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FORWARDING NOTE

I extend my sincere appreciation for your loyalty to devote service to Vishweshwar
Shikshan Prasarak Mandal Education Society.

Becoming a member of the group requires understanding and cooperating with the other
members of the peer group. Harmony to be created amongst members and your service
to the organization should be foot print a reference in the group.

Everyone on the organization is expected to grow and by virtue growth of individual
member, organization will grow. I am confident that you will contribute much to our
continual growth. A small misunderstanding or misleading may cause a big damage in
the organization. Institution requires the cooperation of everyone associated with it. Your
opinion on the institution is important to our total effort and your personal success will
be determined by how well you understand and accept this paradigm.

This service Rule has been prepared to assist you in carrying out your duties and to
inform you of privileges and responsibilities that are yours as a member of the institution.

A variety of information has been stacked here for your assistance. Hoping to see our
institution is growing through you.

The Service Rule of VISHWESHWAR SHIKSHAN PRASARAK MANDAL, ALMALA has been
duly approved by the members of Vishweshwar Shikshan Prasarak Mandal Education
Society in the meeting held on _____. The members unanimously resolved that this
service rule will be in effect from ____.

Shri. SHIVCHARAN DHARASHIVE

PRESIDENT, VISHWESHWAR SHIKSHAN PRASARAK MANDAL, ALMALA.
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Preface

The sustainability and growth of any organization relies majority on whether

systematic and procedural approaches exist for planning and execution of work.

This becomes more important when human resources is involved.

Service rules and regulation formulates the reference for human resources which

would lay the pathway for all the behaviors and conducts within the professional

environment. The service rules will converge the diverse thinking of human

resources towards organizational goals and objectives.

With the above preamble, I am happy to release the service Rules book to all the

employees of Vishweshwar Shikshan Prasarak Mandal, Almala. I believe all the

employees of the Society will abide by the service Rule laid down for smooth

functionality and betterment, fulfilling the noble objectives of the organization.

SHRI BASWEWSHAR S. DHARASHIVE

SECRETARY VISHWESHWAR SHIKSHAN PRASARAK MANDAL,
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CHAPTER NO -1

PRELIMINARIES
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Preliminaries

1.1. Preamble

The following Service Rules shall be called the “VISHWESHWAR SHIKSHAN PRASARAK

MANDAL INSTITUTIONAL SERVICE RULE BOOK”, and shall be applicable to all the

Employees of the Institutes and which shall come into force with effect from

the______________ as notified by Governing Council and Approved by the

VISHWESHWAR SHIKSHAN PRASARAK MANDAL. The service rules will be changed in

future based on the various enabling acts, government rules and regulations,

stakeholders input and other parameters which will evolve over the time frame.

1.2. Applicability

These Service Rules will be applicable only to regular employees on scale and will not

be applicable to other employees and staff members employed as advisor, emeritus

professors, consultants, part time staff, adjunct staff, casual staff under contractual

employment and employees serving under non regularized pay scale unless specifically

mentioned in the service rules.

1.3. Definitions

For the purpose of the Service Rules the following terms are used in the sense as

explained below:

“Appraisal Committee” means the committee created by the Authority for performance

appraisal of an employee.

“Authority” means the Board of Societies.

“Institution” means “ VISHWESHWAR SHIKSHAN PRASARAK MANDAL”, the

Institution established in Village Almala, Taluka Ausa , District Latur, state

Maharashtra

“Employee” means any person appointed by the Authority as a member of its staff.

In these Rules “He” includes “She” and “His/Him” includes “Her”. Such employees shall

be classified as i) Regular, ii) Probationer, iii) Temporary and iv) Contractual Employee.

A “Regular employee” is an employee who has been engaged as a member of the faculty

or as a non-teaching member of the staff and who has been declared confirmed by
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writing, on the basis of satisfactory service rendered by him as a “Probationer” on expiry

of probation period or extended provision period by the Authority.

A “Probationer” is an employee who is provisionally employed to fill up a Regular vacancy

in a post and has not been confirmed in service as regular by the Authority. The period

of probation shall be defined in his appointment letter, in a case-to-case basis based on

his profile and will be reckoned from the day he joins the post and if the authorities

concerned consider that further probationary period is necessary to judge the merit of

the employee, the period of probation may be extended by written communication. No

probationer shall be deemed or classified as regular unless the Authority have confirmed

him explicitly by a letter. In absence of the written communication from the Authority

it is deemed that his probation period had been extended.

A “Temporary employee” is an employee whose appointment is of casual nature and who

has been engaged for a specific period or for a specific job of temporary nature and

appointed by the Principal with the approval of the Authority for specified period.

A “Contractual Employee” is one who is engaged either by an agreement or by an

contractual appointment for a fixed period or otherwise whose appointment is of casual

nature and whose service will come to an automatic end with the expiry of the specific

period for which he was appointed, without any notice or compensation, Such an

employee may be paid his remuneration or honorarium or wages either in a consolidated

monthly rate or on a per hour basis. No other allowances will be admissible.

“Faculty” means the Employee engaged in direct academic work such as Teaching,

Research and Publication and so on. “Faculty” and “Teaching Staff” are used

interchangeably and mean the same thing.

“Society” means “VISHWESHWAR SHIKSHAN PRASARAK MANDAL SOCIETY”, a Society

registered in Maharashtra under the Society Act, 1961 and which is the highest

authority for the governance of the institution.

1.4. Acronyms

The following Acronyms will be used throughout this document.

Acronyms Meaning
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1. GCM/GC Governing Council Members / Governing Council

2. HOD Head of the Department

3. EPA Executive Personal Assistant

4. SOP Standard Operating Procedure

5. NSS National Service Scheme

6. TPO Training and Placement officer

7. PEI Physical Education In charge

8. CR Confidential Report

9. KPA Key Performance Area

10. CL Casual Leave

11. LWP Leave Without Pay

12. SCL Special Casual Leave

13. OOD On Official Duty

14. QIP Quality Improvement Program

15. AC/DC Abstract Contingent / Detailed Contingent

16. IQAC – Internal Quality Assurance Cell

17. H/W – Hardware

18. S/W – Software

19. LAN – Local Area Network

20. PCI – Pharmacy Council Of India

21. MSBTE – Maharashtra State Board of Technical Education

22. AICTE – All India Council of Technical Education

23. MIS – Management Information System

24. CD – Compact Disc

25. ROM – Read Only Memory

26. AO – Administrative Officer

27. PAC – Program Assessment Committee

28. DAC – Department Assessment Committee

29. ICT – Information and Communication Technology

30. NBA – National Board of Accreditation
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Changes of This Document

This Service rule is based on various enabling acts, government rules and regulations,

stakeholders’ input and other parameters. This is subject to modification in any new

form and content, if felt necessary by the Governing Council / Authority. Each version

of the service rule book will be approved by the Governing Council/Authority before

implementation, and will bear a successive version number.

1.5. Designation Of Employees

At Institute The following posts/ designations have been sanctioned at the time of initial

creation of the service rules. The further creation of new posts / designation and / or

abolition of existing posts/ designations are done by the Governing Council/Authority

based on the needs and requirement of the Institution.

1.6. Staff Classification

1.7.1. Teaching Staff

1.7.1.1. The Principal

1.7.1.2. The Head of the Department

1.7.1.3. The Professors

1.7.1.4. The Associate Professors

1.7.1.5. The Assistant Professors / Lecturer

1.7.2. Non-Vocational Teaching Staff

1.7.2.1. The Training and Placement Officer

1.7.2.2. The Librarian

1.7.2.3. The Physical Education In charge

1.7.2.4. The NSS Program Officer

1.7.3. Technical Staff

1.7.3.1. The System Network Administrator

1.7.3.2. The Technical Assistants and Foremen

1.7.3.3. The Lab Instructors and the Lab Assistant

1.7.3.4. Other position as may be decided by the Authority.
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1.7.4. Non-Teaching Staff Employees who are NOT directly involved with the

academic Function of the Institutions are called “Non-Teachings Staff”

which includes.

1.7.4.1. The Registrar / Administrative Officer

1.7.4.2. The Superintendent of Accounts

1.7.4.3. The Superintendent of Admissions

1.7.4.4. The Superintendent of Examinations

1.7.4.5. The Superintendent of Store

1.7.4.6. The Office Assistants

1.7.4.7. Maintenance Supervisor / Transport Incharge of the Institution

1.7.4.8. Electrician, Plumber, Machine Operator, Drivers, Painter and helpers

of the Institution

1.7.4.9. Gardener, Housekeeper, security guard of the institution.

1.7.5. Other Position

As May Be Decided by The Governing Body Although posts are created, it

is to be decided by the Authority to fill up the posts as per the need and requirement of

the institution. It is not mandatory to fill up all the posts at all times. No act or

proceeding of the institution or any authority of the institution or any committee

constituted shall be questioned on the ground merely of the existence of any vacancy in

or defect in the constitution of the authority or committee of the institute. There will be

a post called In-Charge which means a temporary responsibility assigned to one

employee to perform a role and responsibility of a sanctioned post or designation. In the

absence of the Principal, the Principal-in-charge duly nominated by the Principal

/Authority shall be in charge of the institute and shall look after the normal academic

and other administrative affairs of the institution
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CHAPTER NO -2

ROLES &
RESPONSIBILITIES
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2.1 General Duties and Functions of Staff Members

2.1.1 The Institution must observe actual teaching days in a calendar year as prescribed

by the University / Board and the remaining working days shall be devoted to the

development of academic standard, research & training, examination, faculty

development program, seminar, workshops, publication and other activities of the

Institution as per guidelines of the Authority.

2.1.2 The functions of teaching and non teaching staff are different in the institutions.

The work of the academic teaching staff revolves on teaching, research,

publication, application of knowledge such as consultancy, conducting seminar,

student and community development, lab development, product development,

projects and so on. 2.1.3 The faculty members have to take tutorial classes /

remedial classes / advanced classes / makes up tests.

2.1.3 The counseling of the students will be an essential component of role &

responsibilities of faculty members.

2.1.4 It will be incumbent upon the Head of the Department to ensure that the regular

norm is satisfied with respect to each of the teaching faculty in the department.

The details of assigned classes (as per routing) and weekly progress to be uploaded

into University / Board portal if any by concerned faculty members and this will

be a vital criterion at the time of periodic appraisal of the faculty members.

2.1.5 The work plan of faculty members shall ensure, in the most productive manner,

the utilization of stipulated working hours per week, with regards to the roles,

jobs and targets assigned to them by the department / institution.

2.1.6 The work distribution of non-teaching employees will be solely decided by the

institute authority / HOD / the reporting officer on whom the authority has been

delegated. Both teaching and non-teaching employees shall be present in the

institution during the working hours unless engaged in official work outside.

2.1.7 Any Other duties and responsibilities as defined by the Authority.
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2.2 Specific Responsibilities of Various Cadres

2.2.1 Governing Body:
The Governing Body of the college has, inter alia, members drawn from the

industry, affiliating Board and experts from academic field. The Governing Body gives

direction to the college management. Its Functions and Responsibilities are:

Formulate academic aims and objectives of the institution and guide the institute

towards the achievement of the same.

Examine the recommendations of IQAC and prepare a road map for achieving the goals

of the institution.

Monitor academic, research and other related activities of the college and guide them

inthe correct direction.

1. Prepare strategic plans for financial, infrastructural and staffing areas

2. Consider the recommendations of the staff selection committee and approve the

same.

3. Consider the important communications, policy decisions received from the Board,

Government, AICTE, etc.

4. Encourage and facilitate college apply for Accreditations/Certifications, if any

5. Facilitate and encourage college faculty apply for research projects/proposals

6. Monitor the student and faculty development programs and guiding the college

appropriately so that they achieve the end objectives.

7. Facilitate starting of new programs, deciding on discontinuing any existing

programs andincrease/decrease intake into any program.

8. Consider the recommendations of the IQAC of the college and direct them for

implementation

9. Examine the budget proposals and accord approval.

10. Pass the annual budget of the college.

11. Facilitate checking the audited income and expenditure accounts and approve the

samefor the college annually.

12. Consider and facilitate college to resolve legal/court cases, if any
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2.2.2 The Principal
Responsibilities include:

1. Reporting only to the top Management (Chairman, and Secretary) of the institute

and assisting them in the following functions of the institute.

2. Regulation / Monitoring

3. Development

4. Leadership

5. Visionary

Regulation / Monitoring:

One of the important responsibilities of a Principal is regulation of academic and

general administration and monitoring the systems, policies, procedures and

functioning of the institution so as to fulfill the expectations of the governmental

monitoring bodies such as All India Council for Technical Education, Department of

Technical Education and the Board; along with the expectations of the top management;

students and their parents.

The following are some of the important responsibilities coming under this

category.

1. Monitoring the functioning of the academic and administrative staff and to see that

they fulfill all their responsibilities as prescribed.

2. Monitoring the conduct of both administrative and academic staff in terms of their

regularity, discipline and conduct.

3. Monitoring the student discipline and conduct (including attendance) and

maintaining the decorum of the institution.

4. Monitoring effective teaching as per the prescribed curriculum and as per the

teaching / institutional methodology suggested by the Board / AICTE / Management.

5. Monitoring all the procedures to be followed by the office which include admission,

fee collection, attendance, recruitment, salary payments, purchases and

procurements, accounts and audit and any such other matter related to the

administration of the college.

6. Monitoring all the laisoning activities with governmental, corporate and other

academic bodies / institutions.
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7. Monitoring the liaison of activities with departments within the college and most

importantly with the top management.

8. Monitoring the conduct of meetings on behalf of the institution which include the

meetings of staff, HoDs, Coordinators, IQAC and the Governing Council.

9. Monitoring the procurement and purchase of the entire necessary infrastructure like

furniture & fittings, lab equipment, books and any such other requirement for the

institutionas per the prescribed procedures.

10. Monitoring the auditing and inspections of the institution conducted by the

regulator bodies such as AICTE, government, and Board apart from the ones

conducted by the top management.

11. Maintaining the infrastructure of the institution with the help of concerned staff and

protecting the life and property of all those connected with the institution.

12. Maintaining cordial relations with the staff, students, parents, and with all those

connected to the institution both directly and indirectly.

Developmental Functions:

Principal also needs to take-up developmental functions which are very important for

the development of the institution. The following are some of the developmental

functions to be taken up by the Principal.

1. The Principal needs to locate, contact, attract and recruit the right kind of the faculty

members suitable for the institution keeping in view the future needs of the

institution.

2. Nurturing and facilitating the faculty and giving all the necessary guidance and

support.

3. Identifying the core competencies of the institution either existing or probabilistic

andprojecting these core competencies.

4. Focusing on building an image for the institution at an overall level or in terms

of aparticular strength either in terms of a department or activities.

5. Developing the working and learning culture in the institution.

6. Developing the necessary infrastructure most importantly the library, laboratory

withinternational ambience.
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 Strategic Functions

Principal needs to shoulder various strategic functions which are aimed at developing

network and develop alliances which pay rich dividends in long term. The following

are some of the strategic functions.

1. Developing a strong association with industry, research and consultancy

establishments andsigning Memorandum of Understandings aimed at improving

specific strengths of thecollege.

2. Developing a strong industry support and getting the industrialists and business

people on the governing council and other advisory bodies of the college.

3. Contributing to various governmental and non-governmental agencies resources

from the side of the institution so as to gain long-term association and commitment

from these bodies.

 Leadership Functions:
These are in fact the most critical functions of a Principal of an academic institution.

With the fulfillment of these functions, the Principal will exhibit the true qualities of a

leader by being a role model to all his / her colleagues. The following are some of the

leadership functions.

1. The Principal shall prove oneself as an excellent teacher and prove as one of the best

amongall his colleagues.

2. Take-up research, publication, consultancy & training and establish credentials as

academician of international standard so as to gain acceptability among all the faculty

members being a true academic leader.

3. To set high standards of discipline, commitment and involvement in work pattern.

4. To inspire all his / her colleagues towards the achievement of the goals of the

organization and leading them from the forefront.

5. Exhibiting sacrificial attitude and set model for all the staff.

6. Work with the staff at the ground level and understanding the problems and concerns

of all the colleagues and taking care of their requirements.

 Visionary Functions:
These functions are the ultimate functions of a Principal. The following are some of the

visionaryfunctions.
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1. Developing a long-term model for the institution and working for realizing this vision

in close association with the top management.

2. Taking steps at regular intervals which facilitate towards realizing the vision.

3. Establishing necessary systems, procedures, and policies facilitating towards

realizing the vision.

4. Under each of the heads mentioned above, the Principal could take up many more

functionssuiting to the requirement and needs to the institution from time to time.

 Planning:
The Principal requires to prepare long term as well as short term plans (concrete

documents) andpresent to the top management.

 Execution and Reporting:
The Principal requires to present regular reports (quarterly, biannual and annual) about

each and every function that they have taken-up or intend to take-up to the top

management (Chairman, GB and Secretary).

2.2.3 DEAN – R&D
Dean R&D is a senior position in the college and reports to the Principal. He/she is

expected todemonstrate capability to:

 Manage effectively and efficiently the research programs and administration affairs

ofthere search Centre of the college.

 Create an environment conducive to intellectual and research growth.

 Maintain the confidence and co-operation of the faculty and students engaged in

research activities.

 Lead, motivate a team of engineers, scientists at multiple levels in the college.

The specific responsibilities of Dean (R&D) are as follows:

I. Planning of research activities, resource mobilization and
management of R&D projects.

1) Identify opportunities for externally funded R&D projects, apply for funding,

submitproject proposals, follow up with the funding agencies, for securing sanction

of projects.
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2) Identify R&D projects to be taken up with college funding.

3) Prepare R&D budget including, among others, seed money for faculty for

research,incentives, project cost; obtain funds for budget proposals.

4) Prepare annual R &D plan of activities including externally funded projects and

collegefunded projects.

5) Manage R & D projects

6) Submit quarterly reports to Principal/Secretary on the progress of R & D activities,

status of sponsored research project proposals, and action proposed to meet/exceed

targeted performance.

7) Identify infrastructure requirements for research work, start-ups, prototype

development, plan for procurement and installation of facilities in a phased manner.

8) Identify external facilities where part of research activities, prototype development

can becarried out; enter Into MoU with such organizations.

9) Ensure that the lab facilities and other installations and capital equipment’s are

used optimally through R & D/ consultancy related activities

10) Form a research committee composed of distinguished faculty members having

aptitude for research and, members from industry/R&D organizations to address

the issues of research.

II. Promotion of research:
1) Develop and establish a policy to promote research culture in the college

2) Stimulate and enhance the research ability and potential of students, having the

aptitude forinnovative research.

3) Identify prioritized research areas based on the expertise available with the college.

4) Organize visits by eminent researchers to interact with the faculty and students.

5) Organize national and international conferences with the participation of eminent

scientists/technologists in specialized/emerging areas.

6) Take initiative and develop mechanism for gathering the findings of research in the

areas relevant to community problems/needs and transferring the same to the

students and the community.

7) Develop plans, and co-ordinate efforts of departments of college, to obtain recognition

for their research activities by national, international agencies.
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II. Research Publications:
1) Co-ordinate setting of yearly targets for research publications by the department faculty

in national, international journals, major paper presentations in regional, national, and

international conferences, regularly monitor the progress, and take steps, as required,

for achievement of targets.

2) Publish a research journal of the college, develop publication policy, constitute editorial

board, and function as editor-in-chief of the journal.

3) Maintain data base of paper presentations, paper publications, publication of books, by

the faculty of all the departments of the college including research awards, recognition

received by them from reputed professional bodies and agencies.

4) Motivate the eligible faculty to guide Master Degree and Ph.D. scholars.

5) Develop and establish policy to check malpractices and misconduct in research.

6) Develop and establish policies for instituting research awards, and for giving incentives

to faculty for receiving State, national and international recognition for research

contributions.

III. Collaboration and Consultancy:

11) Develop and establish consultancy policy for

i. Identifying and recognizing the areas of expertise of the college.

ii. Publicizing the expertise of the college for consultancy services.

iii. Encouraging the faculty to utilize their expertise for consultancy services.

iv. Costing of consultancy projects.

v. Revenue sharing as between institution and the consultants- including faculty

consultants, external consultants, Technical services staff of the college.

12) Initiate and co-ordinate signing of MoUs with other institutions, industries, corporate

houses, for collaborative research and/or development, for synergetic benefit with the

overall objectives of enhancing the quality and output of teaching-learning, research

and development activities.

13) Evaluate the impact of the linkages, periodically, on:

i. Curriculum development

ii. Faculty exchange and development

iii. Research, Publication

iv. Consultancy
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v. Student placement.

2.2.4 Head of the Department:

1. To take advise/sanction from the Principal for implementation of academic, co-

curricular and extracurricular activities.

2. Assigns duties to teaching and non-teaching staff of the Department.

3. With the help of the Program coordinator ensures allocation of workload (teaching

load and practical load) to all faculty members and technical non-teaching staff

4. To co-ordinate with the teaching and non-teaching staff of the department for

smooth function of conduction of academic, co-curricular and extracurricular

activities of the department.

5. To present the departmental budget/requirement to the Principal.

6. To take the lesson plan from the teachers and ensures they follow the plan and

syllabi iscompleted in the stipulated time.

7. To ensure smooth conduct of examinations including paper setting, assessment of

theoryand lab.

8. To submit Recommendations, if any, to the examination committee for processing

ofresults.

9. To ensure purchases and maintenance of stock registers are done properly by the

Laboratory Assistant.

10. To ensure Quality, Maintenance and cleanliness of the department.

11. To recommend leave of the departmental Colleagues.

12. To motivate faculty towards Research Proposals to various research funding

agenciessuch as AICTE.

13. To encourage research/innovative programs in the department.

14. To organize need based workshop/seminars/symposia/visits/excursions etc.

15. To invite guest speakers for interaction and guidance to students.

16. To guide the students for career opportunities.

17. To facilitate faculty in the preparation and processing of self-appraisal of

performance

18. To ensure that college equipment/facilities under the department´s control are

properly maintained and serviced as required.
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19. Adherence to the procedures of staff (Teaching and Non-Teaching) of the dept. /

college.Coordinating the activities of the department and assisting the Principal of

the College.

Responsibilities include:

 Faculty

  Assisting faculty in providing a quality educational experience for students.

  Recommending, mentoring, and supervising faculty.

  Coordinating and recommending full-time faculty responsibilities: teaching

assignments,committee assignments, and student advisee assignments.

  Providing the principal with inputs regarding the needs of faculty within the

department, participation of faculty in departmental activities, and suggestions for

faculty development.

 Program and Curriculum

 Preparing and recommending class schedules (Allocating courses (theory and lab)

andpreparing time-tables).

 Supporting the integrity of curricula, encouraging student success.

 Planning, developing, implementing, and evaluating curriculum for students

enrolled in theprograms offered by the dept.

 Assisting in providing leadership to meet the instructional goals of the department

andcollege.

 Department

o Conducting regular meetings of the department faculty.

o Coordinating the formulation of department short- and long-term plans.

o Facilitating interaction and collegial spirit among the department faculty.

o Coordinating the preparation of proposed departmental budget request.

 Administrative

 Represents the department at meetings of department chairs.

 Assists with student complaints, and grievances originate in the department.

 Plans, executes, and monitors academic and support activities of the department

 Maintains discipline and culture in the department

 Picks and promotes strengths of students / faculty / staff

 Maintains records of departmental activities and achievements
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2.2.5 The Professor and Associate Professors

Subject to the supervision, direction and general control of the Authority/ Principal,

the duties of the post are prescribed as under which are illustrated and considered but

not exhaustive

1. Professors and Associate Professors will actively participate in teaching, research,

publication, real world knowledge application and administrative work as per work

distribution mode envisaged by the HOD/Principal

2. Professors and Associate Professors will assist HOD in academics and administration

of the department and also contribute in policy planning, monitoring & evaluation

and promotional activities both at departmental and institutional level.

3. As far as management of the academic affairs of the department concerned the

Professors and Associate Professors will take active participation in the departmental

committee as advised by the HOD.

4. As a part of academic affairs the Professors and Associate Professors will impart

knowledge to the students by taking regular classes, tutorial classes and remedial

classes on regular basis, they will also guide the faculty members regarding the need

of laboratory development and to improve the quality of the lab classes and so on.

5. As a part of academic affairs the Professors and Associate Professors will implement

faculty development program, conduct departmental workshop and seminar and also

monitor and evaluate academic activities.

6. Professors and Associate Professors will provide research guidance including PhD

program; ensure publication work and also design and development of new programs

as suitable for the students.

7. Professors and Associate Professors are most suitable for real world knowledge

application, they will provide leadership in external revenue generation program such

as consultancy, sponsored project, sponsored research, contract research, (including

funding proposal), seminar, laboratory development; modernization, expansion,

promotion of entrepreneurship and job creation, to implement sustainable Quality

Improvement Program and brand building of the department providing technical

support etc.

8. Has to give valuable guidance as a senior member of institution committees duly

nominated by the Principal.
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9. To contribute to the finishing school program and industry readiness program.

10. Any other responsibility given by the HOD / Principal

11. The Professors and Associate Professors must undertake the responsibility to bring

sponsored research project and industrial consultancy work.

2.2.6 The Assistant Professors / Lecturer

Subject to the supervision, direction and general control of the Authority/ Principal,

the duties of the post are prescribed as under which are illustrated and considered but

not exhaustive:

1. Assistant Professors will actively participate in teaching, research, publication, real

world knowledge application and administrative work as per work distribution mode

envisaged by the HOD/ Principal. They will also be closely involved in his examination

process as per guidance of HOD.

2. Assistant Professors shall take active role in the departmental committee as directed

by the HOD.

3. Assistant Professors shall take regular classes, tutorial classes and remedial classes

on regular basis, laboratory development and lab classes, preparation of lesson plan,

teaching materials, publications and full implementation of online teaching learning

systems.

4. As a part of academic affairs the Assistant Professors will participate in faculty

development program, departmental workshop, seminar for continuous quality

improvement teaching learning process.

5. Assistant professors shall be actively involved in research and project, publication

work, and design/development of new program as suitable for the students.

6. Assistant Professors shall participate in external revenue generation program such

as consultancy, sponsored project, sponsored research, contract research,. (including

funding proposal), seminar, laboratory development, modernization, expansion,

promotion of entrepreneurship and job creation, to implement sustainable QIP and

brand building of the department providing technical support etc.

7. Assistant Professors shall actively take part in extracurricular, cultural and social

service activities of the college as member of respective institution committees and

cells.
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8. They shall devote significant time and energy for the total counseling of the students

round the year.

9. Any other responsibility given by the HOD / Principal.

10. Assistant Professors shall involve themselves in research and development. They

must try to publish research papers and engage themselves accordingly for doctoral

work (if applicable).

11. Assistant Professors shall have to take active role to bring sponsored industrial

consultancy work as well as sponsored research projects

2.2.7 Training and Placement Officer:

1. Liaisons with industry

2. Identifies and provides for training needs of students

3. Arranges campus interviews

4. Proposes annual T & P budget

5. Prepares database of some top international/national companies consisting of their

addresses, details of operations, their expectations, their HR team etc. for which

services of some students could be utilized.

6. Assists students develop/clarify their academic and career interests, and their short

and long-term goals through individual counseling and group sessions.

7. Assists students develop and implement successful job search strategies.

8. Works with faculty members/department Heads and administration to integrate

career planning and academic curriculum as well as coordinate Project Work/

Summer Training/internship programs.

9. Prepares an audio-video presentation or a colorful hand-out on the college to be

presentedto potential employers.

10. Compiles and maintains a data bank on student profiles and (video) resumes along

with their photographs.

11. Prepares a placement brochure having all the student profiles.

12. Undertakes a rigorous placement campaign.

13. Assists employers achieve their hiring goals.

14. Empowers students with life-long career decision-making skills.

15. Provides resources and activities to facilitate the career planning process.

16. Acts as a link between students, alumni and the employment community
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17. Up gradation of the students’ skill sets commensurate with the expectations of the

industry.

18. Generation of awareness in the students regarding future career options available to

them.

19. Assists different companies in recruiting candidates as per their requirements.

20. Assists students in obtaining final placement in reputed companies.

21. Keeps track of all the advertisements related to placements appropriate to the

profiles ofaspirants.

22. Communicates the resume of suitable candidates to the potential employers.

23. Provides right placement to the right candidate so that students excel in their future

life.

24. Organizes placement training for the students and make them ready for interview

andgroup discussion.

25. Shall be a live wire connecting the students and the industrial houses.

26. Arranges to find suitable summer assignments to the students and also help, guide,

and counsel them in securing permanent placement by bringing them in contact

with the prospective employers.

27. Provides information on the schedule of recruitment drives well in advance to all

department’s placements coordinator, HoDs, Deans, Registrar, CoE, Principal, and

students.

28. Places request for resources required well in advance and coordinates with the

concerned and ensures availability of the same

29. Details of placed candidate’s vis-a-vis the companies is sent to all HoDs,

departments’ placement coordinators, Dean, Students Affairs, Registrar, CoE

immediately after the recruitment drive is completed and placements announced

30. Sends hard copies of all appointment orders of students recruited to the concerned

HoDs.

2.2.8 Librarian:

1. To facilitate the students, faculty, and staff with all the literature that may be

needed fortheir scholarly activities.

2. To manage library as well as digital library of the college.
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3. Arranges to prepare the library budget and policies relating to the library/Digital

library.

4. To encourage widespread usage of available information access facilities.

5. To be continuously in touch with the students and faculty to understand/assess

their needs of Books/Journals/Magazines/CDs etc. and apprise the Dean,

Academics about the same for procurement

6. Ensures procurement of books, CD-ROMs, Software, Journals etc., which are

essential and/or recommended by the faculty.

7. Provides URL links/resources for information on various study material

8. Weeding out obsolete study material as per the college norms

9. Disposal of weeded out material

10. Ensures availability of reprographic facilities

11. Maintain the books in good condition

12. Seeks reviews on books recommended

13. Seeks suggestions / feedback on databases used.

14. Provides digital library access from anywhere on campus.

15. Establishes specialized search facilities for faculty’s teaching and research needs.

16. Establishes a repository of cases and keeps adding new cases on a continuous basis.

17. Provides adequate access and borrowing facilities to faculty.

18. Provides content page service.

19. Encourages use of smart card for library services.

20. Facilitates conduct of reading sessions.

21. Organizes various functions and activities such as library week or to install clubs

such as reading club essentially to develop a very interactive and vibrant reading

culture among the students, faculty and staff.

22. Makes arrangements in the library for hooking up laptops.

23. Develops a system for posting new additions online.

24. Any other work related to library that may be assigned from time to time.

25. Ensures availability of previous years question papers (semester end examination),

academic regulations, course files, lab workbooks, syllabus copies,

thesis/dissertation reports

26. Coordinates with departmental library in-charge for smooth functioning of

department’s library
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27. Provides all statistical information pertaining to the library

2.2.9 The NSS Program Officer

Subject to the supervision, direction and general control of the Authority/Principal,

the duties of the post are prescribed as under which are illustrated and considered

but not exhaustive:

1. Provide information about NSS motto aims and objectives, philosophy and
activities.

2. The NSS program officer is member convener of Swachh bharat Mission Cell.

3. Enlist cooperation and coordination of community, agencies, government
departments and non-governmental agencies.

4. Select or adopt the village/slum for service projects on the basis of utility and
feasibility.

5. Prepare and conduct the orientation Program for NSS Volunteers, explain them
about the concept of social service.

6. Prepare and teach them the methods and skills required for achieving the
objectives of the NSS scheme

7. Promote community education through meetings, talks, new bulletins,
discussions etc.

8. Co-ordinate the NSS activities in accordance with the volunteers ability and
community demands.

9. Coordinate various external resources available in the forms of government
services, welfare agencies and voluntary organizations for the success of the NSS
Programs.

10. Coordinate internal resources available in the form of teaching expertise of
teachers for enhancing the knowledge and skills of the students in
implementation of the NSS scheme.

11. Supervise the NSS Program undertaken by Volunteers.

12. Assist in evaluation and follow-up work.

13. Run day-to-day administration of the programs.

14. Attend correspondence regularly between institute and University / Board.

15. Prepare progress report periodically for submission to institute and University /

Board. 16. Maintain record of volunteers’ participation and programs undertaken.
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17. Keep accounts and stock in the prescribed format.

18. Inform the community about the NSS programs through press reports, radio and
television programs.

19. Create awareness, through pamphlets, seminars and meetings

20. Initiate to create awareness for image building of NSS in order to inspire and
motivate the NSS Volunteers.

21. Any other responsibility as assigned by the Authority/Principal

2.2.10 System Network Administrator:

The Systems Administrator shall discharge the duties under directions of the Head

concerned i.e. Head, Computer Centre; He/she shall broadly perform the following

duties:

1. Performing systems requirements and related activities pertaining to obtaining

quotations forprocurement of h/w and s/w

2. Administering and configuring servers and System performance tuning

3. Facilitating development and maintenance of institute’s websites and updating the

same

4. Installation and maintenance of software for the systems in the campus including

operatingsystem updates, patches, and configuration changes

5. Installing and configuring new hardware and software

6. Administering campus wide LAN and Internet services thereby ensuring that the

networkinfrastructure is up and running

7. Facilitating conduct of periodic computer awareness/literacy courses/training

programs forthe students, and other staff in the college

8. Identify and help implement installation of ICT and MIS requirements for the

institute

9. Analyzing system logs and identifying potential issues with computer systems.

10. Introducing and integrating new technologies into existing data center

environments.

11. Performing routine audits of systems and software.

12. Performing backup of data and files.

13. Adding, removing, or updating user account information, resetting passwords, etc.
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14. Answering technical queries

15. Be responsible for security of systems and network

16. Any other work assigned from time to time.

2.2.11 Laboratory Technician /Assistant:

Scope of the Work:

The Laboratory Technician performs technical work in the maintenance, repair,

calibration andinstallation of various electronic equipment; distributes and maintains

laboratory test equipment for students; arranges for repair and calibration of major

equipment, and ensures efficient operation, if any used in the lab.

Key Functions and Responsibilities:

The following are key duties interpreted as being descriptive and not

restrictive in nature.

1. Troubleshoots, repairs, calibrates and fabricates / prepares circuits, conducts

testing of thesame and other electronic equipment.

2. Helps students to assure proper operation and maintenance of equipment and

laboratory;distributes various components/parts to students for use in laboratory

exercises.

3. Facilitates maintenance of documentation and upkeep of stock register.

4. Plans and schedules software upgrades; tests, debugs, configures and documents

software as required to meet user needs.

5. Establishes and maintains computer laboratory procedures.

6. Installs new equipment and modifies current installations using various manual and

power tools such as hand drill, drill press, soldering, etc.

7. Orders and maintains inventory of replacement parts for electronic equipment;

maintains warranty, service and repair records; works with vendors to obtain pricing

and availability of needed parts; performs quality checks on newly delivered

equipment to ensure proper operation.

8. Maintains a fabrication area for the workshop class; assists in the maintenance of

the lab.

9. Any other assignment given by the Lab In-charge / HoD.
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2.2.12 The Registrar

Executive Responsibilities

i. Is directly responsible to the college principal.

ii. Assists the Principal in translating the college vision into an action plan

iii. Works as a team member with other administrative personnel of the college in the

development of administrative practices and regulations.

iv. Assists the Principal in administering and leading the college within the policy

frameworkdeveloped by the IQAC.

v. Supervises at the direction of the principal and assists in the completion of

administrativedetails and tasks required to maintain an efficient operational pattern

for the college.

vi. Maintaining all records pertaining to students, faculty and staff

Administrative Responsibilities:

The Registrar along with the Academic may assist the Principal in:

a. Developing job descriptions for faculty and other staff by emphasizing a candidate’s

knowledge, skills, values, and commitment

b. Completing the student admission process of all programs of the college

The Registrar Assists the Principal in
1. Improving quality of working of faculty, staff, and students by:

i. Ensuring effective utilization of transportation services to students, staff, and

faculty

ii. Ensuring safety and security to all in the college

iii. Promoting multicultural interactions and understandings among students, staff,

and faculty.

2. Obtaining and developing personnel by:

i. Planning, directing, scheduling and coordinating in-service training program

fornon-technical non-teaching staff.

ii. Supervising and evaluating administrative personnel.

3. Maintaining effective interrelations with the community by:

i. Maintaining student reporting procedures to parents.
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ii. Interacting with parents and other citizens.

iii. Preparing information to be disseminated to parents, students, other

stakeholders andpublic.

iv. Preparing special reports and bulletins for general distribution.

4. Providing and maintaining funds and facilities by:

i. Determining the need and planning for facility maintenance, and renovation

expansion.

ii. Determining specifications for supplies and equipment.

iii. Inventorying and distributing supplies and equipment.

iv. Preparing reports/grant applications for AICTE, DTE, MSBTE Board, etc.

5. Assumes such other responsibilities as may be assigned by the Principal from

time totime.

2.2.13 Administrative Officer:

Administrative officer is the over-all in charge of administrative functions, responsible

to Registrar/Principal for Transport, Campus maintenance, Security of college property,

and personnel, canteen operations, public relations, Health Centre, among others. His

specific duties and responsibilities are as follows:

1. Assists the Registrar in the day-to-day administrative functions of the college, and

also indeveloping policies, procedures, and systems which ensure productive and

efficient operations.

2. As the custodian of the college property records, manages the filing, storage and

security of documents.

3. Assists in the preparation of contract agreement/document for canteen operations,

Security services, general maintenance, supply of Private Vehicles by Travel

agencies, asrequired.

4. Oversees and manages the transport operations with the assistance of Transport-

in-chargeand ensures provision of convenient, safe and hassle-free transport to the

students and staff as per the college policy and in conformance with RTA rules.

5. Makes logistic arrangements for College Day, Graduation Day, Traditional Day,

FDPs, placements, conferences, BoS meetings, Governing Body meetings, IQAC

meetings, faculty selection interviews, Industrial visits, and such other events.
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6. Liaisons with consulting architects/engineers for translating college’s needs into

specific requirements.

7. Co-ordinates provision of, and maintains, the campus infrastructure, installations,

office equipment like class room, staff rooms, laboratories, washrooms, electrical

installations, RO plants, bore wells, furniture, campus green cover, transport

vehicles, telephones,photo copiers, Fax machines, Air conditioners, Computers,

Printers, Cash Counting Machines, CC Cameras, Water Coolers etc.

8. Manages admission process of students for “B” Category seats and spot admission

for unfilled convener quota seats for all the programs.

9. Ensures campus security and safety of personnel through administering the

Agreement with security service providers, comprising monitoring of the work of

security staff, enforcing the terms of the agreement, and compliance with the

instructions issued by the college from time to time.

10. Oversees the functions of Caretaker, responsible for care and upkeep of buildings,

grounds, offices etc.

11. Monitors CC TV and other surveillance equipment, if any, to guard against

vandalism, break-ins and promptly reports such incidents to Registrar, Principal,

and management, and to Police, with proper approvals.

12. Oversees canteen services, administers canteen service contract, with the assistance

of Canteen committee.

13. Serves as the primary point of contact and liaison with public, state Government

departments, Police, Election Commission, student organizations, and other entities

for administrative information about the college.

14. Represents the college at meetings convened by MSBTE, Social welfare department,

Minority Welfare department, or other Government departments/bodies on matters

relating to scholarship, election duties, NSS, Swach Bharat etc.

15. Co-ordinates response to legal notices, filing of petitions and liaisons with advocates

representing the college.

16. Co-ordinates disposition/resolution of individual problems and disputes involving

students, staff, faculty, or members of the general public as they arise.

17. Manages distribution of incoming mails, and dispatch of out-going mails.

18. Identifies training needs of office staff, and organizes staff development

programmers.
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19. Recruits ministerial, contingency staff, and drivers in co-ordination with HR

department, following proper procedures.

20. Carries out periodical shuffling of ministerial and contingency staff across

departments/sections, in co-ordination with HoDs/ Sections-in-charge, following

proper procedures.

21. Prepares capital and operating budgets for Administration department, exercises

budgetary control so as to regulate expenditure to the levels of provision in the

approved budget.

22. Monitors fuel efficiency of transport vehicles periodically and takes corrective actions

as required.

23. Monitors and controls repair and maintenance expenses towards vehicles, furniture,

sanitary fittings, plumbing work, etc.

24. Keeps an inventory of office equipment and furniture, identifies them with unique

asset Nos., co-ordinates annual verification of the assets.

25. Convenes meetings with Bus-In charges, at least once in 2 months, to review

transport operations, acts promptly to resolve issues, if any, forwards a copy of the

minutes to Registrar and Principal.

26. Convenes meeting of General Services Committee, at least once in 3 months, acts

on the problems, if any, with promptness and forwards a copy of the minutes to

Principal and Registrar.

27. Reviews the working of Transport section, Maintenance section, Security, Canteen

on a regular basis and prepares quarterly reports on the performance vis-à-vis set

goals (preferably physical), suggestions/complaints received and closed, future

plans for improvement in line with the college’s motto of “striving towards perfection”

requiring continuous improvement.

28. Guides and assists Transport-in-charge in fixing bus routes, allocating buses and

drivers on the routes, factoring in the seating capacity, age of vehicles, route

distance andexperience of drivers, ensuring optimum use of college resources,

29. Any other functions assigned by the Registrar /Principal from time to time.
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2.2.14 Admission Section

Subject to the supervision, direction and general control of the Authority/Principal, the

duties of the post are prescribed as under which are illustrated and considered but not

exhaustive:

1. All matters pertaining to admission of students to the institute at all levels in line

with the norms of the University / Board, state and central government.

2. All works connected with MSBTE, PCI, DTE, and AICTE & state government in

relation to the admission of students.

3. Students matters in relation to scholarships/Fee concession, etc.

4. Preparing reports and supply of information in relation to all statutory bodies.

5. To attend any other work that is assigned by the Authority/Principal. Note:

Depending on the workload, number of office assistants will be assisting the

superintendent in discharging his responsibilities. The superintendent is responsible

for admitting students at the beginning of the 1 st year and preparation of the eligible

candidate list and forwarding it to the concerned departments. Attending to various

inspection committees like MSBTE, PIC, AICTE etc and furnishing the all details

required by them.

2.2.15 Accounts Section

Subject to the supervision, direction and general control of the Authority/Principal, the

duties of the post are prescribed as under which are illustrated and considered but not

exhaustive:

1. Keep all financial matters pertaining to the institute in appropriate order and up to

date.

2. Attend financial matters with specific reference to UNIVERSITY/MSBTE, PCI, DTE

and AICTE.

3. Prepare budget statements and attend to follow up matters pertaining to budget

provision.

4. Attend matters pertaining to grants with specific reference to state govt., central

government, and other agencies.

5. Attend matters pertaining to audit.

6. Attend AC/DC bills of examinations.
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7. Prepare annual report of accounts.

8. Verify (day-to-day) the relevant financial registers, cash book, general ledger etc.

9. Verify and admit bills, vouchers etc.

10. Attend financial matters pertaining to the building section.

11. Attend any other work entrusted by Registrar/ AO and Principal.

12. Prepare monthly salary statements as per directions of the Authority/Principal.

13. Attend regular check on, receipt & expenditure.

14. Attend any other work that is assigned by the Authority/Principal. Note: Depending

on the workload number of office assistants will be assisting the superintendent in

discharging his responsibilities. The superintendent is responsible in scrutinizing the

bills of building, equipment, consumables etc. and attending matters pertaining to the

maintenance of the bills, like water & power bills. The Superintendant is also

responsible for obtaining the various scholarships from different authorities and

distributing them to the students, maintain fee ledgers, refund registers, bank accounts,

cash book, etc, prepare monthly and quarterly income and expenditure statements and

assist for the annual budget preparations, attend to the provident fund, income tax,

professional tax and other statutory deductions. Direct central assistance grant received

from the Maharashtra Govt. and other organization is to be properly accounted.

2.2.16 Academic Controller:
1. Developing a vibrant organizational culture characterized by promoting academic

excellence, ensuring minimal disparity between the various levels of pedagogy, brought

about by establishing purposeful mentor-mentee relationship and encouraging academic

activities.

2. Preparation of the academic almanac, monitoring the progress of class work,

syllabus coverage, student counseling/mentoring, directing and supervising student

activity programs.

3. Helping faculty in planning effective remedial instruction.

4. Managing and evaluating instructional support program.

5. Conducting faculty appraisal, evaluation and collecting the data.

6. Translating evaluation data into effective faculty development

7. Differentiating between the needs of experienced and inexperienced teachers

8. Inviting senior faculty from each of the departments to be mentors
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9. Identify the up-and-coming technological developments in close collaboration with

the seniorfaculty to function as mentors

10. Identifying the faculty with up to six years of experience in all the departments to

beassociated with mentors.

11. Maintaining proper records for each of the mentors with complete details of their

experience,subjects of their specialization, their research interests, publications,

authorship of books, projects guided at PG levels, consultancy experience etc.

12. Preparing subjects-wise specialization of faculty list in all the subjects

13. Maintaining an up-to-date record of mentee faculty list

14. Guiding younger faculty in identifying their fields of interest

15. Maintaining an up-to-date database of career opportunities for teaching community

with information on qualification and skill up-gradation opportunities

16. Conducting regular meetings (preferably at least once in every month) of the mentors

and mentees and direct the forum in the right direction by providing a means for the

interaction ofmentors and mentees for proper identification of the faculty of similar

academic interests and pursuits

17. Liaison with the Heads of the departments to update the list of mentees and mentors

from each department

18. Preparing and getting approval of the management with the association of the

Principal, thebudget allocation for the activities

19. Identifying the newly inducted faculty for orientation programs and plan for them

in everysemester.

20. Demonstrating a commitment to high expectations for faculty performance by

developingorientation and induction programs

21. Serving as an instructional coach

22. Creating professional development opportunities for all

23. Motivating faculty and others

24. Identifying unique leadership capabilities of teachers and others and matches

them withleadership opportunities

25. Mentoring others and identifying others with mentoring capabilities

26. Any other function that may be assigned by the Principal from time to time.

2.2.17 Examination Section (Controller of Examination)
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Coordinates with Admin., to receive the details of the Fresh Batch of students.

1. Coordinates with respective HoD and ensures receipt of question paper sets and

schemes ofevaluation for all Internal Examinations.

2. Arranges to issue appointment letters as examiners for the conduct of practical,

theory and project work viva-voce.

3. Receives the filled in Examination Application forms from the students.

4. Arranges to circulate the schedule of internal and semester examinations for all

programsand display the same on Notice Boards.

5. Arranges to prepare the list of candidates and the courses for which they are

appearing for.

6. Arranges for the issue of Hall tickets.

7. Receives the Internal marks (finalized) and the attendance of each section of

students fromrespective Head of the Department and arranges to forward the same

to MSBTE.

8. Conducts the examinations on behalf of the Chief Officer In charge and

publication of results within determined schedule after the completion of

examinations.

9. Arranges to inform examiners for the spot valuation of answer scripts.

10. Arranges to receive the Mark Statements and the Consolidated Mark Statements

of students from Board/University / Board.

11. Arranges to forward the applications of students for the recounting and revaluation

of answerscripts as the case may be.

12. Informs the Chief Officer In charge with regard to the malpractice cases, if any,

andforwards the same to the Board/University / Board to take decisions.

13. Conducts result analysis and provides the same to each HoD, Academics,

Registrar andPrincipal

14. All examination concerned records to be kept in safe custody and be made available

as andwhen required

15. Prepare AC and DC Bills in respect of both theory and practical exams

16. Any other task, which may be assigned by the Principal from time-to-time

2.2.18 Stores Section



INSTITUIONAL SERVICE RULE BOOK

40 | P a g e VISHWESHWAR SHIKSHAN PRASARAK MANDAL, ALMALA. 

Subject to the supervision, direction and general control of the Authority/Principal, the

duties of the post are prescribed as under which are illustrated and considered but not

exhaustive:

1. Take all steps necessary for receiving / procuring and storing of all types of

equipments and consumables as required by the respective departments of the

institute including administration.

2. Take all steps necessary for annual stock verification of all stocks in store.

3. Take all steps necessary for the repair / servicing and / or disposal of all the

unserviceable and / or redundant plant, equipments and other articles or fixtures

including office equipments, that are returned to the stores from the departments

4. Take steps for the writing off items as and when such occasion arise and prepare

breakage reports list of unserviceable articles and disposal of the same.

5. Take steps for renewal of all licenses of items in stores as applicable.

6. Maintain all registers of the section in satisfactory / prescribed manner and make

them up to date, by recording the respective receipts and issues, meticulously.

7. Maintain day book and other stock regarding goods received.

8. Attend processing of several schemes pursued by the institute.

9. Attend all AC and DC bills. To process all the bills of the items purchased and taken

on stock in stores.

10. Take all steps concerning the furniture of the institute like (a) ordering and passing

the bills (b) numbering and noting the location (c) entry in the registers etc. (d) stock

taking etc.

11. Take all steps regarding stationery requirements of the institute like (a) ordering and

passing the bills (b) entry in the registers both input and output (c) Receiving and

issuing the item against the relevant purchase orders and indents as applicable.

12. Attend any other work that will be assigned by the Authority/Principal. Note:

Depending on the workload number of office assistants will be assisting the

superintendent in discharging his responsibilities. The Superintendent is

responsible for obtaining quotations, placing orders, passing all types of bills
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including AC/DC. Maintain furniture/stationery issue register, stock ledger and

unserviceable items register.

2.2.19 Office Assistant:
The Office Assistant shall discharge the duties under directions of the

Head/Dean/Registrar/CoE concerned. He/she shall broadly perform the following

duties and any other duties.

1. Taking up dictation and typing work to help the Head/Dean/Registrar/CoE

concerned in various ways such as maintenance in a methodical manner all

confidential, personal papers, arranging of meetings, conferences, tours, telephone

calls, interviews, appointments andspecial duties.

2. Initiates prompt action on files and proposals and their disposal including promptly

putting up notes and files to the higher authorities and maintain all the files and

records.

3. Initiate various proposals and prepare drafts and submits the same to the higher

authorities for consideration and approval in a time bound manner.

4. Assists the Head/Dean/CoE/ Principal in drafting letters, putting up items with

suitable notes,precedents, etc.

5. Maintains inward/outward registers and uses them for sending/receiving all official

communication.

6. Maintains leave record, permission records of faculty, staff and students as may be

applicable

7. Informs HoD with regard to the faculty who are absent and assists in the

adjustment of classwork whenever a need arises

8. Posts attendance of the students daily, prepares fortnightly attendance reports of

the students,sends the same to class advisers/mentors and HoD

9. Maintains personal register with regard to the appointments etc., if any

10. Provides any data and statistical particulars that has been requested by authorities

and othersections of the institute and any other agency are to be provided in time

11. Facilitates to provide the desired information sought under the RTI Act, 2005.

12. Assists in holding of meetings, preparation of agenda, drafting the minutes of

variouscommittees of the Institute.
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13. Organizes the work schedule, sorting out routine incoming and outgoing papers

promptly, inorder of priority and maintaining registers for the same.

14. Drafts letters/notes for the officer and handling correspondence independently as

and whenrequired.

15. Maintains excellent public relations and arranging meetings, if any, as required.

16. Summarizes from documents and prepares information for Annual Reports,

Newsletter, etc.pertaining to the activities of the department/section.

17. Refers/directs callers (in person/telephone)/papers to appropriate persons of the

Department/College, as the case may be

18. Supervises the work of the sub staff in the department/section.

19. Be responsible for the safe custody of all the files in the department/section and

maintainstrict confidentiality on all matters related to the office work of any nature.

20. Enters data, maintains data entered, and backs up data files periodically

21. Be aware that the incumbent to the post may be transferred to any other section

ordepartment as per the exigency of situation.

2.2.20 Transport In-charge:

1. Identifies the transport requirements of the college from to time and informs the same

toAO/Registrar and initiates action for meeting the requirement of Vehicles, drivers,

parking place etc.,

2. Receives requests/applications from students and staff for seats in college buses and

allots routes, on first – cum-first served basis and issues bus passes.

3. Fixes bus routes, and stages, allocates vehicles and drivers on the routes, in

consultation with Administrative Officer and with the approval of Registrar/Principal

4. Reviews the routes and the allocation of buses and drivers at least once in year (at

the end of Academic year), re-organizes them, based on previous years’ experience

and expected future needs.

5. Sets the time of starting of the buses from the originating points so as to ensure their

arrival at college as decided by the Authority. Also ensures compliance of drivers with

these requirements.

6. Processes leave applications of drivers, recommends sanction, while deploying

substitute (spare) drivers and ensures all vehicles run as per schedule.
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7. Operates limited buses on semester end examination days and during vacations as

per actual requirement, making changes in the routes, if found necessary.

8. Schedules VL/EL of drivers during vacation ensuring uninterrupted, skeleton

transport services, as planned.

9. Assigns extra/overtime duties to drivers following appropriate procedures.

10. Prepares overtime bill for payment to drivers on monthly basis

11. Prepares bill for rent for private parking lots

12. Scrutinizes and processes Diesel/ Petrol bills, Vehicle repair, maintenance bills and

bills for private vehicle hiring charges for payment

13. Stays connected with drivers / bus-in-charges during journey time and assists in

trouble- shooting or in case of vehicle break-down, arranges relief/ spare vehicles.

14. Interacts regularly with Bus-in-charges to understand and assists in resolving

problems if any, such as: traffic congestions, restrictions, enroute, student

behavior, unauthorized travel, need for tweaking of routes/stages, vehicle fitness,

unsafe driving etc.

15. Schedules the regular maintenance of the vehicles and follows up on the same.

16. Oversees daily maintenance of the vehicles by the drivers as per College Vehicle and

Driver Policy.

17. Handles requests for change of routes, special permission for travel by college buses

for shortperiods.

18. Handles transport related complaints from students, parents of students, staff, and

drivers andresolves issues with the help and guidance of administrative officer.

19. Receives transport requests (other than those for regular commuting from place of

residence to college) from student/staff duly approved by the competent authority

and makes necessary arrangements, ensuring that college vehicles are put to

optimum use. It may include arranging forprivate vehicles from any approved Travel

agency, if:

a. College vehicles are not available, and private vehicle booking is authorized.

b. Specific requests for private vehicle booking are received.

20. Maintains a current inventory of college owned vehicles.
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21. Complies with local (RTA) regulations, college procedures, pertaining to registration,

fitnessinspection and use of college vehicles.

22. Arranges to ensure all vehicles, monitors the expiry dates of insurance

certificates andschedules premium payments for renewals well in time

23. Maintains documents such a vehicle registration, insurance certificates, fitness

certificates,permits and pollution certificates.

24. Arranges periodical eye-checkups for drivers and ensures their fitness for driving.

25. Attends to any other duties assigned from time to time.
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2.2.21 The IQAC (Internal Quality Assurance Cell)

The college IQAC will be solely responsible to

1. Scrutinize and approve the proposals with or without modification of the Boards of

Studies with regard to courses of study, academic regulations, curricula, syllabi and

modifications thereof, instructional and evaluation arrangements, methods,

procedures relevant there to etc., provided that where the Academic Council differs

on any proposal,it will have the right to return the matter for reconsideration to the

Board of Studies concerned or reject it, after giving reasons to do so.

2. Make regulations regarding the admission of students to different programmes of

study inthe college.

3. Make regulations for sports, extra-curricular activities, and proper maintenance and

functioning of the playgrounds and hostels.

4. Recommend to the Governing Body proposals for institution of new programmes of

study.

5. Recommend to the Governing Body institution of scholarships, studentships,

fellowships,prizes and medals, and to frame regulations for the award of the same.

6. Advise the Governing Body on suggestions(s) pertaining to academic affairs made by

it.

7. Perform such other functions as may be assigned by the Governing Body or other

statutory bodies of the Board.

8. Arranging teaching requirements for successful completion of academic programs of

the college and supervising the same periodically.

9. Facilitating Controller of Examinations for making arrangements for conducting

examinations, as per the norms of Board/University / Board.

10. Recommending the Governing Body for providing the necessary infrastructural,

human resources and other requirements for progressing towards achievement of the

vision of the college.

11. Facilitating supervision of the functioning of computing and IT infrastructure,

central library and other learning resources of the college.

12. Facilitating promotion of research culture in the college through collaboration and

corroboration among faculty.

13. Encouraging collaboration with other academic institutes and industry.
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14. Creating a conducive environment for development of entrepreneurship.

15. Ensuring discipline among students.

16. Facilitating and supervising the co-curricular activities of the students.

17. Recommending the Management for encouraging students with awards, stipends,

scholarships, medals and prizes and so on.

18. Inspiring students to be creative and innovative and recommending management to

encourage them with financial support towards the same.

19. Motivating and guiding students in order to utilize the services of CACHE of the

College.

20. Appointing committees from amongst the college teaching faculty and experts from

outside, in order to sort out and advise on specific academic issues and consequently

acting on the recommendations of such committees after due consideration.

21. Appointing a review committee periodically, in order to review all the college

academic activities and subsequently acting on its recommendations after due

consideration.

22. Planning and executing the overall academic growth of the college by making

recommendations to the Governing Body, wherever necessary.
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2.2.22 Academic / Program Coordinator:

It is the responsibility of Program Coordinator to:

 Oversee all the courses offered by the department;

 Appoint Course Coordinators for each course offered and administered by the

department;

 Ensure that Course files and lab manuals are reviewed and accurate prior to

publication and timely distribution to students (i.e., distributed on the first day of

the commencement of the semester);

 Ensure that examination question papers are reviewed and accurate prior to

submission, and are submitted by the relevant due date to designated official of "In-

charge of Examination Branch";

(HoD may nominate another staff member in the department to ratify marks

deduced by In-charge of Examination Branch);

Program Coordinator also

 Demonstrates awareness of program goals and objectives

 Has a good knowledge of the accreditation process and its requirements

 Has a good understanding of the competencies and their implementation by self

and by thefaculty

 Has a good knowledge of the terminology used in the program.

 Utilizes available resources and websites in an efficient way to help enhance the

program

 Networks with other coordinators, institutes and organizations to share information

and to gain knowledge that would help improve the program

 Reviews the performance of students undertaking courses offered by the

department, paying particular attention to results that are borderline between

Second class to First class and first class to Distinction;

 Monitors the appropriateness of allocation of marks in accordance with the

Academic Regulations and the effectiveness of evaluation assessment practices in

courses administered by the department (with advice from the Academic);

 Ensures all ratified marks are submitted by the due date to the In-charge of

Examination Branch;
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 Considers reports from Course Instructors about alleged breaches of academic

honesty (malpractice) and determines in line with the College's Malpractice Review

Committee;

 Ensures that College's quality assurance processes for evaluation, such as

moderation of assessment in courses, if any, are followed;

 Ensures the College's Evaluation Assessment Policy and Procedures along with

Academic Regulations are implemented;

 Prepares and reviews course evaluation and program evaluation report and

presents thesame to Program Assessment and Evaluation Committee by convening

the same.

 Participates actively in the department Assessment and Evaluation Committee and

gives suggestions for improvement of courses and the program.

Other Duties of Program Coordinator

The Group Head / Division Head performs the following functions in his / her Group /

Division.

1. Oversees curricular development of the courses

2. Coordinates semester by semester development of schedule of course offerings

3. Ensures integration of divisional curriculum within the undergraduate educational

program

4. Facilitates

a. Mentee faculty in the identification of Gaps in the curriculum

b. Mentee faculty in identifying the guest faculty for delivering guest lecture(s) to

meet the identified gaps in the curriculum and coordinates with the mentee in

ensuring the guest lectures are delivered

c. Mentee faculty in the development of Student learning outcomes and ensures the

implementation of assessment processes and measurement of the attainment of

outcomes

d. Mentee faculty with mapping of course outcomes and program outcomes of the

courses (theory and lab) pertaining to the division

e. Establishment of new laboratories, if any, conduct of creative and innovative

experiments in the lab courses that add value to the student
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f. Mentee faculty in value added teaching - learning process through development

ofcurriculum that promotes creativity and innovation in the students and faculty

5. On a regular basis, along with lead faculty, meets mentee faculty, at least twice a

week and discusses with them the following academic aspects:

a. Checks tutorial problems conducted, and if the standard is felt low, suggests

suitable improvements

b. Checks quality of assignments given to students, mid-term examination question

papers and if the standard is felt low, suggests suitable improvements

c. Facilitates in the preparation of lesson plan and checks the same on a weekly

basis

d. Clarifies doubts on any topic in the courses being taught by them

e. Facilitates healthy discussion on the research work being carried out by them

f. Facilitates mentee faculty in the preparation of laboratory manuals

g. Facilitates mentee faculty in establishing new, creative and innovative

experiments in the lab,

h. Facilitates defining of new creative and innovative projects which shall be guided

by the faculty of the group that would be carried out by students, and oversees

thesame, reports to HoD.

i. Facilitates and oversees faculty in mentoring of students on a regular basis and

oversees the same, reports to HoD

6. Facilitates mentee faculty in the

a. Identification of external examiners (theory question paper preparation, valuation,

and lab examiners), etc. and ensures the same

b. Identification of research guides, various platforms for publication of research

work, if any and ensures the same

c. Use of modern software/hardware and ensures the same

7. Encourages mentee faculty to

a. Present seminar(s) in the department in the emerging areas of their specialization

and ensures the same

b. Organize and also attend Faculty Development Programs in their specialization,

atleast once a semester / an academic year and ensures the same

c. Associate themselves with all departmental / college’s academic, cultural, and

other activities and ensures the same
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8. Ensures course syllabi and faculty profiles are updated and submitted to the Office

of thePrincipal in a timely manner

9. Coordinates and ensures the accuracy of course descriptions, course files, lab

manualsetc. of the courses pertaining to his/her division

10. Implements the long-range plan as it pertains to divisional development including:

a. Development of courses with Diversity /multidisciplinary competency

b. Global awareness and predicting Technological advances, if any

c. Ensures that all course offerings of his/her division conform to International

Standards

11. Oversees and ensures that facilities and equipment operate in the division

12. Proposes and manages the Divisional operating and capital budget

13. Supervises Divisional laboratory staff

14. Ensures updation of Stock registers pertaining to the labs in his/her division

2.2.23 Course Coordinator (According to NBA):

Course Coordinator is responsible for planning and coordinating the teaching and

assessment arrangements for a course, and upholding its academic quality and

integrity, in consultation withthe Program Coordinator, who has the final responsibility

for the quality of the program offered. Specific responsibilities include the following:

1. Explains the course purpose;

The course purpose involves the following:

  What role does this course play within the Program?

  How is the course unique or different from other courses of the Program?

  What essential knowledge or skills should they gain from this experience?

  What knowledge or skills from this course will students need to have mastered to

performwell in future classes or later (Higher Education / Jobs)?

  Why is this course important for students to take?

  What is/are the prerequisite(s) for this course?

  When students complete this course, what do they need know or be able to do?

 Is there specific knowledge that the students will need to know in the future?

 Are there certain practical or professional skills that students will need to apply

in thefuture?
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 Five years from now, what do you hope students will remember from this course?

  What is it about this course that makes it unique or special?

 Why does the program offer this course?

 Why can’t this course be “covered” as a sub-section of another course?

 What unique contributions to students’ learning experience does this course

make?

 What is the value of taking this course? How exactly does it enrich the program?

The “Course Purpose” should describe how the course fits into the student's

educationalexperience in the program and how it helps in his/her professional

career.

2. Provides expected course learning outcomes (CLOs /COs); Expected learning

outcome statements refer to

 Specific knowledge

 Practical skills

 Areas of professional development

 Attitudes

 Higher-order thinking skills, etc.

that faculty members expect students to develop, learn, or master during a course.

3. Facilitates course instructors/faculty teaching the course in writing the COs. While

doing so,identifies

a. what are the most essential things the students need to know or be able to do

at theend of this course?

b. What knowledge and skills are required to do this course?

c. What knowledge and skills should they learn from the course?

4. Further, in developing the course outcomes

a. Limits the course-level expected learning outcomes to 5 – 10 statements for the

entire course (more detailed outcomes can be developed for individual units,

assignments, chapters, etc.).

b. Focuses on overarching or general knowledge and/or skills (rather than small or

trivial details).

c. Focuses on knowledge and skills that are central to the course topic and/or

discipline.
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d. Creates statements that are student-centered rather than faculty-centered (e.g.

"upon completion of this course students will be able to list the names of the 20

districts" versus "one objective of this course is to teach the names of the 20

districts").

e. Focuses on the learning that results from the course rather than describing

activities or lessons in the course.

f. Incorporates or reflect the institutional and departmental missions.

g. Incorporates various ways for students to show success (outlining, describing,

modelling, depicting, etc.) rather than using a single statement such as “at the

end of the course, students will know " " as the stem for each expected

outcomestatement.

5. Develops a course content: Prepares a description of the course mentioning what

the course is all about. We may as well provide a written statement regarding the

course’s purpose; i.e. by clarifying the purpose of the course, faculty can help

discover the main topics or themes related to students’ learning.

6. Methods for assessing expected learning outcomes: Develops and implements

course assessment, coordinates with other faculty and staff involved in course

assessment, prepares solutions, if required, and applies the principles and

procedures of the assessment of coursework to all assessment-related activities.

This policy contains an extensive list of responsibilities on Course Coordinators,

related to:

a. Setting assessment tasks and weightage

b. Examinations

c. Assignments

d. Tutorials/Case Studies

e. Marking assessments

f. Giving feedback to students (including timelines for return of assessment tasks).

7. At least once in two years, updates and/or oversees course design/curriculum

which:

a. is aligned with Course Learning Outcomes.

b. is compliant with the Course Requirements specified in the academic

regulations of the batch of students admitted.
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c. takes account of feedback from course-end surveys, recent course reviews, if

any, and other quality indicators and recommends revision of course content, if

any, to the Program Assessment Committee (PAC) and supervises

implementation ofrecommendations.

8. Prepares and delivers lectures, tutorials, workshops and seminars in the course.

9. Provides leadership and support for the advancement of teaching in a relevant

discipline including overseeing delivery, monitoring student progress, assuring

quality, initiating course improvement and innovation, improving academic

standards, leading assessment design,conduct and moderation.

10. Contributes to time-tabling and planning processes for structured learning activities

and required physical facilities or resources.

11. In accord with PAC and Department Assessment Committee (DAC) processes,

coordinates and monitors inputs from other staff, if any, including assessment

marking or supervision;and ensures all faculty and staff involved in teaching the

course have all course materials andtextbooks at least FOUR WEEKS before the

commencement of the semester.

12. Organizes textbooks, library reference material, and other learning material so that

students can access all such material in timely manner.

13. Informs students of the course objectives, outcomes and requirements and provides

a detailedcourse file coordinating with other faculty teaching the same course.

14. Teaches the course content, coordinates with other faculty and staff involved in

teaching the course, inducting, mentoring and meeting them regularly, and also

liaises with them by solving problems for course related matters.

15. Providing guidance to students in the course, coordinating course-end survey,

providing guidance to faculty teaching the course, ensuring uniform

a. delivery of instruction in the course

b. assessment of students

c. content delivered vis-a-vis time

16. Contributing to reviews and updating of the course, and the programs to which it

contributes.

17. Ensures the course achieves the requisite quality outcomes as required by the

college andwhere appropriate, external accrediting agencies
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18. Creates a vision for the course and sets future directions in alignment with

departmental/college goals.

19. Collaboratively develop an appropriate academic team to enable course learning

outcomes tobe achieved

20. Focuses efforts and assist staff to make desired changes and realize vision for course

21. Prepares annual course reports as required by School and or Faculty Committees

22. Liaises with the CACHE and ensures appropriate and timely career advice is

embedded intothe course, if any.

23. Chairs the course instructors review meetings, if any.

24. Conducts orientation sessions of the course for new faculty instructors allocated the

course

25. Promotes a culture of academic quality, rigor and integrity

2.2.24 Faculty Adviser / Mentor:

1. Be familiar with the personal history of assigned student including Educational and

Family background.

2. Attempts should be made to determine the reason for the student's problem,

counsel, and provide guidance to the student to correct the problem and

recommend a remedial program, if necessary.

3. Assists student in periodic evaluation of his/her academic progress.

4. Assists student in initial exploration of long range occupational and professional

plans,referring him/her to sources for specialized assistance.

5. Explains to the student the program in general and basic education as it relates to

the branchof the student, and to preparation for life pursuits generally.

6. Helps student understand and examine the graduation requirements for the

curriculumleading to the Bachelor's degree.

7. Explains student importance of attendance and its implication to do well in

examinations

8. Explains importance of participation in the class activities

9. Explains importance of Mid Examination (s) and its consequence in the end

semesterexaminations

10. Explains importance of marks in the previous semester examination and its

consequence inthe later part of the degree and subsequently in career as well
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11. Explains importance of submission of assignments and its consequence on the

performanceof Mid Examinations and End semester examinations

12. Explains importance of laboratory exercises and their correlation with theory

13. Helps the student explore the career fields in the student's branch of engineering

and providesinformation about Higher education and job opportunities.

14. Serves as a "Teacher Friend" to the student by demonstrating a personal interest

in him / herand in his / her adjustment to college; by serving as a central contact

person in obtaining information that can be used to help the student; and by

allowing the student freedom to make his own choices after the limitations,

alternatives, and consequences involved inmaking a decision.

15. Explains importance of getting a meritorious Engineering Degree and how the

degree helpsin building a career in other areas and programs such as M.S / M. Tech,

MBA, Civil Services, Group Services, etc.

16. Assembles, organizes, channels, and centralizes all information, observations, and

reports from every source related to his student's progress, needs, abilities, and

plans

17. Assists the student at regular intervals to make adequate self-evaluation

18. Explains importance of Self-Motivation to do well in career and subsequently in life.

19. Counsels students whose progress is unsatisfactory and reports the same to

Program Coordinator.

20. Monitors the interim and final performance of students assigned and liaise with

parents, whenever required.

2.2.25 Class Adviser (Class Teacher):
Role of Class Adviser. Instructors (senior most among the instructors teaching a class)

should beassigned as class advisors to the class they are teaching a course and assigned

with the various responsibilities. The class advisor shall perform the following specific

tasks:

1. Discusses all potentially significant issues given below and establishes good

communication with the students.

a. Attendance

b. Number of credits required to get promoted
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c. Semester system and how its different from Year wise system

d. Importance of labs and how they may lose marks if they are absent for lab/non-

submission of records

e. Importance of assignments and how students lose marks for non/incomplete

submission of assignments

f. Continuous reading as it is continuous evaluation in engineering

g. Importance of NOT missing even one lecture as continuity is important in

engineering education (understanding of current day's lecture is dependent upon

understanding of previous lecture)

h. Importance of getting a first class with distinction and how it helps in the

development of their career

2. Makes students fully aware of their responsibility to meet performance standards

(Putting in 75% attendance and passing of subjects with good marks) and that failure

to do so may result in detention.

3. Assists HoD to nominate two class representatives (One Boy and Girl) who have bright

scholastic record and an ability to interact with a vast majority of students in their

class amicably.

4. Coordinates with the student class representatives regarding establishment of study

(peer) groups and nominate one student as leader of each group.

5. Ensures all students shall be encouraged to participate in study groups on a

continuing basis. Class advisers shall monitor inclusiveness to insure participation

by all students in the class.

6. Acts as mentor, counsellor, and role model in resolving student related difficulties.

7. Conducts fortnightly reviews with class representatives and leaders of study groups,

documents the same and submits to HoD

8. Conducts weekly reviews with Mentors to monitor student progress and such reviews

shall be documented to establish a record of trends in overall class performance and

submission of the same to HoD and Principal's office.

9. Encourages class cohesiveness and camaraderie through inclusive, appropriate

events, i.e. social activities, community service, etc.

10. Collects information regarding weaker students from the subject teachers and

arranges remedial classes, counselling sessions in consultation with the HoD.

11. Identifies good students and motivate them to excel.
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12. Informs HOD about necessity of making alternate arrangement for lectures and

practical when a faculty is absent.

13. Assists the dept's HoD with computation of fortnightly attendance of the

corresponding class and ensure circulation of the same among students for their

signatures and submission of the same to Principal's office.

14. Calls the parents of the students whose attendance is < 75% and arranges to ensure

parents meet the HoD particularly in the case where student's attendance is < 65%

15. Assists the dept's HoD with computation of Internal Marks of the corresponding

class and ensures circulation of the same among students for their signatures and

the same is dispatched with attendance to Principal's office.

16. Assists the dept's HoD with dispatch of monthly attendance of the corresponding

class to parents.

17. Assists the dept's HoD with computation of semester attendance of the

corresponding class atthe end of semester and ensures submission of the same to

Principal's office.

18. Assists the dept's HoD with computation of semester internal marks of the

corresponding class and ensures submission of the same to Principal's office and

examination branch

19. Assists dept's HoD and Accounts section to ensure no fee defaulters for the class he

/ she is adviser

20. Assists dept's HoD in issuing permission slips for students leaving college earlier

than the scheduled time

21. Any other responsibility that may be assigned by corresponding HoD from time to

time.
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2.2.26 Departmental Exam In charge:
Under the supervision of the Controller of Examinations, performs the following

duties:

Major Duties and Responsibilities:
1. Ensures adherence to MSBTE policies of examinations.

2. Organizes and coordinates submission of Question papers of Mid Examinations well

within time (as per the schedule).

3. Manages conduct of the Internal/External examinations. This will include ensuring

that all required material is in the examination branch allocated room-wise before

the start of the examinations and arrangements for candidates with special needs

are in place.

4. Organizes exam material, providing safe custody of and organizing examination

stationery and material, including question papers, in accordance with regulations.

5. Organizes examination rooms/halls, in accordance with regulations (seating

arrangement as per the norms).

6. Coordinates distribution of hall tickets through department’s Office Assistant and

classadviser

7. Ensures distribution of all examination answer books to invigilators and the same

arereceived soon after the examination is completed and verifies the same.

8. Ensures distribution of question papers to all examination halls within the time

schedule

9. Briefs invigilators on examination regulations and producing appropriate written

guidelinesfor invigilators, staff and students.

10. Assists in the preparation of invigilation schedule, arranging additional

invigilator(s) under exigency, if any, briefing and training invigilators as per

procedures

11. Being present and available in the College on the days when results are notified,

andoverseeing the distribution of results to students.

12. Produces analysis of examination results as soon as possible.

13. Provides statistics on examination entries and results for the HoD/Principal, senior

management team, etc.
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14. Prepares examination schedules and timetables, wherever applicable. Distributes

the same to faculty members and students of his / her department through the Head

of the department. Resolves schedule conflicts, if any.

15. Provides information on substitute courses, if any, for readmitted students who were

detainedearlier

16. Coordinates with respective department students, and class adviser towards timely

submission of examination application form along with the examination fee for

regularsemester examination

17. Coordinates the printing, storage and delivery of examination question papers and

answer books. Verifies to ensure all instructions have been followed by faculty

members. Ensures all information is accurate. Ensures security measures are in

place and maintained in the Examination Branch.

18. Acts as resource person. Liaises between faculty members of his/her department,

students and the Examination Branch of the College. Resolves problems. Makes

recommendations to improve functioning process of examination branch.

19. Coordinates and authorizes allocation of room for examination purpose. Schedules

andadministers special needs of students for examinations.

20. Uses a variety equipment such as a personal computer, photocopier, fax machine,

and other standard office equipment for examination work

The list of duties and responsibilities outlined above is representative and not a complete

and detailed list of tasks, and may be requested to perform other reasonable tasks, if

any commensurate to the examinations from time to time.
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2.2.27 Placement and Alumni Coordinator:

1. Acts as a link between Students, Alumni and the Placements Cell.

2. Provides the list of students eligible for placements from time-to-time to the

Placements Cell.

3. Keeps close contact with Placements Cell on daily basis for information and circulate

the same to concerned students, HoD and others related in the matter.

4. Provides Campus Placements Training attendance statements of students

undergoing such training to the placements cell, and HoD immediately the next day

of the completed training session.

5. Highlights the absentees’ names along with Roll numbers and provide the same to

the Placements Cell and HoD.

6. Analyzes students’ performance in each of the tests conducted as part of Campus

Placements Training from time-to-time and share the same with students, HoD, and

Placements Cell. Keep a record of the same.

7. Provides information with regard to the students going abroad for higher education

to the Placements Cell from time-to-time so that Placements Cell can update its

database that can be shared later with the junior students whenever a need arises.

8. Facilitates in up-gradation of the students’ skill sets commensurate with the

expectations of the industry.

9. Interacts with students of parent department with regard to any issues and bring

the same to the notice of the Placements Cell in written form.

10. Provides suggestions in improving the functioning of the Placements Cell may also

be given in written form to the Placements Cell.

11. Attends all meetings called by Placements Cell and conveys the outcomes of such

meetings to the concerned students, and HoD.

12. Facilitates printing the material provided for students (testing material, reading

material, etc.) by Placements Cell.

13. Facilitates Placements Cell in procuring any material that may be of some value
addition to the students as suggested by Placements Cell.

14. Contacts alumni of the department and finding the various opportunities that may

be available to students for internships, placements, etc. in the organization in

which alumni is working.
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15. Contacts alumni and apprises them about the various activities undertaken by the

institute.

a. Contacts the alumni and requests them to deliver some lectures for the benefit

of the department’s students (lectures on special topics of relevance, career

guidanceto students, etc.)

b. Contacts the alumni and requests them to attend alumni association meeting

conducted from time-to-time.

16. Maintains database of the department’s alumni and sharing the same with the

Placements Cell.

17. Keeps close contact with alumni who went for higher education and enquire vis-

à-vistheir well-being and performance and share the same with the HoD, and the

Placements Cell. Passes this information to the students concerned on request.

2.2.28 Lab In-charge:

A Lab In-charge (I/C) is responsible for the following types of tasks:

1. Facilitates procurement of hardware, software and other consumable items well

before commencement of the semester.

2. Requisition for consumables shall be submitted to the HoD, who in turn shall verify

the same and forward to the Principal for necessary action.

3. Ensures that the infrastructure facilities in the labs are adequate so that each batch

has ampleopportunity to complete practical satisfactorily.

4. Prepares lab manuals and arrange to get them printed as per the required number.

5. Introduces new experiments, if any, that can reinforce the student learning.

6. Arranges to display the laboratory schedule

7. If it's a computer lab

a. Arranges to manage network taps and server capacity and configurations.

b. Arranges to manage hardware and software configurations and updates.

c. If tests require server or client computer configuration changes, the changes

need tobe scheduled and communicated to other lab users.

d. Makes periodic server backups

8. Coordinates periodical testing of equipment

9. Develops and monitors the changes in the lab, if any, which defines who is allowed

to makechanges to the lab environment.
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10. Maintains lab documentation (such as lab descriptions, diagrams, and processes).

11. Establishes physical security.

12. The lab I/C takes measures to prevent unauthorized use of lab equipment and

manages labaccess with keys and locks.

13. Sets up an inventory control system.

14. Establishes a lab budget for support costs.

15. Labels hardware, including cabling.

16. Resolves environmental problems, if any.

17. Implements a preventative maintenance program for equipment.

18. To hold those responsible for any breakage / loss etc. and recover costs.

19. In order to prevent theft/damage, the Lab In-charge shall take the following action:

 Lab In-charge and Lab Assistants are to report the matter in writing immediately

to the HoD as soon as they come to know about the missing/damaged item in

their Lab. They also have the responsibility to find out/enquire about the

missing/damaged item/article and suggest further action in order to compensate

the loss as well as prevent recurrence ofthe same.

 Lab Assistants in turn shall note down the missing items in the respective Lab

Register.

 If the students are responsible for the loss/missing item, then an amount equal

to the cost of the item as fine shall be levied from the concerned students.

Students shall not be allowed to purchase and bring the item on their own, as

compensation for the loss/missing item.

20. Establishes an approval process for removing any equipment.

21. Ensuring the lab is kept clean and orderly.

22. Any other duty as may be assigned by the HoD/Principal from time to time.

23. Ultimately, a lab I/C is responsible for making the lab as usable and flexible as

possible.

24. Ensures all of the processes designed to accomplish the above tasks should

facilitate, not inhibit, use of the lab.



INSTITUIONAL SERVICE RULE BOOK

63 | P a g e VISHWESHWAR SHIKSHAN PRASARAK MANDAL, ALMALA. 

2.2.29 Accounts Officer:

Responsible for the following activities in consultation with the Registrar:

1. Writing and maintaining accounts, cash books / ledgers

2. Preparation of monthly accounts including writing of cash books, journals

3. Verifying bills prepared

4. Preparation and consolidation of budgets pertaining to all

departments/sections/centers

5. Cash collection

6. Supervision of challan writing and remittance to bank

7. Supervision of postal accounts, if any

8. Preparation of daily receipts and challans and submission of associated details

along withremittance details to Registrar/Principal for scrutiny

9. Verification of cheques and bills

10. Writing daily collection register for college accounts.

11. Writing demand draft register, and other forms of money value register

12. Preparation of audit reports and replies

13. Responsible of keeping the following in safe custody

a. Bill books / receipt books

b. Files pertaining to accounts/purchases

c. Registers

d. Cash books

e. Ledgers

f. Vouchers

g. Cheque books / pass books

h. Bank challans

i. Fixed deposit certificates

j. Other important office documents

14. Preparation of salary reports

15. Preparation of acquittance register and obtaining signatures of all employees

16. Attending to the subject of income tax, and performing TDS at source for all

paymenttransactions
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17. Writing Caution deposit register, if any

18. Any other accounts related function assigned from time to time

2.2.30 The Physical Education In-charge:
Subject to the supervision, direction and general control of the Authority/Principal,

the duties of the post are prescribed as under which are illustrated and considered

but not exhaustive:

1. He shall organize various physical fitness exercises to the students from time to

time. He shall coach the students either before or after the class hours in the

morning and evening.

2. He shall be responsible for conduct of tournaments and athletic meets at the

institution; impart coaching and /or training to the students to participate in inter

– collegiate and /or inter - University / Board competitions, and also national and

international competitions.

3. The PEI shall arrange for sports meet and other coaching camps for the students.

4. The PEI shall be responsible for selection of a team of talented students to

represent the institute for various sports events and motivate them to win trophy,

shield, medals and other prizes.

5. He shall discharge any other functions and accomplish any other duties and

assignments allocated to him from time to time by the Authority/Principal.

6. He is the Member – Convener of the sports committee and makes arrangement

for periodical meeting of the sports committee and prepares the minutes of the

meetings.

7. He is responsible for maintenance of the day book, stock book and the accounts

of the sports expenditure.

8. The PEI shall arrange for conducting annual periodical stock verification of sports

materials and other equipments and submit annual stock verification reports to

the principal with his specific findings; if any difference is noticed between book
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balance and physical balance the same may be entered in annual stock

verification report in shortage column through the sports committee.

9. Any other responsibility as assigned by the Authority/Principal.

1. Reports to Dean, Students Affairs

2. Ensures smooth conduct of sports

3. Ensures proper use of sports material and facilities

4. Purchase of sport items by coordinating with AO

5. Encourages students to participate in zonal/Board tournaments

6. Creation and upkeep of sports facilities

7. Proposing annual budget for sports

8. Ensures discipline among students in campus

9. Ensures NO Ragging activity takes place

10. Oversees medical facilities on campus

11. Organizes NCC training camps, if any, and facilitates students to involve in NSS

activities and report the same to office of Dean, Students, Affairs with a copy

forwarded to Principal on monthly basis

12. Helps in the organization of various events in the college

2.2.31 Maintenance Supervisor:

The maintenance supervisor is responsible for general maintenance work throughout

the collegeand campus which includes following functions:

Plan and execute maintenance work systematically by

a. Preparing schedules for routine maintenance on daily, weekly and monthly basis.

b. Monitoring of work carried out as per plans through personal inspection and a sound

feedback system.

c. Taking corrective action to minimize gap between plan and action.

d. Submission of monthly status report on complaints.

e. Continuously striving for increase in the efficiency of maintenance staff by

progressively mechanizing the work and reducing manual work.

f. Trouble-shoot maintenance problems/complaints including plumbing problems.

g. Trouble-shoot, diagnose and correct minor failures of photo-copiers, water coolers,
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fans, pumps etc.

h. To work in liaison and in co-ordination with outside maintenance contractors and

technicians.

i. Assist in monitoring inventory of maintenance cleaning supplies and facilitate issue

of purchase order.

j. Inspect the college properties for safety hazards and take corrective action.

k. Co-ordinate the setting up of different areas/class rooms, Seminar

Halls/Auditorium etc.

l. Dealing with setup of various rooms, offices and assisting in removal and relocation

of offices, roomsand equipment’s.

m. Upkeep of maintenance store.

n. Any other function assigned by administrative officer/ Dean-Admin / Principal

2.2.32 In-charge, Electrical Maintenance:

The electrical maintenance In-charge is responsible for the maintenance of Electrical

Equipment in the college and campus which includes following functions.

1. Attending to general complaints received from different departments, which includes

repairing of tube lights, fans, switch boards, electrical power points for projectors,

watercoolers, water dispensers, Air conditioners, three phase motors etc.

2. Providing Uninterruptible power supply for smooth conduction of ONLINE exams,

placements and main events in the college by switching ON generators and UPS, as

andwhen required.

3. Perform regular maintenance and servicing of the generator.

4. Perform regular maintenance and servicing of the UPS and batteries.

5. Recording the runtime readings of both the generators.

6. Recording the output voltages of both UPS and batteries for smooth functioning of

ONLINEexams.

7. Repairing of OHPs.

8. Maintenance of LT and HT side 100 KVA and 200 KVA transformers.

9. Maintenance of all panel boards in the college.

10. Erecting of cable from panel boards to distribution box.
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11. Installation of capacitor banks to improve power factor at LT side of both the

transformers.

12. Daily recording the power factor readings to check for unity power factor and thereby

avoiding penalty charges from MSEDCL.

13. Filing of electricity bills, generator service reports, UPS service reports, test reports

and billsof equipment purchased if any.

14. Providing assistance during emergencies by operating floodlights and generators.

15. Providing support for the installation of Electrical Equipment in the campus.

Any other function assigned by Principal.
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CHAPTER NO - 3

Institutional
Committees
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3. Student welfare Committee:
3.1 NSS / Social Responsibility Committee

Objective:

To inculcate and develop social sensitivity, moral values and professional ethics in

students along with their academic formation so as to show responsible behavior to

the professional community and society at large and to grow as responsible citizens

of high moral values, making valuable contributions to

profession/community/society, thus realizing a major thrust in the Vision and

Mission of the Institute.

Responsibilities:

a) To arrange discussions and workshops of group of students on a regular basis

on issues of social importance, ethical relevance and moral values.

b) To organize social service groups and clubs as well as outdoor filed activities, to

encourage and involve students in social service activities.

3.2 Unfair means, Discipline & Anti Ragging Committee
Objective:

To ensure honesty and fairness during examinations, to assist the college authorities

in promoting and maintaining discipline in the institute and prevent anti ragging, in

any form.

Responsibilities

a) It shall be the responsibility of Exam Supervisors (University / Board Exam/Class

Test) to report in writing any malpractice or anomaly found during the

examination to the Principal. The Principal in turn shall hand over the matter to

the Committee.

b) To promote and maintain discipline in the institute by pro-actively assisting the

college authorities, HODs, Principal and Director by involvement and giving

suggestions
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c) To prevent anti-ragging by students in the institute by pro-actively involving,

giving wide publicity to prevent ragging, taking rounds and such taking preventive

measures.

3.3 EDP-Cell Committee
Objective:

To develop entrepreneurial zeal among the students on a continuous basis and prepare
them to undertake independent technology development or self-employment during
the course of their work life.

Scope:

Develop necessary knowledge for an entrepreneurial career, assimilate adequate skills
in the total project management area of an enterprise and acquire a drive or motivation
to pursue self-employment inspired by self-actualization in spite of the elements of the
hardship and risk involved in it.

Responsibilities:

EDP-Cell will be responsible for conducting various interventions and academic
programs to impart knowledge, skill and attributes which will help in innovation,
problem solving, technology development, project management, entrepreneurial
motivation. It will also provide supporting systems including laboratories, innovation
kits etc.

3.4 Library Committee:
Objective:

To function as a channel between the library and its users.

Responsibilities

a) To assist the Librarian in formulating Library policy.

b) To look after general maintenance of the library in terms of reading material and

infrastructure.

c) To effectively involve in fostering the reading habit of staff and students.

d) To recommend / justify / sanction / approve - withdrawal and weeding out of

outdated material to the competent authority for final decision in the matter.
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e) To prepare the agenda and minutes of the meetings and circulate it to the

authorities and to the Librarian.

3.5 Cultural Committee:

Objective:

To promote and arrange extracurricular activities to bring out the talents of students

in the performing arts.

Responsibilities:

a) The Cultural Committee shall be responsible for all intra and inter collegiate

cultural events in the College.

b) To plan and schedule cultural events for the academic year. (Tentative dates to

be included in the academic calendar of the institute.) by delegating various tasks

c) To the procedure to organize cultural events

d) To communicate about various festivals and events to be celebrated in the college

and give a wide publicity.

e) Arranging events/programs for staff and students in coordination with ‘Students

Cultural Committee’.

3.6 Alumni Committee

Objectives:-

1. To significantly increase alumni interaction with the institution.

2. Fostering and keeping alive loyalty to the institution and creating concern for its

welfare.

3. Inculcate exchange of ideas among alumni and between alumni and students

4. To assist current students to achieve their goals by means of mentorship and

scholarship setup through Alumni.

Responsibilities:-

1. To maintain an up-to-date and detailed database of the alumni
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2. To highlight the success of alumni to improve the credibility and reputation of the

University / Board.

3. Plan and promote a platform for interaction between all stakeholders of SFIT.

4. Promote the interests and welfare of alumni association

5. Maintain healthy relationship with the alumni body

6. Assist management in creating an environment in the college which is enables

students to have far-lasting memories

3.7 Grievance Reddressal Committee:

Objective:

1. To provide an avenue for the aggrieved students to redress their individual

grievances in order to have a healthy atmosphere among students, staff and

management in the Institute.

2. To comply with the AICTE Regulations to provide for establishment of Grievance

Reddressal Committee in each Institute approved by AICTE.

Responsibilities:

1. Committee members meet once a month to discuss and resolve the grievances, if

any received in writing from the concerned students.

2. To maintain the minutes of the meetings and submit the copy of the same to the

Director and Principal.

3. To convey the decision of the committee to the aggrieved students in writing by

the Chairman of the Committee

3.8 Women Development Cell / Internal Complaints

Committee
Objectives:

1. To create and maintain safe, healthy and supportive environment for women and

girl students in the campus.
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2. To address issues faced by women at work place and to organize awareness

generation programmes and to take preventive steps towards protection of women

staff / female students from sexual harassment in the college.

3. The Women Reddressal Committee / Women Development Cell / Internal

Complaints Committee is functioning in the college as per the norms laid down

by the AICTE / University / Board of Mumbai

Responsibilities:

To organize workshops affecting women in general and especially in the following

areas:

1. Sensitization and gender equality on campuses

2. Issues of women arising from societal concerns

3. Any other theme-based activities and events concerning significant issues of

women

3.9 Committee for SC / ST
Objectives:

1. To create and maintain safe, healthy and supportive environment for SC / ST staff

and students in the campus.

2. To address the issues of staff and students, belonging to schedule caste / schedule

tribes in the Institute and to prevent atrocities against them.

3. To comply with AICTE regulations for the establishment of the Committee for SC /

ST (As per the Scheduled Caste and the Scheduled Tribes (prevention of Atrocities)

act, 1989, No. 33 of1989, dated 11/09/1989)

Responsibilities:

1. To look into the complaints if any received from the concerned staff and students

belonging to SC / ST.
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CHAPTER NO -4

EMPLOYMENT
RULES
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4.1 Recruitment Procedure

1. The recruitment of the faculty members are made by the selection committee

whenever required, by following an open and transparent selection procedure.

2. Advertisements are given in the leading newspapers.

3. The prospective candidates are screened by their education, experience and research

activities by the concerned HOD.

4. The screened candidates are intimated about the interview date and time.

5. Candidates are interviewed and demo class observed by the constituted selection

committee.

6. Based on the recommendations made by the selection committee the candidates are

informed of their selection.

7. After receiving the acceptance letter from the selected candidates, appointment orders

are issued.

4.2 Workload Norms

a) Working hours

i) All full-time faculty members should perform a minimum of 18 hours of work per week

for the Institute on a 6 day week basis. The Institute has the right to fix the working hours

and days depending upon the exigency.

ii) The 36 hours (Yearly Load) is only the minimum, but a faculty member is expected to

devote more time in connection with execution of sponsored and funded projects,

consultancy work, continuing education, summer courses, etc.,

iii) The minimum working hours may vary in the case of part-time and visiting faculty

depending upon their condition of employment.

b) Teaching-contact workload

It is the minimum workload of 36 hours per week, the teaching-contact hours for different

categories of faculty members are as follows:

1. Assistant Professors / Lecturer – 18-20 hours/week

2. Associate Professors /- 16 hours/week

3. Professors - 12 hours/week

4. Deans/HODs/Directors - 8 hours/week
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The above mentioned is only minimum contact hours be assigned by the HOD. However,

the faculty member is expected to devote his/her time for research, lesson preparation,

valuation of test/assignment etc. He/she shall be present in the department during the

working hours of the institution, unless, otherwise he/she goes on other official duties

with prior permission from the concerned authority. A faculty member shall follow

detailed instructions issued in this regard from time to time by the Management

4.3 Procedure for Performance Review of Staff Members

1. Performance review will be carried out for regular employees and probationers.

2. Regular performance appraisal of faculty member and other staff members is an

essential parameter for career and professional development; hence the performance

review will be conducted by the HOD / Principal / Authority as and when required.

3. The performance review report will be the key document for all promotion, salary

adjustment and handling performance related issues. Hence it is very essential to

prepare the performance review report each year preferably in the month of June and

the results Service Rules may be declared preferably within one month after the

performance appraisal is taken.

4. Principal /HOD / Authority will be the competent authority to make the performance

review, of an employee.

5. The Principal will prepare confidential report of the employees’ annual performance at

the end of each year.

4.4 Procedure for Promotion of Teaching Staff
1. Promotion will be carried out only for regular employees. Probationers, temporary

employees and contractual employees will not be eligible for promotion.

2. Qualification as per the norms of All India Council of Technical Education, New Delhi,

annual performance review and experience will be considered during the promotion

review, however they does not establish right to be promoted to higher cadre.

Depending upon available vacancy and other criterion, the candidate will be

considered along with other eligible candidates who have applied for the position.
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3. If disciplinary proceedings have been initiated against an employee or if an employee

is suspended because of any reason, he will not be eligible for promotion till such

proceeding are over or suspension withdrawn.

4. In case of a record of violation of code of conduct in last 2 years, an employee will not

be eligible for promotion.

5. Promotion of faculty positions will be decided as per the following procedures:

6. Availability of required vacant posts is to be decided by the Authority/Principal.

7. Authority/Principal shall constitute a Selection Committee for consideration of

internal cases fit for promotion to fill up the vacant sanctioned posts.

8. Selection committee will conduct personal interview/test of the eligible candidates and

their opinion including annual performance review report of previous two years, will

be placed before the authority for appropriate decision regarding promotion Including

the date from which the order will be effective. The Authority/Principal shall be

informed about the decision taken on the annual performance review report of a

candidate. (if needed).

9. Based on the recommendation of the selection committee the competent authority may

issue the promotion order to the deserving candidates.

10. It is not mandatory or essential for the competent authority to fulfill the vacant

posts from the internal applicants. The authority has full liberty to fill up all the vacant

positions through external candidates.

11. In exceptional cases, the competent authority may directly promote a candidate

without constituting the selection committee.

4.5 Promotion of non-vocational teaching staff / Technical
staff / non-teaching employees.

1. Availability of required vacant posts is to be decided by the Authority/Principal.

2. Authority/Principal will constitute a selection committee for consideration of internal

cases fit for promotion to fill up the vacant sanctioned posts.

3. Promotion of a non-teaching staff to higher scale shall be as far as possible on

seniority / merit / qualification basis; in line with the norms of All India Council of

Technical Education, New Delhi. The committee will consider the seniority and

annual performance review of previous two years along with other points decided by

the selection committee.
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4. Based on the recommendation of the selection committee the authority may issue the

promotion order to the deserving candidates.

5. It is not mandatory or essential for the authority to fulfill the vacant posts from the

internal applicants. The authority has full liberty to fill up all the vacant positions

through external candidates.

6. In exceptional cases, the authority may directly promote a candidate without

constituting the selection committee.

4.6 Resignation from Service by an Employee
1. An employee, who wishes to leave the service of the institution, must give the

institution the 1-month advance notice. The authority may at its discretion accept

the resignation with immediate effect or from any time before expiry of the notice

period. Employee is liable to be paid the salary for the notice period not withstanding

any dues.

2. If an employee leaves the services of the organization without giving requisite notice

without prejudice to any other action under his contract of service, if any, the

management may deduct from unpaid salary, a sum equivalent to the period of notice.

3. All the resignations must be in writing and will be addressed to the

Principal/Authority of the institute (appointing authority) through Proper channel.

4. No teaching faculty is permitted to leave the institution in the middle of an ongoing

semester.

5. The notice period of a confirmed employee or the staff (both teaching and non

teaching) is one month failing which; the employee is liable to pay equivalent amount

i.e, one month salary.

6. In case of employee under probation / extended probation the notice period will be of

one month failing which, the employee is liable to pay equivalent amount i.e, one

month salary.

7. In case of temporary employee the notice period will also be of one month.

8. In case of contractual employee, resignation will be governed by the terms of the

contract

9. It must be understood that the notice period is essential to arrange a suitable

alternative of the employee to ensure the smooth functioning of the institution

particularly imparting education to the students.
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10. Notice period can be relaxed by the Principal/ Authority.

11. In the notice period an employee will remain the employee of the institution and will

enjoy the benefits of the institution during notice period.

12. At the end of the notice period, the resignation of the employee is accepted and the

employee will be released from the service subject to the following conditions:

a. At the time of release, the employee needs to obtain the necessary clearances from

library, accounts, stores and concerned departments before accepting any

resignation.

b. An employee needs to deposit the identity card and permit issued to him / her and

same will remain with the institution as institutional property and every employee

shall surrender the same to the issuing authority on termination of his service/

retirement/resignation.

c. If there is any departmental enquiry and/or disciplinary actions have been

initiated and/or any criminal/civil suits have been initiated the acceptance of the

resignation may be withheld till the proceedings are cleared as it is possible that

the employee may be dismissed from the service of the organization at the end of

such actions.

d. If the employee is released during the pendency of disciplinary proceedings and/or

any criminal/civil suits, the organization may inform his prospective employer,

about the pendency of such proceedings.

e. At the time of release, the employee needs to obtain the necessary clearances from

library, accounts, stores and allied departments before issuing any release letter

to the employee.

f. At the time of release after the notice period, a release letter will be given to the

employee.

g. All employees shall be entitled to a service certificate specifying the nature of work,

designation and period of employment at the time of release of his service as a

result of resignation, retirement or discharge from service.
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4.7 Termination / Separation of an Employee by Institution
1. The Authority may terminate the services of a member of the staff (confirmed or

probation) by serving notice period of one month or salary in lieu of the notice period

without assigning any reason, in case the concerned employee is found to have

committed misconduct, when no such nonce or payment of salary, in lieu thereof,

shall be necessary and the employee can be terminated immediately.

2. In case of temporary employee the notice period will be of 15 (fifteen) days

3. In case of contractual employee, resignation will be governed by the terms of the

contract.

4. All the termination / separation will be in writing and will be signed by the Principal

/ Authority (appointing authority).

5. At the time of release, the employee needs to obtain the necessary clearances from

library, accounts, stores and allied departments before issuing any release letter to

the employee.

6. An employee needs to deposit the identity card and permit issued to him. The said

things will have to be returned to the institution and will remain with the institution

as institutional property and every employee shall surrender the same to the issuing

authority.

7. The staffs that leave the organization without the notice of the Authority/Principal

shall be treated with suitable actions as deemed fit by the Authority.

8. All employees shall be entitled to a service certificate specifying the nature of work,

designation and period of employment at the time of release of his service as a result

of resignation, retirement or discharge from service.

4.8 Procedure for Handling Reddressal Grievance of Staff
Members

1. “Grievance” for the purpose of this manual would only mean individual grievances

pertaining to his official role & responsibilities and associated working atmosphere,

etc.

2. The various statutory committees instituted for up keeping the decorum of the

institution are;

a. Grievance Reddressal Cell

b. Anti Sexual Harassment Cell

3. Relevant issues shall therefore be addressed to the respective cells / committees.
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4. Matters related to salary and wages, allowances, promotion and any other policy

driven issues will be outside of the purview of the grievance procedure.

5. Only individual grievance will be dealt with under this procedure. Any non employee

grievances such as public grievances, student grievances etc are outside of the

purview of this grievance Reddressal procedure

6. Steps of grievance handling:

i. Any employee having a grievance (s) has to submit the same to HOD /Principal

/ Authority in writing, clearly stating the incident / reason and attaching

sufficient documentary / substantial evidence.

ii. The Principal will nominate a senior faculty/member /employee for going into

the details of the grievances of the aggrieved employee. The aggrieved employee

will get an opportunity to meet the senior faculty member/employee nominated

by the Principal who will hear the grievances patiently and give complainant a

verbal answer.

7. In case the employee is not satisfied with the answer given by the nominated

employee for the resolution of the grievances, the complainant may meet the

Principal, who will patiently hear the grievance, get feed-back from the concerned

persons and give his decision on the grievance, or send a reply to the complainant.

8. In case the aggrieved employee remains dissatisfied with the decision of the Principal,

he may approach to the Authority in writing for necessary hearing. The Authority

will nominate a senior member who will hear the grievances, analyze the same and

give an opinion so that the aggrieved employee's complain is properly redressed.

9. No employee shall attempt to seek in a court of law a decision on grievances arising

out of his/her conditions of service without first exhausting the normal official

channels of Reddressal.

10. Grievance pertaining to or arising out of the following shall not come under the

purview of the grievance procedure:

i. Annual performance appraisals /confidential reports;

ii. Promotions;

iii. Where the grievance does not relate to an individual employee or officer; and

iv. In the case of any grievance arising out of discharge or dismissal of an employee.

11. Grievances pertaining to or arising out of disciplinary action or appeal against such

action shall be channeled to the competent authority as laid down under the
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conduct, discipline and appeal rules and certified standing orders of the organization

and in such cases the Grievance Reddressal procedure will not apply.

4.9 Retirement:
Every employee shall retire from service on attaining the age of superannuation, i.e., 60

years in case of teaching staff and 58 years of age in case of others. Provided that the

Management, in the interest of the organizations under their Management, may extend

the period of services of the employee concerned by such period as determined depending

on the mental and physical condition of such an employee. The employees in all categories

of posts shall retire from services after attaining the age of superannuation w.e.f. the

afternoon of the last day of the month in which their date of retirement falls.

The following guidelines may be laid down for seeking reemployment in the

Institution after attaining the age of superannuation:

a) Whenever a regular teaching employee is going to attain 60 years and in case of a non-

teaching employee, 58 years, the date of superannuation of such employee may be

noticed three months in advance, after obtaining orders of the Secretary.

b) If such an employee desires to serve the Institution after superannuation, he/she may

apply, in writing, to the Principal to continue him/her in the service.

c) On receipt of such an application, the Head of the Department concerned may be asked

to offer his/her remarks on the mental and physical condition of the employee and

whether there is a need to continue him/her in service, duly indicating the work load

to be assigned to such an employee.

d) The Principal may offer his remarks and make his specific recommendation on the

necessity and desirability or otherwise of continuing such an employee and indicating

the terms and conditions of his/her re-appointment such as:

i) Tenure of appointment

ii) Consolidated salary to be paid per month. To arrive at the consolidated salary to be

paid, the last pay drawn by the employee may be taken into account, which may be

rounded off to the next hundred.

iii) Such employees are not entitled for any other leave except casual leave, unless

specially permitted by the Management in specific cases.
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CHAPTER NO - 5

PAY RULES
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5.1 Pay and Allowances

1. Pay and allowances can be either in scale or in consolidated terms. Consideration of

revision of pay will be guided by the terms of appointment. The employees under

contractual appointment will be bound by the terms of contract only and contract will

be valid up to specified tenure only. The said employee doesn't have any right to put

any pressure directly & indirectly for extension of contract or conversion to regular

appointment.

2. Pay Scale: The members of the employees appointed to a post in the institution under

specified scale of pay shall draw pay and other admissible allowances as per prevailing

rules of the institution.

3. The admissible allowances including the DA will be decided by the Authority from time

to time.

5.2 Annual Increment in Pay Scale

1. All regular employees in pay scale will be normally eligible for annual increment as

per norm, unless his performance is determined to be “Poor” by Authority.

2. Some of the reasons for withheld / withdrawal of annual increment are

i. If the performance recorded in the annual performance review / CR of an employee

is “unsatisfactory” and/or

ii. Any disciplinary action has been initiated against an employee and/or

iii. An employee is under suspension and/ or

iv. Any gross violation of code of conduct is noted in the annual performance report of

an employee and/or

3. If an employee is found to be "irregular" in terms of minimum stipulated attendance

80% of the total working days per academic year.

4. Leave on medical grounds duly supported by medical certificate shall count for

increment as duly decided by the Authority/Principal. Leave on basis of maternity/

higher education / any other shall be considered for increment only in the subsequent

cycle upon reporting back to service. However, the service is deemed continuous with

all entitlement as decided by the Authority/ Principal.
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5. However, employees who are in probation for two years may be entitled for an increase

in pay, provided he satisfied with his performance appraisal /CR and recommends for

such an increase.

5.3 Pay in Consolidated Form

1. The staff member appointed and not placed in any specified scale will receive pay in

consolidated amount for every month as specified in the appointment order. No other

allowances will be payable in such cases. A regular employee may also be on

consolidated pay.

5.4 Sub-Staff (Out Sourced Staff)

1. Sub-staff will be engaged from agencies and they will not be regular employee of the

institute. The terms of engagement will be guided by the agreement between the

institute and the concerned agency.

2. The Sub-staff members already appointed to a post in the institute under specified

scale of pay shall draw pay and other admissible allowances as per the scale approved

by the Authority
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CHAPTER NO -6

GENERAL RULES
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6.1 Leave Rules

1. The employees, for any kind of leave shall apply to the Principal through HOD /

Supervising Authority.

2. The HOD/Principal/ authorities reserve the right to refuse or revoke leave of any

description other than Medical Leave and Maternity Leave.

3. A member of the staff shall not normally or on any pretense absent himself from his

duties without prior permission of his superior officer authorized to give permission.

4. Leave letter is to be submitted in advance and approval must be obtained prior to

availing the leave.

5. Leave permission should be sought in all cases and alternative during leave period

should be furnished without failure.

6. Casual Leave can be taken for half day also.

7. Telephonic application of leaves will not be entertained.

8. Any discrepancy in making suitable alternate arrangements will invite disapproval

of applied leave and such of the leave if taken without approval will be termed as

LWP.

9. In case of absence on Medical grounds, intimation should be sent to the

HOD/Principal/ authorities in the form of Medical Certificate at the time of joining

after leave.

10. Leave of any kind will not be sanctioned when the services of the staff are needed

for the institute work or when there is an unfinished job involving the employee.

6.2 Casual Leave (CL)

1. The permanent employees are eligible for 12 days casual leave with full pay in each

calendar year.

2. In case of emergency, telephonic application of leaves shall be approved by the HOD

/ Principal. Even in such cases, making alternate arrangements is mandatory.

3. If an employee is absent without any sanctioned leave his salary will be deducted

pro-rata basis considering months duration.

4. An employee joining during the middle of a year may avail leave proportionately.

5. Casual leave could be availed for half a day either in the morning session or in the

afternoon session on any working day. Casual Leave may be either prefixed or
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suffixed but the intervening Sundays and other holidays shall not be treated as on

Casual leave.

6. A member of staff working as contractual employee, leave shall be one leave credited

per month basis.

7. An employee during his probation period can avail casual leave at the rate of one

day per each completed month of service. Maternity leave is also applicable for such

female employees as per condition stated in the maternity leave section. No other

kinds of leave will be applicable.

6.3 Special Casual Leave (SCL)
1. All employees may also be called for duty during vacation or holidays for special

reasons. This is the leave which is granted to an employee as compensation for his

working on any holidays as duly approved by the Authority/Principal/HOD. The

compensatory leave cannot be carried over to next year.

2. During the event of their marriage, a regular staff member is entitled to avail ten

days of SCL (including working and non-working days).

3. SCL to the staff members on request is to be sanctioned by the Authority/ Principal

for applicable exceptional cases.

4. In addition to the above a faculty member is eligible for 12 days SCL in a calendar

year to participate in conferences, seminars, workshops, etc., including paper

presentation.

5. The Principal/Authority shall have the right to cancel the leave sanctioned earlier,

for any emergency work in the Institute.

6.4 On Official Duty (OOD)
OOD will be granted when staff members are required to go out on official duties

of the institute as approved by the Authority/Principal.

6.5 RULES FOR TRAVEL ALLOWANCES
1. All members of the staff are eligible for travel allowance, when deputed on official

duty as per the order of the Principal.

2. Lodging and boarding expenses will be reimbursed at actuals on production of bills

/ vouchers.

3. Higher class of travel or accommodation is permissible only on special sanction.

4. Air fare shall be approved only on special occasions and on prior approval.



INSTITUIONAL SERVICE RULE BOOK

89 | P a g e VISHWESHWAR SHIKSHAN PRASARAK MANDAL, ALMALA. 

5. Travel shall always be made only by the shortest route.

6. If cancellation is made on order from the sanctioning authority, cancellation charges

shall be reimbursed.

7. Travel claim/ settlement shall be made within 5 days after completion of travel.

8. If the cancellation is made by the staff, the advance drawn if any should be

immediately refunded within one day.

9. DA shall be calculated at the rate of 50% for 5hrs to 12 hours and 100% for more

than 12 hours. No DA shall be paid for period less than 5hrs. Expenditure towards

local travel, telephones, porter charges etc. if any, shall be reimbursed at actual on

producing of the bills/vouchers. (If bills are not available)

10. Any other expenditure involved shall be reimbursed subject to eligibility and

approval by the Governing Body.

6.6 Leave Without Pay (LWP)

In exceptional cases, to avoid the discontinuity of the service and when no other leave is

available to an employee, the Principal may grant a special leave to an employee called

“leave without pay” after receiving an application from the employee duly recommended

by the Principal. It is not a right of an employee nor is it a common practice to grant leave

without pay.

6.7 Leave Account and Leave Sanctioning Authority
For every eligible member of the staff a leave account in a prescribed form shall be

maintained by the Institution. The Principal/HOD/Officer In-Charge or any official having

delegated authority from the Principal will be the competent authorities to sanction leave

as may be admissible under these leave rules.

6.8 Procedures to Treat Unauthorized Leave of Absence
1. If any employee remains absent without approved leave, he will lose lien on his service

until and unless he reports to the office within 7 days and/or he communicates the

reasons for his absence with supporting documents to the full satisfaction of the

competent authority.

2. To this effect a letter to be issued by the Principal communicating the “LOSS OF LIEN

ON HIS SERVICE” and seeking explanation within 7 days.

3. If no explanation is received within stipulated period, it will be deemed that such

employee is ceased to exist as an employee of the institute. The same will be



INSTITUIONAL SERVICE RULE BOOK

90 | P a g e VISHWESHWAR SHIKSHAN PRASARAK MANDAL, ALMALA. 

communicated to the concerned employee vide a letter duly signed by the Principal of

the institute.

6.9 Other Employee Benefits

a. Marriage Finance Scheme: All the benefits under this head are applicable only for
daughter of employee who are in actual blood relation to him/her. The amount
sanctioned will be interest free of Rs. 50000 /- respectively. The sanctioned amount
shall be recoverable in ten equal instalments from the salary of the employee.

The following documents shall be attached with the application: -

1) A copy of ration card or voter identity card or any other document as a proof of
residence etc

2) A copy of date of birth certificate of the girl child. (The age of daughter should not be
less than 18 years)

3) A self–declaration by the applicant regarding his/her income.

4) Marriage Invitation Card or Marriage Certificate.

b. Employees Children Education Finance Scheme: All the benefits under this head
are applicable only for children of employee who are in actual blood relation to
him/her. The amount sanctioned will be interest free of Rs. 50000 /- respectively.
The sanctioned amount shall be recoverable in ten equal instalments from the salary
of the employee.

The following Eligibility criteria must be full filled: -

1. He/she must have confirmed admission in recognized educational institutes
2. The age of the candidate must fall within the bracket of 18 to 35 years during loan
application.

3. He/she must be undergoing a graduate/postgraduate degree or a PG diploma.
4. The applicant should have a secured admission in a college or University / Board
affiliated by University / Board Grants Commission (UGC)/All India Council for
Technical Education (AICTE)/Govt. etc.

Here are the mandatory documents that a student needs to provide to the Society
while applying for a Education loan:

 Duly filled in and signed application form with affixed photographs
 2 photographs of passport size
 Copy of exam mark sheets of 10th/12th or latest education certificate
 Statement of course expenses/cost of study
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 Aadhar Card and Pan Card of the student and Parent/ Guardian

1. Age proof : Copy of Aadhar Card /Voter ID/Passport/Driving License
2. Identity proof : Copy of Voter ID/Aadhar Card/Driving License/Passport
3. Residence proof : Rental agreement/Bank statement of 6 months of the student or
co-borrower/guarantor/Copy of Ration card/Gas Book/Electricity Bill/Tel Bill.

1. Travelling facility:

All the benefit under this head is applicable only for all the employees of the Institute
who travel through college bus. Benefit includes
a. The travelling amount payable by the employee for travelling through college bus will
be 50 percent and remaining 50 percent amount will be paid by society.

2. Free college Uniform: All the benefit under this head is applicable only for all the

Class - 4 employee.

3. Incentives and Rewards: Staff members are eligible for the following incentives and

rewards, based on their performance, contribution with minimum 3 year of service at

the institution.

i) Professional society life membership fee of 50% paid by the management for Faculties
with minimum two years of service at the institution (Maximum one professional
society membership per staff member). Others are provided with soft-loans, which
can be recovered in easy installments from their monthly salaries.

ii) Summer/Winter Schools/Seminars/Conference – 100% Registration Fees and On
Duty leave.

iii) Paper Publications in National Conferences- 100% Registration Fee, On-Duty
leave.

iv) Paper publications in international conferences – 100% Registration Fees, On-Duty
and Rs.1000/- Cash Reward once in a year.

6.10 Maintenance of Attendance Register
1. All teaching and non-teaching staff members shall register attendance in the

computer (biometric) before the reporting time and at the end of the college on all

working days. They also sign the attendance register both in forenoon and

afternoon sessions at office of the Registrar / HOD (as applicable).

2. The Registrar / HOD will close the attendance register at specific college time in

the morning and the same must be submitted to the principal’s office.

3. Non-marking of attendance shall be treated as absence unless permitted by the

HOD / Principal.
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4. The number of permissions for short absence should not exceed 3 in a month. The

4th Permission will be considered as half a day CL and so on.

6.11 Personal File and Service Book
1. A personal file shall be maintained in respect of each employee, both teaching and non-

teaching wherein all the details of the employee concerned viz. name, age, address,

names of spouse, dependent, children contact telephone number, qualification, record

of service, etc will be recorded. All such official records in the personal file shall be

attested by the principal.

2. Appreciation of work may also be recorded in the personal file in the following cases:

i. Issued by the Head of Department or the Principal / Authority in respect of any

work.

ii. Issued by any reputed individual, if it is confined to expressing appreciation for

services duly rendered after the normal duty schedule.

iii. Individual Service Book (manual or e-Book) to be maintained in duplicate for each

faculty and regular staff member in the Institute by the office of the establishment.

6.12 Confidential Report (CR)
Confidential report, on a yearly basis, will be recorded by each HOD/Supervisor for the

staff under him in the prescribed form. The form will contain all points of appreciation of

the performance of the staff during the last academic year and this is to be prepared by

the HODs. Confidential report will be a confidential document to be maintained by the

registrar/administrative officer of the institute. Only adverse entries by the

HODS/supervisors are to be communicated to the concerned staff for rectification within

a specific period of time.
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CHAPTER NO -7

CONDUCT AND
DESCIPLINARY RULES
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7.1 Disciplinary Rules
1. Every employee shall at all times maintain absolute integrity and devotion to duty

and also be strictly honest and impartial in his official dealings.

2. All employees shall avoid habitual indebtedness and where an employee applies to

be or is found insolvent; he shall report the fact to the Principal of the institution.

When an employee is found liable to arrest for debt, he may be liable to dismissal.

Any employee, who becomes the subject of legal proceedings for insolvency shall

report full facts to the authorities.

3. An employee should at all times be courteous in his dealings with other member of

the staff, students, parents and members of the public.

4. No Employee shall, without prior written permission of the authorities, engage

himself in any job, remunerative or non-remunerative, outside the Institution.

Whole time duty of a member of staff shall be at the disposal of the Institution and

his services may be required even beyond the schedule office hours including

weekly off days and holidays in case of exigency. Compensation by way of Special

casual leave (SCL) may be considered in case of such duties rendered by any

member of the staff on holidays as decided by the Authority/Principal/HOD.

5. No Employee shall take any paper, books & booklets, drawing, photographs,

instrument, apparatus, document or any other property of the Institution out of

the work premises except with permission of the authority or issued through

library, nor he shall be in any way pass or cause to be passed or disclosed or cause

to be disclosed any information or matter concerning the teaching process,

research information, trade secrets and confidential documents of the Institution

to any unauthorized person, company, organization or corporation without the

written permission of the Authority.

6. All employees shall observe all safety rules or orders that may be notified from time

to time by the institution and use safety equipment provided by the organization.

7. Faculty member/teaching Staff has to obtain prior approval of the authority in

order to apply to any outside authority to add to his present qualification and to

qualify him for higher degree/qualification.

8. All employees must sign in and sign out manually or through automated

attendance recorder at the time of arrival as well as at the time of departure, noting

the time in both the cases. In case of technical failure of the automated attendance
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recorder the concerned staff has to record the attendance as per procedure directed

by the HOD / Principal.

9. All employees should work on a 6 days week basis.

10. Every employee of the organization shall, notwithstanding his personal views on

any matter relating to the organization and program, carry out program faithfully

and perform the duties and responsibilities assigned to him as an employee of the

organization.

11. Every employee shall practice, promote and encourage collective functioning in the

interest of administrative efficiency and apply his personal initiative to the efficient

discharge of his duties.

12. It is the duty of an employee to be loyal, faithful, careful, obedient and reasonably

competent to discharge the duties assigned to him. Devotion to duty implies faithful

service and no failure to discharge duties properly habitual failures i.e. act of

omission & commission constitutes negligence of duty. Negligence on several

occasions is called “habitual negligence”• Failure to discharge duties implies the

incompetence of the concerned employee to comply with the duty given to him.

13. Every employee must exercise care and caution about the properties of the Institute

and shall be responsible for the articles and / or equipment under his charge.

14. Faculty members and lab/technical assistants must not give private tuitions to any

students of the institute. Any violation will be considered as a major disciplinary

violation and may invite strict disciplinary action.

15. Any member of the faculty/staff shall have to take prior permission of the Head of

the Institution i.e. Principal for undertaking any such Assignments as a (i) Expert

member, (ii) Consultant, (iii)members of committee, etc. during/beyond duty

hours.

16. Faculty members will not be allowed to take honorarium/commission from any of

the organization by rendering service on duty except where such

honorarium/commission, which is allowed by the policy or order of the

organization.

17. Employee who wishes to pursue employment in any other organizations must

obtain ‘No Objection Certificate’ from the Authority/ Principal. Any violation in this

regard is considered as a major disciplinary violation and such of those employees

shall forfeit all established benefits as well may invite strict disciplinary action.
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18. Employee must refrain from inciting students against other students, colleagues or

administration. Any violation will be considered as a major disciplinary violation

and may invite strict disciplinary action.

19. Employee must refrain from any kind of criticism of the institute’s authority or

criticism of any decision of his/her superior officers, or of any current or recent

policy or action of the institution. Any failure to abide by this norm will be treated

as an act of insubordination and a major disciplinary violation and will be acted

upon with seriousness that it deserves.

20. Employee must refrain from spreading any kind of rumor/gossip on and off the

campus. Any violation will be considered as a major disciplinary violation and may

invite strict disciplinary action.

21. Employee should not have the habit of wasting or allowing wastage of electrical

energy, water resources and other resources.

22. Employee should not have the habit to Use of liquor or narcotics on the society

premises.

23. Employee should not have the habit to Use of liquor or narcotics on the society

premises

24. Employee should not Use of abusive language, quarrelsome and riotous behavior.

25. Employee must refrain from lodging unsubstantiated allegations against colleagues

to higher authorities. Any violation will be considered as a major disciplinary

violation and may invite strict disciplinary action. Any such act, if caught, may

attract severest punishment.

26. Employees must refrain from habitual absenteeism habitual late coming; habitual

early leaving and habitual skipping the assigned classes and all acts of same nature

will be treated as gross violation of service rule.

27. Any form of sexual harassment or offence is considered as a most serious offence

and will be considered as a major disciplinary violation and shall invite strict

disciplinary action and such other legal measures as mentioned in Anti Sexual

Harassment Committee policy.

28. Employee must not promote any ideas, make statement or act which harms the

harmony and cordial inter personal relationship amongst the members of diverse

religions. Any violation will be considered as a major disciplinary violation and may

invite strict disciplinary action
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29. Faculty and staff members must ensure that any, kind of malpractices have not

taken place in any form in the examination process/academic system.

30. Faculty and staff members should not behave in a vindictive manner towards any

student for any reason. The same is applicable for subordinate employees also. Any

violation will be considered as a major disciplinary violation and may invite strict

disciplinary action.

31. Any kind of grievances to be resolved at the Institute level amicably as per rules of

the Institute. Any unitary action such as suspension of classes, suspension of

normal activities, slowdown etc. individually or collectively will make the concerned

employee liable to face appropriate disciplinary action. Any violation will be

considered as a major disciplinary violation and may invite strict disciplinary action

including termination.

32. No employee shall take active part in politics in the campus of the Institute or

exploit his/her official position for political ends or permit the use of Institute

facilities for political purposes.

33. Without written permission from the Institute authority, no employee shall appear

in any radio/T.V. broadcast/telecast or publish any document anonymously or in

his name or in the name of any other person or make any communication to the

press or make any public utterance.

34. Generally, the Institution will not interfere in the domestic affairs of an employee.

However, in case of complain of torture from the members of the family, the Head

of the Institution i.e. Principal in consultation with the Authority will be competent

to hold departmental enquiry and award punishments including dismissal in case

he is found guilty.

35. An employee who gets involved in some criminal proceedings shall immediately

inform the competent authority through the Head of the Department to which he

is attached, irrespective of the fact whether he has been released on bail or not.

36. Violation of any of these discipline rules as explained as above by Employee/

Employees will be treated as misconduct and the misconduct will be dealt in

accordance with the Penal Rules.
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7.2 Accountability and Discipline
In consideration of nature of offences as mentioned above, the Institute authority may

take the following disciplinary actions against the offender:

1. Censure
2. Withholding of increments not affecting promotion
3. Recovery of the whole or part of any financial loss caused to the Institute by

negligence or breach of orders.
4. Suspension pending enquiry for offence committed, where may be ordered by the

appointing authority and such order of suspension shall be communicated in

writing to the offender intimating the reasons for such suspension. A suspended

employee shall be given the opportunity to defend himself/herself before the

Principal / Authority for enquiring the charges.

5. Dismissal
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CHAPTER NO -8

DEVELOPMENT
ACTIVITIES



INSTITUIONAL SERVICE RULE BOOK

100 | P a g e VISHWESHWAR SHIKSHAN PRASARAK MANDAL, ALMALA. 

8.1 CONSULTANCY AND EXTENSION ACTIVITIES

8.1.1 Consultancy projects

i) Executing consultancy works for the state and private organizations is another
important source of financial resource to the Institute. A faculty member should take
efforts to secure consultancy works in his/her area of specialization from industries and
business or from State agencies.

ii) To secure consultancy work, the individual’s capability in solving practical problem in
his/her area of specialization besides development of good rapport is very essential.
Guiding industry oriented student projects is an easy way of establishing contacts with
the industry counterparts. Hence, faculty member guiding such project works should
establish proper, healthy and positive rapport with the concerned industry from where
such project work is undertaken.

iii) A faculty member should constantly update his/her knowledge, familiarize
himself/herself with the problem of industry by going through industry publications,
attending professional society meetings etc., to establish contact and get to know the
problem of industry.

iv) Attending seminars and conferences organized by professional institutions such as
Confederation of Indian Industry (CII), Federation of Indian Chamber of Commerce &
Industry (FICCI), The Institution of Engineers (IEI), Institute of Electrical and
Electronics Engineers (IEEE) or other Industrial Associations will also help to
understand the problem of industry.

8.1.2 Extension activities

i) A faculty member should take efforts to organize refresher courses, seminars,
workshops not only for the benefit of faculty members but also for participants of
industry and society at large. Such programmes could be self supporting or sponsored
ones.

ii) Conduct of continuing education programmes/structured courses to meet specific
requirement of the industry and society is yet another way of augmenting resource for
the Institute. A faculty member can organize such programmes either one time or on
continual basis year on year.

iii) Extension activities could include various community-oriented services, preferably
using the expertise in the field of science and technology, and addressing the
requirements of weaker sections of the society.

8.1.3 Co-Curricular activities

i) A faculty member is required to arrange guest lectures, seminars etc., to supplement
regular lectures and also help in the conduct of faculty development programmes,
short-term programmes, workshops, open houses, exhibitions organized by the
Department or Institute.
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ii) A faculty member is required to organize industrial visits, educational tours and
accompany the students to visits/tours as and when required by the HOD.

iii) A faculty member if nominated as an Office-bearer such as Treasurer, Adviser of
Professional Society functioning in the Department/Institute he/she shall perform
such duties accordingly.

iv) A faculty member is required to help the Professional Societies in organizing annual
events such as symposium, technical contest, quiz, and also in the interaction with the
parent bodies (e.g. ASME, IEEE etc.) to promote the student chapter of the professional
bodies.

v) A faculty member is required to coordinate National / International conferences /
seminars / symposium / workshop.

vi) A faculty member should submit project proposals to the funding agencies for financial
assistance to conduct seminars, conferences, etc.

8.1.4 Extra-curricular activities (Co-administrative Activities)

i) A faculty member should see that the class rooms, department buildings, laboratories
and surroundings are kept neat and tidy with the help of personnel assigned for this
purpose.

ii) A faculty member should ensure that lights and fans are switched off after the class is
over, and if there is no lecture class for the students in the next period to save energy
consumption.

iii) As discipline in the campus is very essential, every faculty member should interfere if
they notice indulgence by students in activities of condemnable nature.

iv) A faculty member if required to help the HOD in all administrative matters like
distribution of hall tickets, mark sheets etc., and compilation of departmental replies
to higher authorities etc.

v) The faculty member has to serve as a member of any enquiry committee or as a member
of various committees whenever the Department/Institute organizes major events such
as Sports Day, Annual Day, Technical and Cultural Festivals, etc.

vi) Faculty members are liable to be assigned the responsibility of Residential
Tutor/Deputy Warden of the hostels run for the benefit of students for a specific period
of time and for this service they shall be given perquisites in addition to their salary.

vii) All faculty members are expected to oversee the students go to the class on time and
not loitering in the campus.

viii)Faculty members should also take part in activities related to NCC, NSC, NSO, Red
Cross Society, Alumni Association, etc., as office bearer/organizer and shall discharge
the duties assigned to the position.

ix) Any other activity(s) related to Department or Institutional Development that may

be assigned to the faculty member depending on the need.
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Annexure -1
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Annexure – 2
STAFF APPRAISAL FORMAT – TEACHINF STAFF
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Annexure – 3
STAFF APPRAISAL FORMAT – NON-TEACHINF STAFF
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