within the region, and for consultancies the limit is Rs.
0.5 million. Any procurement exceeding these limits up to
defined maximum of Rs. 100 million for goods and services and
works is dealt by the Major Procurement Committee, chaired by
the Vice Chancellor.

a) Major Procurement Committee

Committee appointed by the Ministry of Higher
Education (MOH) consists of the Vice Chancellor in the
chair, Registrar and another member representing the
subject Ministry (i.e. MoHE). Convener and Secretary of
the Major Procurement Committee for goods and services
is the Head of Supplies while for works, it is the Head of
Capital Works.

b) Minor Procurement Committee

Minor Procurement Committee consists of Registrar or
Dean of a Faculty (whether it is in the main University or
Campus) as the Chair, and Head of a Department or a
Senior Academic Member nominated by the VC and
DB/SAB/AB of Supplies Division of the University or
Faculty as other members. The Assistant Registrar of the
Faculty functions as the Secretary in the Faculty
Procurement Committee while Head of Supplies is the
Secretary with regard to Minor Procurement Committee
at the level of the University.

6.24 Standing Committees of the Senate

a)

Curriculum Development Committee of the Rajarata University of Sri

The Curriculum Development Committee is a standing committee of
the Senate, constituted under Section 46 (6) (vii) of the Universities Act
No. 16 of 1978, as amended subsequently. Members and Chairman are
appointed by the Senate of the University.
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Objective

The Curriculum Development Committee (CDC) is established to guide
the Faculties and Departments in regular updating of the Curricula of
study programmes and courses including modernization of teaching,
training and learning, assessments and examinations and also in
guiding students in academic pursuits and enhancing the learning
support services. In addition, the CDC is required to review the
curricula of all study programmes submitted and recommend
amendments /revisions if required before recommending to the Senate
of the University, for approval. Further it is expected to work closely
with Standing Committee on Quality Monitoring and Enhancement,
IQAU and IQACs in internalizing quality dimensions (best practices
and standards) of study programmes.

Membership

Membership of the Committee includes:

e Vice Chancellor of the University (Chair)

e All Deans of Faculties of the University

e Director IQAU

e Two Senior Academic Staff Members with expertise in academic
planning and development nominated by the Senate from among
its members

e One representative from each Faculty nominated by the Dean,
preferably the Chairperson of the Curriculum Development
Committee

Nominated members are appointed for a period of two years and
could be suspended from committee activities if they miss three
meetings or more during the year or in case of a resignation,
termination or breaching of confidentiality. In such cases the
Senate/the Dean of the respective Faculty shall nominate a
replacement, as the case may be.

Head of the Academic Affairs Department of the University shall
convene all meetings of the Committee and shall function as the
Secretary to the Committee.

Duties and Responsibilities of the Committee

Duties and responsibilities of the Committee shall be:
e Review existing curricula of all study programs and departmental
course requirements periodically
e Review and recommend any proposed changes to existing
curricula
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e Study and make recommendations to Senate with regard to
curricula of new courses

e Ensure that all curricula, where applicable, are in line with Sri
Lanka Qualifications Framework requirements or other
accreditation boards

e Prepare and revise role descriptions and activity expectations

e Monitor the overall assessment process of courses and learning
outcomes

e Monitor and report back on overall university grades every
semester

Authority of the Committee

The Committee is empowered to:

e Develop and implement curriculum policy, design and content,
and recommend to the Senate for approval and dissemination

e Oversee curricula development policy implementation and
manage evaluation and revision of curricula content

e Appoint sub committees and delegate authority to such sub
committees to carry out specific tasks as determined by the
Committee

e Provide content material for accreditation reports as evidence to
support the Senate compliance with required accreditation
standards

Meetings of the Committee

The Committee shall meet on a regular basis at least once in three
months.

A majority of the members of the Committee shall constitute the
quorum for meetings of the Committee.

The Secretary shall keep record of proceedings of the meetings in
writing and such minutes shall be circulated to all members of the
Committee within one week from the date of which the meeting was
held. Decisions taken and recommendations made at such meetings
shall be placed before the next immediate meeting of the Senate for
formal approval.

b) Research and Publication Committee of the Rajarata University of Sri
Lanka

Research and Publication Committee of the University is established as
a Senate Standing Committee in terms of Section 46 (6) (vii) of the
Universities Act No. 16 of 1978, as amended subsequently.
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Objective
Main purpose of the Committee is to promote and foster research and

scholarships among the academia of the University. It is also expected

to deliberate and set the standards for research and scholarships,

propose and explore ways and means of promoting research and

innovation culture within the University.

Membership

The members of the Committee shall be:

The Chairman nominated by the Senate

Deans of all Faculties of the University

One representative from each Faculty preferably the
Chairperson of the Faculty Research Committee

The Head of the Academic and Examination Department shall
convene the meetings and functions as the Secretary to the
Committee.

Duties and Responsibilities of the Committee

Develop research agenda for the University

Develop mechanisms to formulate, review, implement and
monitor research activities according to the agenda of the
University

Oversee and ensure implementation of the research agenda

Call applications for research and publication grants, assess and
prioritize them and recommend for funding

Monitor the University research and research publication
activities

Develop a mechanism for review of ethical considerations and
compliance with ethical guidelines in all research activities and
implementation

Form a subcommittee viz. University Ethics Committee with
representation from each Faculty responsible to the Research
and Publication Committee for ethical considerations

Facilitate partnerships between other HEIs, state and non-state
organizations and reputed foreign universities for applied
problem oriented and commissioned research

Develop links with international agencies to secure support for
collaborative research

Provide necessary guidance and advice to academic staff for
carrying out research and disseminating research findings
Arrange programmes for capacity building of research in liaison
with staff development center

Rajarata University of Sri Lanka Page 107



[MANAGEMENT GUIDE FOR UNIVERSITY EMPLOYEES] _

Meetings of the Committee

Meetings of the Committee shall be held once in two months.

Quorum for the meetings shall be the majority of the total membership.
The Secretary shall keep the records of proceedings in writing and
circulate them to the members within two weeks from the date of
which the meeting was held.

C) Library Committee

The Library Committee is a Standing Committee of the Senate, which
has been established in terms of Section 46 (6) of the Universities Act
No. 16 of 1978, as amended subsequently.

Objective

The main objective of the Library Committee is to ensure that
continuous free flow of information required by users are provided
through the library services of the University in an efficient manner and
an environment that promotes learning and research activities are
created and managed by maintaining and improving the physical
environment and use of the library to the satisfaction of the user.

Membership
Composition of the Library Committee shall be;

e Vice Chancellor (Chair)
e Librarian

e Deans of Faculties

e Registrar

e Bursar

The Assistant Registrar (Library Services) shall be the Convener and
Secretary of the Library Committee.

Duties and responsibilities of the Committee

e Make recommendations to the Senate regarding development of
infrastructure and other service facilities

e Provide general directives with regard to library functions

e Review and recommend policies on library use and procedures

e Monitor and evaluate periodically, the trends and cutting-edge
developments in library and information services

e Make recommendations with regard to human resource
development in the library service
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e Facilitate library development plans and make recommendations
on budgetary allocation

Meetings of the Committee

The Committee shall meet twice a month and whenever necessary as it
may decide. Quorum for the meeting shall be 2/3 of its total
membership.

The Vice Chancellor presides at all meetings of the Library Committee.
The Secretary shall keep the records of proceedings of Committee

Meetings in writing and circulate the minutes among members within
one week from the date of which the meeting was held.

6.2.5 Ad-hoc Committees of the Senate

a)

Examinations Offence Committee of the Rajarata University, Sri Lanka

Examination Offence Committee of the University is a sub-committee
constituted by the Senate under section 46 (6) (vii) of the Universities
Act No. 16 of 1978, as amended subsequently and in terms of Chapter X
of the Procedure for Conducting University Examinations.

Objective

The objective of the Committee is to investigate and recommend to the
Senate the punishments to be given to students who violate
examination rules and regulations such as; copying, using
unauthorized electronic devices, misbehavior, aiding and abetting,
cheating, misconduct and impersonation.

Membership

The Committee shall consist of five members represented by the each
faculty, appointed by the Senate and the Asst. Registrar who is the
convener of the Committee. The convener shall function as the
Secretary to the Committee, as well. The term of office of the members
shall be two years. The Chairman shall be elected from among the
members.

Duties and Responsibilities of the Committee

Duties and responsibilities of the Committee shall be:

e Consider reports received from any examiner, Examination
Supervisor, Head of a Department, Dean of a Faculty, any official
or any student of the University who detects an examination
offence
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e Conduct inquiries and record evidences, in case it is decided to
inquire into a reported examination offence

¢ Determine and recommend to the senate the punishment/s to be
imposed in such offence, if found guilty, in terms of by-laws.

Authority of the Committee

The Committee is authorized to summon any officer/s, student/s or
any official of the University and peruse and hold any document,
answer script or question paper etc., with regard to a reported
examination offence.

Meetings of the Committee

Examination Offence Committee shall meet when any examination
offence is reported or whenever necessary, as decided by the
Committee.

The quorum of such meetings shall be the majority of the total
membership.

Minutes of each meeting shall be kept in writing by the Secretary to the
Committee and all decisions and recommendations made shall be
placed before the Senate.

b) Honorary Degree Committee of the Rajarata University, Sri Lanka

Honorary Degree Committee of the University is an ad-hoc Committee
of the Senate constituted in terms of section 46 (6) (vii) of the
Universities Act No. 16 of 1978, as amended subsequently and the UGC
Circular No. 908 of 11.03.2009.

Objective

The primary objective of the honorary degrees Committee is to
recommend to the Senate selected individuals who have an exceptional
record of distinctions and achievements for conferring degrees
honoriscausa at the general convocation each year. Honorees may
include world renowned scholars and artists, celebrated and visionary
public figures, prominent professional and community leaders, and
philanthropists.

Membership

e A Member of the Council (Chair)
¢ One Senate nominee from each Faculty.
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Registrar or the Head of the Academic Affairs Department of the
University shall convene the meetings of the Committee and function
as the Secretary to the Committee.

Duties and responsibilities of the Committee
The duties and responsibilities of the Committee shall include:

e Accept nominations on behalf of the Senate for award of
Honorary degrees from relevant Faculties or from the Senate

e Make recommendations to the Senate with regard to individuals
for honorary awards

e Advise the Senate on the range and titles of honorary awards

e Review the criteria for honorary awards once in every five years

e Prepare and review the guidelines on the procedure to be adopted
for nominating individuals for honorary awards as prescribed in
by-laws

¢ Undertake such other related matters as senate may from time to
time determine

Meetings of the Committee

The Committee shall meet whenever necessary at least three months
before the convocation and the Chair shall preside at such meetings. At
least three members of the Committee should be present at the meeting
to have a quorum.

C) Convocation Committee
The Convocation Committee of the Rajarata University of Sri Lanka is
an ad-hoc committee constituted by the Senate in terms of Section 46 (6)
(vii) of the Universities Act No. 16 of 1978, as amended subsequently.

Objective

The main purpose of the Convocation Committee is to make all
necessary arrangements to hold the General Convocation of the
University on a day/s determined by the University and to attend to all
matters associated therewith.

Membership of the Committee

The Committee is consisted of the following;
e All Deans
e Registrar or his nominee
e Bursar or his nominee
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e Asst. Registrar/ Examination as the Convener and Secretary to the
Committee

The Chairperson shall be appointed by the Senate from among the
Faculty Representatives.

Duties and Responsibilities of the Committee

e Discuss and make all arrangements for holding the convocation

e Recommend a date, venue, agenda, invitees and seating
arrangements for the ceremony

¢ Recommend a person for convocation address

e Categorize graduands for convocation sessions

e Organize convocation procession

e Make arrangements for media coverage and photography

e Plan and organize refreshments/ tea/ lunch/ dinner for
graduates and invitees

e Design and print invitations and programs

e Organize volunteers to assist the convocation ceremony

e Annual post-convocation evaluation of activities

Duties and responsibilities of the committee shall be in accordance with
by-laws developed and approved by the University.

Meetings of the Committee

The Committee shall meet whenever necessary as determined by the
Chair of the Committee. Majority of the membership constitute the
quorum for the committee meetings.
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CHAPTER 07
HUMAN RESOURCE MANAGEMENT PROCEDURES

71 Cadre

(@)  Creation of a new post or an increase in the existing cadre of a post should be
approved by the University Grants Commission/ line Ministry and the
Department of Management Services of the Treasury on the recommendation
of the Council

(b)  An appointment or promotion can only be made to a post in the approved
cadre

(c)  Effective control should be exercised over cadre management with systems and
procedures geared to meet the changing needs. Numbers need to be right-
sized and restructured

(d)  Proper job evaluation and cadre studies should be done prior to any increase in
the cadre or creation of new posts

7.2 Recruitment Procedures
1. General
(@)  The members of the staff of the university system are broadly referred to
as the Academics and the Non-Academics. More formally, in the
Universities Act No. 16 of 1978 as subsequently amended, they are
classified into the following three categories;
e Officers - those categorized as such in the Act and the holder of any
other post declared as an Officer under the provisions of the Act,
and Ordinances (Sec. 33)
e Teachers - all members of the teaching staff as defined in the Act
(Sec. 147)
e Others - all employees other than those included in (i) and (ii)
above (administrative, technical, clerical and allied grades, minor
employees etc.)

(b)  All appointments and promotions should be made in accordance with
the approved Schemes of Recruitment

(¢)  In formulating Schemes of Recruitment and Promotion, the following
aspects should be incorporated and the schemes should be approved by
the Council and the Commission;

e Job descriptions

e Requisite professional and academic qualifications

e Experience required

e Age limit

e Mode of recruitment (External advertisement/internal notice and
written/trade test/interview)
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(d)  Promotions should be based on capability and seniority of the officer

(e)  Vacant posts should not be filled with acting arrangements for indefinite
periods. As a rule, an officer should hold only one permanent post

(f)  Acting appointments should initially be for a period of three months and
under exceptional circumstances it should be extended to a period not
exceeding six months with the approval of the Commission

niversity shou ave a succession plan with an understu

g)  University should h i pl ith derstudy
designated to take over in the event of such post falling vacant,
particularly at management levels

2. Appointments
As defined in the Establishments Code (Para 1.3 of Chapter III), appointment is
defined as a conferment of any paid office in the service of the university
whether subject to or not subject to confirmation, as a first appointment;
subsequent appointment or promotion or any change of status (i.e. the grant of
temporary or permanent status to a casual employee or permanent status to a
temporary employee) in respect of a person who is already in the service.

All appointments must be in accordance with the approved Scheme of
Recruitment (SOR) and Procedure for appointment.

3. Promotions
Promotion must be earned by satisfactory work and conduct, and by the
fulfilment of the conditions stipulated in the Scheme of Recruitment (SOR) such
as an Efficiency Bar (EB) or qualifying examinations, obtaining the prescribed
academic, professional or technical qualifications, contribution to research etc.
or reaching a prescribed point of a salary scale or prescribed period of service.

4. Appointing Authorities
Appointing authorities mentioned in the Universities Act No. 16 of 1978 as
subsequently amended are:

(@)  The President of the Democratic Socialist Republic of Sri Lanka
e Chairman, Vice Chairman and members of the Commission
(Section 4 of the Act)
e Chancellors (nomination) of universities (Section 32 of the Act)
e Vice Chancellors of universities (Section 34(1)(a) of the Act)
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(b)  Minister in charge of subject of Higher Education

Chairman, Vice Chairman and a member of the University Services
Appeals Board (Section 81 of the Act)

Competent Authority (Section 20 (4)(b) of the Act)

Specified Authority under Section 70 (B) of the Act

(c)  The University Grants Commission

Secretary and other staff of the Commission (Section 8 of the Act)
Posts of officers of HEIs except where other provisions have been
made in the Act in respect of such posts, e.g. all executive grade
appointments except for the Post of Registrar and Bursar. However
first Registrar and Bursar are appointed by the Commission
(Section 71(2) & 143 of the Act)

Posts other than that of Teacher of which the salary code or
minimum salary point shall be as determined by the Commission,
provided that respective HEI forward the recommendation for
appointment, i.e. Medical Officer, Works Engineer, etc.(Section
71(2) of the Act)

Directors of Centres for Higher Learning except where other
provisions have been made in the respective Ordinances under
which such Institutes are established (Respective Ordinances)
Members to Governing Authorities: Councils of Universities
(Section 44 of the Act); Boards of Management and Boards of
Studies of Institutes as specified in the respective Ordinances.

(d) The Governing Authority (The Council) of the University (Section
35,37,38,39, 71.1 of the Act)

Vice Chancellor with prior approval of the Commission

Officers of the University such as Registrar and Bursar (except for
the first Registrar and Bursar), Librarian including Deputy
Librarian, etc.

Teachers as defined in the Act

Heads of Departments of Study

All other appointments to the staff of the University other than the
posts mentioned under the Commission

Staff of the Institute and Campus attached to the University other
than staff specified elsewhere

The Governing Authority may delegate this power to the Vice
Chancellor except in the case of Officers and Teachers (Section 45(2) (xii)
of the Act). However, formal approval of the Council should be obtained

subsequently for such appointments
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(e)  The Vice-Chancellor, as per Section 36 of the Act, is the appointing
authority for the appointment of the Rector of the Campus

5. Prerequisites for an Appointment or Promotion
An appointing authority should satisfy before making an appointment or a
promotion, that the following conditions are fulfilled;

a) Approved post

b)  Financial provision

~ O

(

(

(c)  Actual vacancy

(d) Need for the post to be continuous to exist, and not superfluous
(e) Approved Scheme of Recruitment (SOR)

(f)  Authority to make the Appointment

(g) DMS approval for applicable post

6. The effective date of appointment
The effective date of an appointment or promotion will be the date specified in
the letter of appointment, or the date on which the person first assumes duties
of his new post, whichever is the latter. (Para 8 of Chapter III of E Code)

7. Ante-dating of appointments
The appointing authority shall not ante-date an appointment on the grounds
that the person had been functioning in the post from a date prior to the date of
his appointment or on any other grounds without the express authority of the
Commission (E-Code Chapter III, Para 9).

If there are any grounds for ante-dating an appointment, an application to do
so should be made to the appointing authority setting out the reasons. The
following conditions should be satisfied (E-Code Chapter III, Section 10);

(@) Vacancy exist in the post from the date to which the appointment is
proposed to be anti-dated.

(b)  The person was fully qualified for appointment to the post in terms of
the scheme of recruitment on the date on which it is proposed to ante-
date the appointment.

() The person should have been performing all the duties of the post
continuously from such earlier date on an acting appointment made by
the appropriate appointing authority and on a letter of appointment
duly issued to that effect.

(d)  The selection for substantive appointment should have been made in
terms of the method of recruitment laid down in the scheme of
recruitment.
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8. Effective date of passing examination
The effective date of passing an examination for the purpose of Confirmation,
Promotion or an Efficiency Bar, etc. will be the last date of that examination, at
which the person completes the examination.(Para 14 of Chapter III of E Code)

9. All appointments subject to transfer
(@)  All appointments to posts other than that of teachers/officers are made
subject to the condition that appointees are liable to be transferred within
Higher Educational Institutions/Institutes and/or between Higher
Educational Institutions/ Institutes and the Commission. Letters of
appointment should stipulate this as a condition of appointment.

(b)  Transfers shall be made by the Commission on the recommendation of
the Transfer Board

()  Procedure to be followed for transfers:

e No application for a transfer will be entertained from employees on
probation

e Application for a transfer should be made to the Commission on the
prescribed form through the line of superior officers with their
recommendations and comments. Final recommendation with regard
to the University is made by the Vice Chancellor or the Registrar.

e When an application is allowed the Secretary, UGC will issue a
transfer order to the applicant through the Vice Chancellor.

e Transfer Board does not deal with a) internal transfers within the
University, b) transfers on disciplinary grounds, c) transfers
necessitated by the exigencies of service and d) mutual transfers.

10.  Letter of Appointment on Promotion
A promotion is an appointment and a letter of appointment should be issued.
Where however, the promotion is from one class or grade to another in the
same service, it would be sufficient if an intimation of promotion is issued,
indicating the date of promotion, the class or grade to which promotion is
made and also any Efficiency Bars or any other special conditions which may
have to be satisfied in the new class or grade.

Every appointment made under delegated authority should be reported by the
Vice-Chancellor to the Governing Authority (Council) at its meeting
immediately following such appointment.
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11.  Personal File

e Assoon as a person assumes duties of his office on appointment to a post
a personal file should be opened in respect of that person

e Documents to be filed are specified in Para 30.2 of Chapter III of the
Establishment Code

e Personal Files should be strictly confidential and only persons authorised
should have access to such files. No information what so ever from a
personal file should be divulged to any one or issued to anybody without
permission of the Registrar

e Personal file of a subject clerk having custody of such files should be
placed in the custody of his immediate supervising officer

12.  Oath of Allegiance

e Every person appointed to a post whether on a permanent, temporary or
casual basis should take the oath of allegiance to the Democratic Socialist
Republic of Sri Lanka, whether taken the oath on an earlier appointment
or not, on the prescribed form, before an officer authorised by the
Principal Executive Officer.

e All staff officers so appointed to a post on a permanent basis should
declare his assets as at the date of his appointment on the form prescribed
as per declaration of assets and Liabilities Act No.1 of 1975 as amended by
Act No. 74 of 1988.

13.  Filling of Vacancies
It is the responsibility of the appointing authority to take action to fill the
vacancies and except in the case of grade/class promotions, all appointments
should be made by internal (only for the non-academic grades) and external
advertisements.

Internal Advertisement (only for the non-academic grades):

Where the posts are to be advertised internally in the first instance, they should
be advertised in the Commission and in all Higher Educational Institutions and
Institutes. Commission should be kept informed of all advertisements
indicating how the vacancies occurred. Designations of posts could be changed
only with the approval of the Commission.

External Advertisement:
(@) Open advertisement should be made in case of academic and
administrative appointments

(b)  In case of appointments other than the above, (In terms of a decision of
the Cabinet of Ministers conveyed to Higher Educational Institutions by
Commission Circular No. 698 of 1st January 1997 as subsequently
amended by Commission Circular No. 876 of 06.06.2006), all external
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recruitments to certain nonacademic grades of posts specified therein,
are required to be made from a list of candidates compiled by the
Ministry of Higher Education in accordance with the qualifications laid
down in the approved scheme of recruitment. According to the
procedure given in the circular, Higher Educational Institutions are
required to inform the Ministry, through the UGC, particulars of the
vacancies and to select suitable candidates, on the basis of a written test
and an interview from a list provided by the Ministry.

14.  Period of Validity of an Advertisement

In terms of the Commission Circular No. 846 of 14 July, 2004 the period of
validity of advertisements for posts other than Professorships be one year
reckoned from the closing date of applications up to the date of
finalization of selections by the appropriate Selection Committee for
submission to the Council.

In the case of Professorships an advertisement shall be valid for a period
of one and half years reckoned from the closing date.

No additional documents in support of any application are to be
entertained after the closing date of applications and under no
circumstances shall the validity of an advertisement be extended beyond
the period specified above.

15.  Salary on appointment

On appointment, an appointee is normally placed on the initial of the
relevant salary scale unless the advertisement for the post and the scheme
of recruitment allow a placement at a point higher than the initial salary
of the scale.

Prior permission of Commission should have been obtained to include
such a provision in the advertisement.

A recommendation for placement at a salary point needs the approval of
the Commission prior to its communication to the appointee.

In the case of an appointment of a government or corporation employee,
if his present salary is higher than the initial of the salary scale of the new
post, he will be placed at the next higher step and allowed to retain the
original date of increment, and if not, he will be placed on the initial of the
new salary scale.

In the appointment of a medical graduate who is not in the public service,
his salary will be reckoned on the same basis as if he had been in the
public service.

Where an employee of HEI is appointed in the same capacity to RUSL his
salary step and date of increment will remain the same.
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16.  Probation and Confirmation in Appointment

As stated in Para 21.2 of Chapter III of the Establishments Code,
appointment on probation implies that, a person appointed to a post may
before confirmation, count on being admitted to the permanent
establishment, if he carries out the obligations imposed by his
appointment and proves by conduct and service, his suitability for
retention in the permanent service of the university.

Every appointment to a post of teacher shall, in the first instance, be for a
probationary period of three years, which period may be extended by the
Governing Authority by one year at a time for a further period not
exceeding five years.

Provided that where the appointment is to a post of Teacher, and the
appointee has been previously confirmed in a post of teacher in another
HEI or in another Department of the HEI to which he is attached, such
appointment shall in the first instance be for a probationary period of one
year; or

Teacher, and the appointee has been previously confirmed in any post
equivalent to the post of teacher in another HEI to which the appointee is
attached, such appointment shall in the first instance be for a
probationary period of one year.

Every appointment to a post, other than that of teacher, shall in the first
instance, be for a probation period of three years.

17. A confirmed employee other than that of teacher promoted to another post

other than that of teacher serves only a probationary period of one year.

Appointment of Public Officers and Local Government Officers

A Public Officer or a Local Government Officer may be appointed to the staff of

the University on a temporary basis or permanently or on contract at the

request of the Commission or the University with the consent of that officer,

the Secretary of the Ministry in which he serves and the Secretary, Ministry of

Public Administration. The usual terms and conditions applicable to such

appointments will apply in the case of those appointed to the RUSL as well.

18.  Some pre-requisites in making appointments / Promotions

The letter of appointment / promotion should be issued only after its
approval by the Council or the Vice-Chancellor where such power has
been delegated to him.

Certificate of Birth, and Certificates in support of educational,
professional qualifications should be submitted before assuming duties
and the appointee should report to the Principal Executive Officer
through the Head of the Department.

The effective date of appointment is the date specified in the letter of
appointment or the date of assuming duties whichever is later.
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e Antedating of any appointment needs the prior approval of the
Commission.

e All appointments are subject to a medical report of fitness. No salary
should be paid till such report is produced on the prescribed form
provided for this purpose.

e  Where required, an appointee should enter into an agreement with the
University, prior to assuming duties.

e An appointee’s services are terminable on 3 months or one month’s notice
given by either party in accordance with terms and conditions of
appointment.

e All appointments / promotions are subject to review by the University
Services Appeal Board (USAB) and this fact should be communicated in
the letter of appointment / promotion.

e Every appointee may be suspended pending inquiry by the University on
for inefficiency, misconduct, dereliction of duty etc.,, and dismissed,
compulsorily retired or otherwise punished after enquiry on a resolution
adopted by the University. Every such person may appeal against such
punishment to the University Services Appeal Board.

e All appointees other than teachers and Officers appointed by the
University are transferable within the University and to other Higher
Educational Institutions/ Institutes or the UGC.

7.3 Retirement of University Employees
e A teacher continues in service until he has completed his sixty-fifth year or if he
completes his sixty-fifth year during an academic year until the last day of that
academic year and shall thereafter be deemed to have retired from service.

e In terms of the Establishments Circular Letter No. 07/2005, the official academic
year for the purpose of retirement of teachers should start on 01st October in
every year and end on 30t September of the next year.

e  Accordingly, the date of retirement of a teacher shall be his 65tbirthday or
immediately following 30th September provided when the actual academic year
goes beyond 30thSeptember the last date of actual academic year should be taken
in place of 30tSeptember.

e  The teacher concerned shall choose whether to retire on his 65th birthday or at
the end of the academic year and to have retired from the service before 66t
birthday establishment circular letter 12/2005.

e  Every employee other than a teacher shall continue in office beyond the optional
age of retirement of such officer i.e. fifty five years and remain in service up to
the age of sixty years and shall thereafter be deemed to have voluntarily retired
from the service.

Rajarata University of Sri Lanka Page 121



[MANAGEMENT GUIDE FOR UNIVERSITY EMPLOYEES] _

e  But on a written request made by such employee his services may be extended
annually by the Governing Authority until he completes his sixtieth year subject
to his physical fitness.

74 Procedure for Promotion of Teachers
1. From Lecturer (Probationary) to Lecturer (Transitional)

Eligibility: A Lecturer Probationary who possesses a Master Degree in the
relevant field obtained after full time course of study of at least
two academic years or equivalent part time course of study
with a research component by way of thesis / dissertation or a
Doctoral Degree.

OR

Master degree in the relevant field of a minimum duration of 20
months with a substantial research component or Master
degree with at least 60 credit units with not less than 15 credit
units of research by way of thesis/dissertation in the relevant
field/discipline or a Doctoral Degree

OR

Such professional qualifications and experience as may be
approved by the UGC wupon the recommendation of the
University.

AND
Has completed 03 years but less than 05 years of the satisfactory
service.

How to apply: Request should be submitted through the normal channel to the
Vice-Chancellor with relevant certificates as per Commission
Circular No. 721 of 21.11.1997 and 01 /2013 of 28.01.2013.

2. From Lecturer (Probationary) to Senior Lecturer Grade II
Eligibility: A Lecturer who possesses a Master’s Degree in the relevant
field obtained after full time course of study of at least two
academic year or equivalent part time course of study with a
research component by way of thesis/ dissertation or a
Doctoral Degree

OR

Master degree in the relevant field of a minimum duration of 20
months with a substantial research component or Master
degree with at least 60 credit units with not less than 15 credit
units of research by way of thesis/dissertation in the relevant
field/discipline or a Doctoral Degree
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OR

Such Professional qualifications and experience as may be
approved by the UGC upon the recommendation of the
University

AND

At least five (05) year experience as Lecturer (Probationary) and
Lecturer/ Asst. Librarian (including the time devoted to acquire
the Postgraduate qualifications.)

How to apply: Request must be submitted through the normal channel to the
Vice-Chancellor with relevant certificates as per Commission
Circular No. 721 of 21.11.1997 and 01/2013 of 28.01.2013.

3. From Senior Lecturer Grade II to Senior Lecturer Grade I
Eligibility: A Senior Lecturer Grade II / Senior Assistant Librarian Grade II
who has completed one year on the maximum of the salary
scale or has served 06 years in that grade may be considered for
promotions.

How to apply: An applicant must submit a request with self-assessment setting
out the contribution he/she has made since he/she became a
Senior Lecturer Grade II in the fields of Teaching, Research,
Dissemination of knowledge and other University activities to
the Vice-Chancellor through normal channel as per
Commission Circular No. 721.

4. From Senior Lecturer Grade II to Associate Professor / Professor
Eligibility: (a) Senior Lecturer (Grade II) may be considered for promotion to
the grade of Associate Professor if he/she has obtained at least
the required minimum mark as specified in the marking
scheme of scheme of Commission Circular No. 916 of
30.09.2009 and Establishment Circular Letter 04/2010 of
19.03.2010.

(b) A Senior Lecturer / Associate Professor may be considered for
promotion to the grade of Professor if he/she obtained at least
the required minimum marks as specified in the marking
scheme of Commission Circular No. 916 of 30.09.2009 and
Establishment Circular Letter 04/2010 of 19.03.2010.

Method of Application:
An application for a merit promotion or recruitment should be accompanied by
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(@) The Curriculum-Vitae of the applicant

(b) A Self-assessment specifying the contribution to;

e Teaching and Academic Development

e Research and creative work

e Dissemination of Knowledge and to University and National
Development

(c) Three copies of the publications, research papers and other
relevant documents by the candidate. Other relevant
documents and materials may also be submitted in three
copies in a form that can be evaluated.

(d) Titles of three (03) in the case of Associate Professor and five
(05) in the case of Professor, outstanding research papers
publications by the candidate. These documents shall be sent
to the Vice Chancellor by each candidate with a covering letter
applying for the position/promotion.

5. From Professor to Senior Professor

Eligibility: A Professor who has completed eight (08) years of service as a
Professor may apply, provided however, that a person who has
been appointed as a Professor by advertisement / promotion
letter and placed on a particular step of the salary scale based
on his/her qualifications and relevant experience may have the
number of years corresponding to that salary step considered as
part of the 08 years of service required for the Post of Senior
Lecturer.

OR

A Professor who has obtained a higher doctoral degree (D.Sc. or
D.Litt. or LL.D or an equivalent degree) from a recognized
University may apply.

How to apply: The applicant should submit a suitable covering letter, a
completed application form if the application is response to an
advertisement/promotion, his/her Curriculum-Vitae with a
self-assessment of his/her contribution to the following fields
after he/ she became a Professor as per Commission Circular
No. 838 & 897;

(@) teaching and academic development

(b) research and creative works, and

(c) dissemination of knowledge and to University and
national development
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7.5 Recruitment of Visiting Staff

Introduction:

Provision exists to engage personnel in services as Visiting Lecturers using
funds allocated for such purpose under the recurrent vote

Such appointments are short term appointments

Appointees should essentially possess the qualifications laid down in the
Scheme of Recruitment applicable to the post to which the appointment is made

Availability of funds is a prerequisite for such appointments. Heads of
Departments are required to verify in advance the availability of funds from the
respective Offices of Deans

Procedure

Requests for Visiting Staff appointments should be addressed to the Dean of the
Faculty with the CV of the person recommended by Head of the Department
and the subject/s areas to be assigned and the duration of the appointment.

Engagement of such personnel should be done only on receipt of the approval
from the Vice-Chancellor and on receipt of the letter of appointment

During the tenure of the assignment, monthly attendance records of visiting
staff should be maintained at the Department and be certified and forwarded to
the Accounts Division by the Head of the Department for payment purposes

Any payment which is not claimed for a particular month by a Visiting Staff
member will be subjected to a surcharge of 10% if claimed In a subsequent
month

The Head of the Department as the certifying officer, will be responsible for any
overpayment of salary as a result of not communicating the termination /
cessation of the service of a Visiting Staff

The Head of the Department is responsible to implement a mechanism to collect
claim forms of all Visiting Staff members of the Department by the end of the
month and forward them to the Bursar through the Dean with the certification
for processing payments.

Rajarata University of Sri Lanka Page 125



[MANAGEMENT GUIDE FOR UNIVERSITY EMPLOYEES] _

CHAPTER 08
STANDARD OPERATIONAL PROCEDURE FOR FINANCIAL MANAGEMENT

8.1 Financial Management, Accountability and Policies

81.1  The Purpose of the Financial Management

The University Fund, whether internally generated or received by way of
Government grants, subsidies and loans, allocated from the Consolidated
Fund through the Government Budget to meet Recurrent and Capital
expenditure are public funds. The management has a responsibility for the
efficient utilization of these monies in the best interest of the public. Fund
Management is dependent on how effectively revenue is generated and
expenditure is controlled.

Financial management of the University is governed by the financial
regulations, conveyed through circulars and circular letters and also by the
directives that may from time to time issued by the Treasury, Ministry of
Higher Education, UGC and the Governing Council of University

8.1.2  Objective of Financial Management
The main objective of the financial management of the RUSL is the efficient
utilization of the University Fund in the best interests of the community.

8.1.3  Accountability of Financial Matters
Accountability, for financial control purposes, is the delegation of authority
to qualified persons to authorize, approve, certify and payment for goods,
works and services, and the holding of those persons responsible for the
validity, correctness, and appropriateness of their actions. Each Department /
Division / Unit has the responsibility and is accountable for managing the
resources it administers on behalf of the University.

a)  Chief Accounting Officer
Secretary to the Ministry of subject of University Education is the Chief
Accounting Officer of the University.

b)  Accounting Officer
The Vice-Chancellor is the Accounting Officer of the University.

c)  Asst. Accounting Officer
The Registrar is the Asst. Accounting Officer of the University.

d) Custodian of Fund
The Bursar is the custodian of the University Fund.

e)  Administration of the University Fund
It is the prime duty of the Bursar to administer the Fund of the
University subject to the provisions in the Universities Act and subject
to the direction and control of the Registrar.
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8.1.4  Financial Year
The financial year of the University shall be from OlstJanuary to 31st
December of the calendar year.

8.1.5 The University Fund
The University depends almost entirely on funds received from the
Government by way of grants for their existence. Almost 98% of the funds
come from this source. Very small amount is also received by way of fees,
income from endowments and other sources making up the balance 2%.

All such monies are required to be paid into a fund called the University
Fund. The University Fund consists of:

a) fees to be paid to the University in accordance with the provisions of
any appropriate Instrument;

b) income from endowments;

¢) moneys provided by Parliament and disbursed by the Commission as
grants; and

d) all other moneys belonging to the University from whatsoever source
derived.

Particulars of each sum of money paid into the University Fund shall within
one month of such payment be submitted by the Vice-Chancellor to the
Commission for its information.

8.1.6  Annual Statement of Accounts and Statistics
As per Section 106 (1) of the Universities Act University shall prepare an
annual statement of accounts and statistics relating to its activities in such
form and manner and containing such particulars as the Commission may
specify from time to time.

Further, Section 106 (2) emphasize that the books of accounts of the
University shall be kept in the office of the University.

8.1.7  Audit of Accounts
As per Section 107 (1) (a) of the Universities Act University shall have its
accounts audited each year by the Auditor General and, for the purpose of
assisting him in the audit of such accounts, the Auditor General may employ
the services of any qualified auditor or auditors who shall act under his
direction and control.

The accounts of the University for each Financial Year shall, within two
months after the closure of that financial year, be submitted by its principal
executive officer, to the Auditor-General for audit.
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8.1.8  Accounting Policies of the University
The Financial Statements of the Rajarata University of Sri Lanka (RUSL) are
prepared in terms of Section 106 (1) and 107(b) of the Universities Act No.16
of 1978 as amended by subsequent legislation, in pursuance to the Finance
Act No.38 of 1971 and in conformity with the Sri Lanka Public Sector
Accounting Standards (SLPSAS) issued by the Institute of Chartered
Accountants of Sri Lanka.

Furthermore, the presentation of Financial Statements have been made in
accordance with the Public Enterprise Circular No.19 and Sri Lanka Public
Sector Accounting Standards (SLPSAS).

a) Basis of Accounting
The Financial Statements of the RUSL are prepared under the
historical cost convention in accordance with generally accepted
Accounting Principles and Accounting Standards laid down by the
Institute of Chartered Accountants of Sri Lanka. No adjustment has
been made for inflationary factors affecting the accounts.

b) Property Plant & Equipment

Property, Plant and Equipment are stated at cost and depreciation is
provided in terms of the UGC Circular No. 649 of 5th October 1995
and SLPSAS 07. Depreciation is recognized in the Statement of
Financial Performance by using straight line basis on the cost of the
Property, Plant and Equipment. Land is not depreciated. The rates of
depreciation for Property Plant & Equipment are decided in
accordance with UGC circular instructions.

Property Plant & Equipment Rate of Depreciation per annum
(%)
Building & Structure 05
Furniture & Fittings 10
Housing Projects 10
Cloaks 10
Plant and Machinery 10
Office Equipment 20
Housing Projects Equipment 20
Laboratory, Teaching & Office Equipment 20
Motor Vehicles 20
Library Books & Periodicals 20
Telephone 20
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d)

f)

Further, according to the Accounting Policies of the University, a
Non-Current Asset is not depreciated for the year of purchase, but is
fully depreciated for the year of disposal.

Current Assets

Assets, classified as current assets in the Statement of Financial
Position, are cash and bank balance and those which are expected to
be realized in cash during the normal operating cycle or within one
year from the reporting date, whichever is shorter.

. Inventories

Inventories are valued at cost based on First in First out (FIFO)
basis and the value of stock held by the Academic/ Administrative
Departments is excluded from the expenditure. The stock balance
appearing in Accounts is physically verified.

e Trade & Other Receivables

Trade & Receivables are stated at their estimated realizable

amount.

e  Cash & Cash Equivalents

Cash & Cash Equivalents comprise cash balance and call deposits.

Current & Non-Current Liabilities

Liabilities, classified as current liabilities in the Statement of Financial
Position, are those which fall due for payment on demand or within
one year from the reporting date.

Non- current liabilities are the balances that fall due for payment later
than one year from the reporting date.

Provisions
Provision is recognized if, as a result of a past event, the university
has the legal or contractual obligation that can be estimated reliably,
and if an outflow of economic benefit will be required to settle the
obligation.

Trade & Other Payables
Trade & other payables are stated at their cost.

8.1.9 Financial Statements prepared by Rajarata University of Sri Lanka

a)

Purpose of the Financial Statements

Financial statements are a structured representation of the Financial
Position and Financial Performance of the University. The objective of
the general purpose financial statements is to provide information
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about the financial position, financial performance and cash flows of
the University that is useful to a wide range of users in making and
evaluating decisions about the allocation of resources.

b) Responsibility for Financial Statements
The Vice Chancellor of the RUSL is responsible for the preparation
and presentation of Financial Statements as the Accounting Officer of
the University.

c¢) Components of Financial Statements
As per the SLPSAS 01, Financial Statements comprise following
statements.
i.  Statements of Financial position
ii.  Statements of Financial performance
iii. ~Statements of changes in Net Assets/Equity
iv.  Cash Flow Statements
v.  When the entity makes publicly available its approved budget,
a comparison of budget and actual amounts either as a separate
additional financial statement or as a budget column in the
financial statements and
vi. Notes, comprising a summary of significant accounting policies
and other explanatory notes

8.2 Central And Faculty Financial Management
In terms of the policy decision taken to decentralize the financial administration of the
University, the Faculties have been delegated the authority to effect certain
transactions. Matters which are directly handled by the Central Financial
Administration and Faculty Financial Administration are described in this section.

8.2.1 Central Financial Administration

a) Financial Transactions related to Central Financial Administration
The following transactions shall be directly handled by the Central
Financial Administration which comes under the direct supervision of
the Bursar.

e  Payment of Staff salaries and wages

e Payment of Loans and loan recoveries

e Payment of Traveling and subsistence other than Faculty
members

e Payment of air-fare, incidental allowances and warm-clothes
allowance (foreign travel)

e Payment of Over-time, Holiday Payment
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e Handling of foreign supplies - after receiving the Regional
Procurement Committee (RPC) and / or University Procurement
Committee (UPC) recommendations, placing indents, clearing,
making payments, settling advances, etc.

e  Conducting University Procurement Committee (UPC) Meetings
for procurement of goods and services and for construction and
major rehabilitation projects

e  Payment of building construction projects

e  Payment of capital construction Rehabilitation Projects

e Financial management of Centers, Units that come under the
purview of the Bursar including payments for consultancy
assignments

e All payments in respect of departments, units which are not
attached to the Faculties

e  Release of Provident Fund and Gratuity of retired employees

e All revenue matters including receipts from undergraduate and
postgraduate students and scholars — registration fees, library
fees and fines, etc.

e Payments for goods and services relating to General Convocation,
Annual Research Sessions, etc.

e  Purchase of uniform materials for the employees

e Long service award payments

e Payments for Disciplinary Inquiry and Selection Committees
(other than faculty level)

e  Obtaining money from the Treasury

e  Preparation of Final Accounts

e  Stock Control of Stores operated under Stores Advance Accounts

e Handling all matters related to Finance Committee, University
Procurement Committee, Fellowships, Scholarships, Bursaries
and Mahapola payments, etc.

e  Preparing Management response to the Auditor General’s Report
on Annual Financial Statement.

b) General Payment Procedure

1. Receipt of Invoice/bill by the subject clerk in the relevant
Department/Division/Unit

2. Check with the relevant file maintained at the Department

3. Prepare the voucher in the prescribed format and enter in the
registers

4.  Get the recommendation of the Head of Departments/ Assistant
Registrar (AR) for the voucher and the Invoice

5. Get the approval of the Registrar

6. Send the voucher to the Payment Division
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10.

11.
12.

13.

Check the voucher by subject clerk (Computer Application
Assistant)

Certify the voucher by the Assistant Bursar (AB)-other payments
and send the voucher to the Accounts & Budget Division

Enter into the vote ledgers

Certify of the voucher by the Senior Assistant Bursar (SAB) &
Bursar

Enter into the cash book and draw the cheque

Get the Signatures for the cheque from the AB/ SAB/ Bursar
and other authorized person.

Issue the cheque to the service provider by registered post after
entering in the cheque issuing register

8.2.2  Faculty Financial Administration
a) Financial transactions delegated to Faculty Financial
Administration

The following financial transactions shall be delegated to the Faculty

Financial Administration which comes under the direct supervision
of the Dean of the Faculty.

1.
l.

Payment of Visiting Lecturers fee

Payment of Traveling and subsistence (local traveling only)

iii. Procurement of goods & services

e Inviting Bids / quotations

e Opening quotations/bids (participating in the Bid Opening
Committee)

e Scheduling the Bids

e Handling all matters related to Technical Evaluation
Committees which shall be appointed by VC and
conducting the meetings

e Conducting Regional Procurement Committee (RPC)
Meetings for procurement of goods and services.

e Obtaining Vice-Chancellors’” approval for the RPC
recommendations / decisions

e Receiving goods or services

e Checking quality of goods

e Issuing goods / services to the user departments and
obtaining inventory certificates

¢ Sending relevant information to the Supplies Division to
update the Fixed Assets Register

e Preparing payment vouchers

e Maintaining appropriation Expenditure Controls Registers

e Obtaining the Approval on the vouchers

e Certifying the vouchers
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iv.

Vi.

Vii.

Viil.

ix.

e Forward the certified vouchers to the Asst. Bursar /
Accounts & Budget Division for payment.

e Keeping procurement documents in safe custody

Making miscellaneous payments in respect of the followings;

e (Glassware items, mechanical and electrical goods

e Other supplies

Payments for maintenance charges of the following

e Lab. Equipment

e Furniture and other serviceable items

Payment for the following contractual services (Recurrent

nature)

e Transport

e Postal charges

e Hiring charges

e Printing and advertisement charges

Payment for the following other Recurrent expenditures

e Membership fees

e Workshops and seminars

e Academic research

e Staff development

Payment for the following miscellaneous items

e Advances and settlements

e Supplies Course fees

e Scholarships

e Faculty Boards

e Faculty level Selection Committees

e Petty cash imprests and Reimbursements

e Miscellaneous advances (on indents) and settlements

e Research advances and settlements

Payment of Examination Claims and Related Expenses

Faculty Financial Activities

e Collecting attendance of casual/daily paid/trainee staff
and forwarding them as one bundle to the Deputy
Bursar/Salaries & Wages on or before 10th of each month.

e Collection of all revenues and deposit it to the collection
bank a/c

e Preparation of monthly cash forecasts of the Faculty and
handing over of same to the Senior Asst. Bursar/ Accounts
& Budget on or before 20th of each month.

e Submission of expenditure statements to Senior Asst.
Bursar / Accounts & Budget on or before 5th of each
month.
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xi. Preparation and submission of schedules which should be
attached to the Final Accounts, such as unsettled advances,
unsettled petty cash imprests, accrued expenses, repayments,
Bid bonds etc.

xii. Replying the audit queries in respect to the financial
administration of the Faculties.

xiii. Keeping a copy of vouchers in safe custody and bundling them
separately according to the bank account number (Recurrent &
Capital).

xiv. Maintaining Petty cash impress to make other incidental
payments to the Faculties / Departments.

Xv. Maintaining expenditure control registers and balancing them
regularly and informing the Dean on the availability of funds
under each object title. Expenditure should be met within the
allocated amount only.

xvi. Any other activities which may be assigned to Faculty
Accounts Unit in future.

b) Payment Procedure at the Faculty Level

1. Receipt of Invoice/bill by the subject clerk in the relevant
Faculty

2. Check with the relevant file maintained at the Faculty

3. Prepare the voucher in the prescribed format and enter in the
registers in the Faculty

4. Get the recommendation from AR of the Faculty for the
voucher and the Invoice

5. Get the approval of the Dean of the Faculty

6. Check the voucher by subject clerk in the Faculty

7.  Certify the voucher by the AB who is in the Faculty and send
the voucher to the Accounts & Budget Division

8.  Enter into the vote ledgers

9. Certify of the voucher by the SAB & Bursar

10. Enter into the cash book and draw the cheque

11. Get the Signatures for the cheque from the AB/ SAB/ Bursar
and other authorized person.

12. Issue the cheque to the service provider by registered post

after entering in the cheque issuing register

8.3 General Financial Operations

Major financial operations handled by the Finance Department of the University

comprise accounting services, financial reporting, payroll, student & staff financial

services, and procurement of goods and services.
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8.3.1

8.3.2

Annual Budget Estimates

Annual Budget Estimates and financial appropriations shall be prepared by

the Bursar in line with the Corporate Plan and based on the estimates

submitted by Heads of Departments, both academic and non-academic, in

consultation with them, at a series of meetings convened for the purpose by

the Vice-Chancellor. These estimates are then submitted to the Council with

the recommendation of the Finance Committee for its approval and

transmission to the Commission. All the Faculties are expected to submit the

Budget Estimate on or before 31st of July in every year. The annual budget

falls into two broad compartments;

Standard format for Budget Estimates - Annexure 1 to 13

a)

b)

Capital Expenditure

It is met entirely out of the government grant and includes items
such as construction of buildings, purchase of furniture, laboratory
and teaching equipment classified under this category. The capital
expenditure is further categorized into the following three groups;

i. Rehabilitation of Fixed Assets and Improvements thereon
(Head 101),

ii. Procurement of Equipment, viz, teaching apparatus, laboratory
equipment, furniture and library books etc. (Head 102),

iii. Specific funds for Construction of buildings on the approval of
the Ministry and the Cabinet. (Head 103)

Moneys allocated under heads 101 and 102 above are expected to be
utilized within the year. However, any unspent balance may be
carried forward and left in the Treasury deposit account until such
time as it is used. But the UGC may, at its discretion, retrieve such
balances for use in other Universities. Unspent monies in headings
101 and 102 are a result of administrative and procedural delays and
liquidity problems in the Treasury. The vote under heading 103 is
normally expected to be phased out up to 18 month period
depending on the progress of the projects.

Recurrent expenditure

It comprises payment of salaries and wages, purchase of
consumables, chemicals and other items required for the needs
during the year.

Expenditure not included in the Budget

Expenditure not itemized and provided in the Annual Budget could be

incurred only with the prior approval of the Council.
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8.3.3 Income Tax and VAT

University is liable to pay PAYE tax and Stamp duty as per the government
tax regulations. The above tax and duty should be borne by the respective
employees and not by the University.

8.3.4  Process to be followed in obtaining annual Financial Provisions

e The RUSL shall prepare the Budget Estimate (BE) based on the
Corporate Plan, Strategic Plan, Action Plan and Procurement Plan

e It will be submitted to the UGC before the stipulated time frame

e  UGC will submit it to the Ministry of Higher Education

e Copy of BE will be forwarded to the Department of National Budget
of General Treasury for evaluation by the University

e  All budget estimates are placed before the Parliament.

e Once the Final Budget is passed by the Parliament allocation for
recurrent and Capital expenditure for each University is notified to
the UGC by the Treasury.

e  UGC will inform the University the amount of Financial

e Once the Financial Provision is notified to the RUSL, RUSL will
prepare the detailed Budget and submit to the UGC and the Dept. of
National Budget.

8.3.5 Programme Budget
Based on the approved recurrent expenditure an annual estimate of income
and expenditure referred to as the Programme Budget is prepared by the
Bursar and is presented to the Council through Finance Committee for its
approval.

Besides the government grant which forms the main source, other minor
sources of income such as fees (registration, examinations, tuition, etc.)
interest from investments, loans, advances etc. rents from properties, sale of
produce and other miscellaneous items make up the income. Estimated
expenditure is grouped by way of Programmes and Projects under each one
of them, indicating expenditure involved in each case.

Programme 01 - General Administration

Programme 02 - Academic

Programme 03 - Library services

Programme 04 - Welfare Services

Programme 05 - Maintenance of Lands, Buildings and Facilities
Programme 07 - Extension Services

Programme 08 - Hostel Services
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8.3.6  Transfer of funds between Heads of Expenditure
The Council of RUSL may transfer funds between Heads only with the
concurrence of the Commission and the Department of National Budget.
Such transfers should be reported to the Commission by the Vice-Chancellor
as soon as possible thereafter (Section 104).

8.3.7  Supplementary Estimates
The Bursar may prepare Supplementary estimates in order to meet
unforeseen expenditure for the approval of the Council, which is required to
forward them to the Commission.

8.3.8  Operating Revenue
The operating revenue of the RUSL is as follows;

e Government Grant - Recurrent
- Capital

e Registration Fee - Under Graduate
- Postgraduate

e Tuition Fee - Postgraduate

e Examination Fee - Under Graduate
- Postgraduate

¢ Interest from Loans & Advances
e Sale of Produce

e Rent from properties

e Medical & Library deposits

e Ancillary Activities

e External & Extension Programs
e Miscellaneous Receipts

8.3.9 Income derived from Grants and Endowments
Income derived from grants given or endowments made to Higher
Educational Institutions for specific purposes are to be accounted for
separately in the accounts of the RUSL. Such incomes are to be used only for
those purposes for which they were made and should not be used for general
purposes of the RUSL (Section 101 (d)).

Accordingly, grants received from Foreign Governments, Universities (link-
programs etc.) and other agencies, for agreed projects, on a “case by case”
basis are accounted for separately. Funds received are kept in the custody of
the Bursar in separate ledger accounts maintained for each grant in the name
of the University. Disbursements of funds are on terms agreed between the
donor agency and the University on a pre-approved budget. Normally a
small percentage is kept to meet the administrative costs of the University.

Rajarata University of Sri Lanka Page 137



[MANAGEMENT GUIDE FOR UNIVERSITY EMPLOYEES] _

8.3.10

8.3.11

Income from External Examinations and Fee-Levying Courses

Funds raised through external examinations and fee-levying courses are

maintained in separate bank accounts and utilized under normal University

financial procedures. The external examinations and fee-levying courses are

conducted on a self-financing basis on fees levied from candidates for the

services rendered to them. The income derived is required to be added on to

the University Fund.

Imprest

The term imprest is used in this Guide to indicate the sum of money released

by the Treasury to make authorized payment during the Financial Year.

a)

b)

ii.

Obtaining monthly imprest

It is the duty of the Bursar to obtain imprest from the Treasury
monthly.

Petty Cash imprest

Petty cash is an important fund that is used only for expenditure of
an incidental nature. An imprest fund is a fund established for a fixed
amount that is replenished in the exact amount expended from it.
These funds are available to purchase minor items when it would be
otherwise impractical to purchase items through the wusual
procurement methods.

Policy
e Petty cash imprest limit is Rs.5,000.00 for Laboratory based
Departments

e  Petty cash imprest limit is Rs.2,000.00 for other Departments /
Divisions / Units / Sections and Centers.

e  Relevant Department is responsible for the proper safeguarding
of petty cash money

e  The petty cash custodian/ handler under the supervision of the
Staff Officer is personally responsible for the cash issued to
him/her. Therefore, access to the Fund must be limited to the
custodian

e The disbursement from Petty Cash Funds must be properly
documented

e  Petty cash Fund must be kept separately from all other funds

e The limit of single expenditure out of petty cash should not
exceed Rs.500/=.

Restrictions on use

The following expenses should not be incurred from the petty cash:
e  Purchase of items that are available in the Main Stores
e  Expenses in connection with refreshment and entertainment

e Postage and communication
e Transport and Traveling expenses
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Major repairs to office vehicles and equipment etc.
Inventory items.

iii. = Maintaining the Fund

a.

If any Department or Division wants to obtain a petty cash
imprest, prior approval should be obtained from the Registrar
by Head of the relevant Department or Division.

Cash should be kept in a locked drawer or cabinet with a key in
the custodian’s possession

The individual receiving the payment must sign the Temporary
Petty Cash Receipt Form to acknowledge the receipt of cash

A Petty Cash voucher must be used to document the
disbursement of cash

The form must be supported by original receipts

The receipts plus cash in hand, should tally with the amount of
the Fund at all times

The Fund is subject to audit at any time without prior notice

It is the primary duty and responsibility of the person who
handles the Fund, to ensure that the funds are utilized only for
specific purpose/s and should not be utilized for any other
purpose other than the purpose/s stipulated in his/her request
and also advances granted should be settled within the
stipulated time period as indicated above

iv.  Replenishment of Petty Cash

It is the primary duty and responsibility of the petty cash
custodian to get replenished exact amount expended from the
imprest well in advance

A request to replenish the balance should be forwarded along
with the analysis of expenditure.

The On approval bills will not be accepted for replenishment.
All supportive documents such as GRNs, Invoices, delivery
notes etc. should be certified and attached to the vouchers

c¢) Imprest to the Shroff
In order to make payment in cash, an imprest not exceeding
Rs. 5,000/= may be granted to shroff.

8.3.12 Guidelines for Releasing & Settling Advances / Sub Imprest
a) Purpose
Giving a payment to an officer to purchase goods or services on

temporary basis expecting it will be settled immediately after the

work is completed or services obtained or within the specified

period of time.
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b)  Releasing of Cash Advance / Sub Imprest
Applicable Rules, Laws & Regulations would be as per Financial
Regulation: 371. The following requirement is needed to release the
Advance / Sub Imprest
e A Request for advances shall be submitted in the prescribed
format
e  The relevant officer shall provide an estimate with the request

<) Types of payments of advances / Sub Imprest

e ByCash -
Only to Deans, Heads of Departments, Divisions or Units.

e By BankDraft -
For foreign indents (only for ordering books & periodicals on a
request made by the Librarian)

e By Cheque -
Cheque will be drawn in favour of the supplier as mentioned
in the indent and hand over to the Head of the Department
who had requested the advance payment.

d) Types of Advances
. Mobilization Advances:
Specially for building construction contracts etc.

J Regular Advances
- Salary Advances
- Festival Advances
- Miscellaneous Advances
- Supply Advances (Purchase Advance)

e) To whom Advances are paid
When advance payment is made and the cheque is drawn in favour
of a contractor or a supplier, the advance will be paid on behalf of
the Head of Department / Division or Unit and responsibility for
the settlement of these advances lies with the Head of the
Department.

i.  To External parties
e  Contractors
Mobilization Advance (payable only after obtaining
performance bonds)

e Suppliers
Indent Advances (on the request of the Head of the
Department/ Division or Unit. Cheque should be
handed over to the Head of Department/ Division or
Unit and he /she should hand over to the supplier)

e Service providers
On indent (as above)
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ii.

To Internal Parties

To a permanent staff member of the University who is a
Head of the Departments/ Divisions or Units - for
miscellaneous purposes

f) Who can Request an Advance

Generally following officers can request an advance

Registrar
Heads of Departments /Divisions/ Units
Grantees of Research Grants

Coordinators of Projects

g) Settlement of Advances

i

ii.

iii.

iv.

Vi.

Vii.

viii.

ix.

Xi.

Xii.

Settlement should be made within 14 days or immediately
after the purpose is fulfilled.

Any balance shall be returned to the Shroff immediately
after the completion of the intended task

Goods Received note (GRN) shall be obtained for each
stores item purchased out of the advance and the original
copy should be annexed to the settlement voucher

Second advance cannot be granted for the same purpose
for which an advance was given earlier but not settled as at
the time of the request made for the second advance

All bills should be certified by the Head of the Department
On approval bills will not be accepted for settlement

If the total expenses are within the amount of advance
taken, the balance money with relevant bills or if the
expenses are over the initial advance taken, a letter
requesting to reimburse the over expenditure with certified
bills shall be provided. In the request letter, it shall be
clearly stated the reasons for exceeding the limit of advance
All the settlements shall be supported by relevant
supportive documents i.e. bills, invoices, indents etc.

Bills and Invoices shall be certified by the relevant officer
making his/her authentication on the face the bills and
invoices

The certified Good Receiving Notes and stock book entries
for all stores items should be attached to the settlement
voucher

Every settlement and or reimbursement of expenditure
shall be furnished to the Finance Department

The Payment Division shall issue an Acknowledgement of
settlement in prescribed format to the recipient of the
advances.
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All sub imprest with Dean/Head of Departments and shroff should
be closed before the closure of Financial Transaction on the day
before the last working day of the Financial Year and the balance, if
any, should be deposited and the accounts along with connected
documents should be forwarded to the Bursar. The imprest may be
renewed on 01st January or any other subsequent date.

8.3.13 Payment of Overtime
a) Approval
Prior approval should be obtained by employees from the Vice-
Chancellor / Registrar / Dean / Head of the department as appropriate
on the recommendation of the Heads of Departments/Divisions / Units
(or allowing the employees to do over-time work.) in the prescribed
form.

Standard form for over-time prior approval - Annexure 14
Standard form for over-time payment voucher - Annexure 15

b) Limits for approval
The limits of approving authorities are as follows;

i. Head of the Academic Dept. / Asst. Registrar of the Faculties /
divisions - up to 20 hours per month for the respective Faculty.

ii.  Bursar up to 40 hours per month for the Finance Branch staff

iii. Librarian - up to 40 hours per month for the Library Staff.

iv. Dean& Head of the Dept. - up to 40 hours per month for the
respective Faculties / Departments.

v.  Registrar up to 56 hours per month for all the staff.

vi.  Vice-Chancellor - above 56 hours per month and up to a limit
of 100 hours

vii. Council through Finance Committee - above 100 hours up to
160 hours.

c¢) Period to Count
. The employee should have performed a full turn of duty for the
day
. No payment should be made for less than half an hour’s work
for a day

d) Rate of Payment

. The hourly rate of payment of overtime should be 1 2 times
the consolidated salary per hour of the employee concerned.
An employee’s normal salary per hour will be determined by
dividing the employee’s monthly consolidated salary by 240
and a daily paid employees normal salary per hour will be 1/8
of his daily consolidated wage

. Stand-by-rate per hour: half the normal rate
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e) Categories not eligible for over-time
Teachers, Officers in Executive Grades, Field Officers, Officers whose
duties are of a supervisory nature, part time employees, and any
employee under acting appointment are not eligible to claim for
overtime payments.

For more details refer Chapter 09 of the University Establishment
Code.

8.3.14 Loan and Staff Advances

a) Approval

All loans should be approved by the Vice-Chancellor as per the
Finance and Supplies Circular No. 69 of 17.08.1976. Loans from the
University Provident Fund should be recommended /approved by
the Vice-Chancellor or Registrar as per Commission Circular No. 362
dated 04th April 1988.

b) Staff Advances

I. Festival Advance - Rs.10,000.00
e Only for Festivals like Pongal, Deepavali, Ramzan, Sinhala &
Tamil New Year, Christmas etc.
Standard Application form for Festival Advance - Annexure 16
o  Will be released two weeks before the festival.

e  Onceayear

II. Special Advance - Rs.4,000.00 Non Executive grade
e Will be released before March 28th. Employee
Rs.1,000,000.00 and

Standard Application form for Special Advance - Annexure 17

III. Other Advances -
e Will be released depending on the | Executive grade

officerssituation and Academics
e Date and time will be notified by the) Rs.2,000,000.00
Government

c) Types of Loan provided to University Staff
Loans may be granted only for specific purposes as follows;

e Torelieve financial distress - 10 month salary or
(Distress Loan) Maximum of
Rs.250,000.00
e To purchase a Computer -Rs.30,000.00

(Computer Loan)
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e To purchase a Push Bicycle -Rs.6,000.00
(Cycle Loan)

e To meet incidental expenses -Rs.10,200.00
(Staff Loan)

e To meet any financial requirement -Maximum 65% of UPF
(UPF Loan) balance

e  For acquisition of property -Non-Executive grade
(Property Loan) employee

Rs. 1,000,000.00 and
Executive grade officers

and Academics
Rs. 2,000,000.00

d) General Conditions for Loans

e Full amount of loan must be applied for the specific purpose

e  When a loan is granted specific purpose, necessary documents must
be furnished in proof after or before the loan is granted

e Limit on Total Monthly Deductions made on an officer’s pay sheet
should not exceed 40% of his monthly salary

e Recovery should commence from the next month in which the loan
granted

e Interest should be charged on all loans per centum and recovered in
10 months in a year except UPF loan

e An agreement should be enter