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é Thee ) 1. SERVICE RULES
2 , e Sjm"‘x Rules are applicable 1o all employees of Ramshobha College of Education,
academic, administrative and maintenance. Employees of the College are bound also by all uther

re]e\:am rules, regulations and procedures in force at the time of their appointment and us may b
modified from time to time thereafter.

L. 2. APPLICABLITY
If any provision in the General administration Rules of Ramshobha College of Education,
Tepugnant 10 any other provisions applicable to any particular categories of employees the
provisions of this rules will prevail.

3. CATEGORIES OF EMPLOYEES
3.1. TEACHING
Principal
Vice Principal
IQAC Coordinator
Dean
Head of the Department
Professor
Associate Professor
Assistant Professor
Physical Education Teacher
Librarian
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3.2. NON - TEACHING [ACADEMIC_)

a. Placement officer

b. Skilled / Lab Assistant
c. ICT / IT Operator

d. Receptionist

3.3. ADMINISTRATION

a. Chairman
b. Secretary
c. Director
d. Purchase Officer
e. Technical Officer
f. Accountant
g. Office Assistant
h. Store Keeper Q;XL
i. Computer Operator Js-cad
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4. CLASSIFICATION OF EMPLOYEES \

Employees shall be classified as:

a. Permanent
b. Probationary
¢. Temporary

d. Contract

e. Part-time

f. Casual / Daily wages %

4.1. PERMANENT
Permanent employee is one who is appointed on a permanent basis against a regular

vacancy with an appointment order issued by the Competent Authority.

b. On the satisfactory completion of the period of probation, regularization order shall be
issued by the Correspondent to the employee.

c. Being a Self-financed institution, all appointments will be subjected to the following

conditions.

The management has discretionary powers to terminate any appointment because of

i. Cessation of the post/ programme.
ii. Lack of sufficient number of students for the particular course.
iii. Change of curriculum/ syllabus or any other unforeseen circumstances.

In the case of change of curriculum/syllabus, in deserving circumstances guidelines given

by the Governing Council time to time will be implemented.

o is provisionally selected to fill a regular post but

4.2. ‘PROBATIONARY’ is one wh
on or extension thereof.

has not yet completed the prescribed period of probati

43. ‘TEMPORARY’ employee is one who is appointed for a fixed or specified period of

time:
a. in work which is essentially of a temporary nature, or
b. to fill temporarily in a regular post, or
c. to cope up with a temporary increase in work, or
d. For any other reason.

A temporary employee shall be entitled only to the benefits as specified in the terms of

employments.

d on contract for a stipulated period
f which employment automatically
¢ benefits as specified, in

4.4. ‘CONTRACT employee is onc who is employe
of time or for a specific work, on the lapse 0
ceases. A contract employee shall be entitled only to th
writing, in the terms of contract.
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4.5. 'PA.RT-TIME' employee is one who is employed to do work for less than the normal
perlod of working hours. He shall be entitled to benefits only as specified, in writing,
in the letter of appointment.

4.6.

'CASUAL/DAILY WAGES’ (NMR): emp]oyec is one who is Cmploycd on a dily-
by-day basis for the work of an occasional or casual nature. A casual employee shall
not be entitled to benefits provided to other classes of employeces.

5. RECRUITMENT
All the recruitments will be done through inrtveiw / Academics Records as per NCTE /
University norms and the selection procedures of the management.

6. EMPLOYMENT
6.1. Only a person who has received a letter of appointment duly signed by the Compctent
Authority and joined duty thereof shall be deemed to be an employee of the college.

6.2. The appointee shall produce her/his original certificates and one set of attested copies thereof

at the time of joining duty and those documents should be made available as and when required
for scrutiny.

6.3. Unless, in any particular case, it be otherwise distinctly provided, the employee’s time is
entirely at the disposal of the College and she/he may be employed in any manner required by the
Competent Authority, without claim for additional remuneration.

6.4. Generally, before a person is considered for regular employment, unless otherwise specified
in the appointment order, s/he is required to be on probation for a period of two years within a
continuous period of three years from the date of joining duty as a probationer.

6.5. If during the period of probation, the employee’s performance of the duties assigned to
him/her has been found to be satisfactory his or her position may be regularized; if not satisfactory,
the period of probation may be extended at the discretion of the Competent Authority.

6.6. During the period of probation or extended period of probation or at the end of probation, the
services of a probationer can be dispensed with at any time without assigning any reason. No
appeal shall lie against such termination.

6.7. No employee is entitled to be treated as a regular employee by reason alone of his/her having
completed the probationary period until the confirmation order is issued in writing by the
Competent Authority. If no orders are passed, the probationer’s services will be deemed to have
been unsatisfactory and the probationer discharged from service.
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post shall be

appointed in a different post or promoted 10 a higher

. O
0.8, A regular employce
ory completion of

probation for a period of one ycar with in a period of two years. Unsatisfact
probation period entails reversion to the carlier post. ‘\\-
\

6.9. No employee can claim promotion as a matter of right. When & higher post falls vacant and

the competent authority decides to fill the post with the approval of’ Governing Council, the
competent authority is free to consider all eligible candidates who apply for it. The promotion of
an employee from a lower post to a higher post will be determined on the basis of merit, quality
of service, loyalty, conduct. efficiency. ability. health. nature of the job, years of service and the
individual’s suitability for the job.

6.10. An Employee may resign his appointment by giving a notice not less than three months in
writing to the appointing authority. The period of threc month notice shall be rekoned from the

date of receipt of such notice by Appointing Authority.

6.11. After due consideration of appraisal report the employee may be considered for promotion
/ stagnation / termination by the management / competent authority.

6.12. Inter departmental transfers of employees may be made by the Competent Authority in the
interest of the institution and employees are bound to comply with orders in this behalf.

6.13. Each employee must submit the appraisal report by ending of Academic year.

7. SERVICE REGISTER AND SENIORITY

7.1. It shall be the duty of every employee to furnish, in writing, his/her correct and complete bio
data in the prescribed form to the Competent Authority for the purpose of opening Service

Register, and thereafter promptly to notify, in writing, any subsequent changes in the details
furnished. Any suppression/ distortion of material facts is sufficient enough for termination.

7.2. The management of college maintains staff personal details / service records.

8. RECORD OF AGE PROOF
The date of birth of an employee, as furnished by her/his at the time of joining duty, should

be supported by her/his School Leaving Certificate.

The age of the employee verified as above and accepted and recorded in the service register

by the college and approved by the competent authority shall be conclusive proof of the age of
the employee for all questions concerning her/his employment including retirement, and no
corrections will be carried out in the service register even when the age is corrected in the School

Leaving Certificate.
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9: CH/.\NGE OF ADDRESS
Occurs in the residential address of an employee she/hie must

nges to the Competent Authority in writing which shall be recorded
the administrative office of the College.

Whenever any change
immediately intimate such cha
in the registers maintained in

2 19. .LEAVH.\IG THE HEADQUARTERS .
0 employee shall, ordinarily, while on leave or under suspension or on holidays, lcave
thf: headquarters without prior permission of her/his leave sanctioning authority. If an employce
wishes to leave station for any reason, while applying for such leave, she/he should communicate

to the Correspondent/ authorities the out-station address/contact number at which she/he may be
contacted if necessary.

. 11. CODE OF CONDUCT AND DISCIPLINE IN GENERAL:
11.1. Unless it is explicitly stated, the staff employed in the College shall be at the disposal of the

College during all the working hours and s/he shall serve it in such capacity and at such places as
s/he may from time to time be directed.

11.2. Every member of the staff of the College shall conform to the rules and regulations in force
in the institution and obey all orders and directions which are given from time to time to her/him

by any person or persons under whose jurisdiction, superintendence or control s/he may be placed
from time to time.

11.3. The members of the staff of the College shall furnish either at the time of appointment or
when asked for, an undertaking agreeing to abide by the rules and regulations in force and the
other conditions which the management may prescribe or modify as the case may be.

11.4. Each member of the staff is expected to know the Vision, Mission, Values and Quality
Policy of the institution and work constantly for their realization. They are also expected to be in
the know of all the guidelines of NCTE / University and all concerned agencies and laws
concerned with running a minority higher education institution.

12. CODE OF CONDUCT AND DISCIPLINE IN PARTICULAR:

12.1. Each member of the staff should possess outstanding qualities so as to mould students into
excellent persons and each staff shall be a role model to them.

12.2. They shall discharge their duties efficiently and diligently so that the student community
mav be given a high quality of training in keeping with the Vision, Mission, Values, Motto and
Quality policy of the College.

12.3. They shall not absent themselves from their duties except when very necessary and with

prior permission.
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12.4. Every staff member shall be found in his/ her specified working place, | ., Vine
place is all.owed only with prior permission and after recording the same |y, the 1me, /'

(X TP

register.

12.5. Every member shall conform in letter and Spirit to the rules and regulations of the ¢,
as regards to their job description and prescriptions,

12.6. Every member shall perform all the additional duties assipned for 1he welfare of the
students either before or afier regular working hours or on holidays,

12.7. No member of the staff shall be engaged in gambling or betting cither in the « olleg:
premises or in any public place,

12.8. Substance abusc is strictly prohibited in the college premises, No member of the staff shal
be found in a state of drunkenness nor shall s/he consume any alcoholic beverage or any kind of
intoxicants in the College premiscs,

12.9. No member of the staff shall be, for any reason, found puilty of giving or taking bribe or
gifts or any illegal gratification from the students or their parents or guardians or from other
employees or from any other agencices,

12.10. No member of the staff shall indulge in harassment ol any type, misbehaviour or
victimize or show partiality to any of the staff or students of the College. All the staff are
expected to avoid strictly all diseriminations based on caste, creed, status, and keep themselves
away from all kinds of gender bias,

12.11. No member of the staff shall be involyed cither directly or indirectly in any criminal
activities,

12.12. If any member of the staff is subjected o any criminal proceedings, the Correspondent
shall be apprised of i,

12.13. If any member of the stalf is arrested on any charge and detained in custody for more
than 24 hours, s/he shall be deemed to be under suspension from the date of arrest, When
released or on bail the member should convinee the management of his/her bona-fides to be

reinstated. Nﬁ o '
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: 12.14. Any member, convicted in

_ acourt of law on criminal charone chs s hic/her coryimme
terminated. aw on criminal charges, shall have his/her services

12.15. No staff member shall bring or

attempt to exert any politi social pressure he
influ : - itical or social pressure or other
influences on his/her superior v PAHSS g

authority in respect of his/her service interests.

2
12.16. No member of the staff shall be a member of any political party and neither shall s/he

co_ntc?st any political election. No member of the staff shall get involved in any political activity
within the College campus.

2 J x . ' . ' o . L4
12.17. No member of the staff shall engage directly or indirectly in any activity for financial
gain or trade or business. like running tutorial or coaching classes, technical courses, small
businesses, driving schools or private consultancies or any work of remunerative. nature.

12.18. The members of the staff shall have only a decent, mature professional relationship
among themselves and with the students keeping an emotional distance and in no way involve in
any harassment in word or deed.

12.19. Works of honorary nature like doing research, writing books or undertaking work of an
academic nature including guiding PhD students are encouraged, provided they are done
without prejudice to the'work in the College with proper permission from the Correspondent.

12.20. No member of the staff may apply for employment elsewhere without the prior
permission of the employer.

12.21. No member of the staff shall engage himself/herself in mass signature campaign.

12.22. No member of the staff shall mobilise the staff for any demonstration, mass
representation or protest against the management.

12.23. No member of the staff shall engage himself/herself in any protest against the
management like slow down work, mass casual leave, pen down strike or any other interruption

or discontinuance of work.

12.24. The members of the staff shall not participate in any of the strike or demonstration which
is prejudicial to thé&hterests of the College.
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| etive eriticism of the policies of the
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Who are enpaped in similar destruetive activities nor shall s/he ventilate any gricvance thmua
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the press, leallets, hand bills, electronic or digital social media, ete.

12,26, No member of the staff shall damage or attempt to cause damage to the property of the

Collepe and bring loss to L.

12.27. No member of the stall shall disobey the orders of the management or superiors; neither
shall s/he refuse to aceept any communication from the management.

12,28, No one shall knowingly make any false statements in any document pertaining to her /his

cmployment in the College. Neither shall anyone of the stafT try to access or copy or give or
take or possess any document belonging (o the college he/she is not authorized to possess.

12.29. No representation of gricvances is to be made to the management except through proper
channel.

12.30. No member of the staff shall make any statement or write any article to the press or give
any talk on the radio or TV or post in any social media or private or social network or blogs, on
a topic related to the College/ management without prior sanction from the Correspondent.

12,31, No member of the staff shall make use of or give access to others, any matter of
confidential nature which s/he has acquired as an employee in the College for any purpose.

12.32. Every member of the staff shall hold the development and success of the College very
dear to him/her and shall come forward with suggestions and proposals for its growth. S/he shall
generously give her /his best so that the College will ever fulfill the mission the management has

envisaged for it.

12.33. Every member of the staff shall take keen interest in the continuous enrichment of her/his
profession through studies and research throughout the career.

12,34, Members of the staff are expected to participate in knowledge building activities and
enrich their field of knowledge by sharing the artifacts, engaging themselves in scientific
dialogue and collaborating in research with their professional peers at the local, national and
international levels through avenues like professional meetings, seminars, workshops,

conferences et , i)
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12.35. Members of the staff shall respect the ri
them impartially regardless of their religion, ¢
gender. They shall respect and show keen inte
by the students for their benefit and benefit of

ghts and dignity of all the students and deal with
aste, socio-economic status, physical abilities and
rest to listen to the opinions and views expressed
the institution,

‘) - - F\ 5 el ’- . N 3 . .
12.36. Each of the staff. with their limits. shall spend time to encourage. mentor and counsel the
students who are in need of guidance for the quality improvement of their education and career
without expectation of any remuneration or compensation.

12.37. The members of the staff shall speak respectful of other staff and render assistance for

mutual professional betterment and refrain from lodging unsubstantiated allegations against
colleagues to higher authorities.

12.38. The members of the staff shall give due respect to the parents and guardians of the
students, convey any information with regard to their wards politely during the parent-teachers
interaction meetings or through other means whenever it is needed.

12.39. The members of the staff shall recognize and remember that education is a public service
and uphold their responsibilities to the public.

12.40. The members of the staff shall be interested in the emancipation of the society, be aware
of the prevailing social issues and involve in such activities professionally as to provide valuable

and timely solutions for the same without prejudice to their duties in the institution with the
permission and guidance of the authorities of the institution.

12.41. Achievements and drawbacks on the part of the teaching and other staff will be recorded

at the end of every year which will be considered for the career development of the staft within
the college.

13. DUTIES AND RESPONSIBILITIES
13.1. PRINCIPAL '

The Principal is the one who is fully responsible for the academic performance of the
College under the guidance, direction and control of the Correspondent. “Academic™ means
institutional, governmental and public requirements for education, including the requirements of
the relevant accrediting agencies.

S/he will lead the personnel of the college for the quality development of the institution in
the fields of Academic, Research and Discipline. S/he is responsible to create an ambiance
conducive for the best performance of the staff and the students and to develop best practices that
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sustain high standards and gocial responsibility and thus lead the ::ullu;/’,u Owirds g, ”
(')"-“; vislon mission, and quality policy ablding by the salient values of the colfey, 7

I3.11 Sihe shall be familior and have thorough knowledge of all the rules, reglitio, o
guidelines and direetions of NCT1E/ University, Government of Jharkliand /e OV I,
Acereditation: Agencies and related agencies and (e demands of the luw thy apply 1,
establishment und ranning o a minority fnstitution ol higher education and he ¢lrstgses of i
Manual of General Administration of the ( ollepe,

13.1.2. S/he will cooperate witl) the Correspondent (o steer the nstitution tovrirds the fulfille,
ol'its vision, mission, and quality policy with his academic | idership in accordanee with the risfes
of the Central and State Governments and (heir relevant apencics, Alfilfuting University, ang
principles of different acerediting agencies and (he direetiony by the Cioverning Council time 1o
time.

13.1.3. S/he is responsible for following the government rules with regard (o admission, syllabus,
number of working days. examination and (he results cte, Along witl) this, he/she s duty bound
to reach the academic objectives of the college. i.e, the standardsy the management sery as regards
to the quality education 10 he imparted in the College, In these matters it i the tull responsibility
of the Principal to creatively plan and devise wilys and means 1o achieve (his targel, ‘This is his/her
domain. This includes (he curricular, co-curricular and Cxtra-curricular activitjes,

13.1.4. S/he will correspond with all academic bodjcs of the Government in consultation with the
Correspondent,

13.1.5. Before cevery academic year s/he will initiate « process in the College and set academic
targets in the light of the vision and mission and values of the college and the academic objectives
set by the management, and accordingly plan academic activitics, Academic targets include
yearly inspirational theme, new campus policics (o be followed, targeted results, research projects,
publications, conferences cle.. and based on these, the programmes and activitics for the academic
year will be finalized.

13.1.6. Any alteration/deviation from what is given in the handbook as regards College timings,
working days and holidays should be made only with the consent of the Correspondent,

13.1.7. The quality standards sect by the college, namely transparent benchmarks, periodical
monitoring system, and feedback system, for the evaluation of different activitics of the college,
will be clearly communicated by the principal to all and be diligently exceuted.

13.1.8. S/he has to ensure that cach staff carries out her/his responsibilitics effectively and strict
discipline, is maintained ag regards the class work, examinations, coaching for weak students,
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- 13.1.8. S/he has to en i '
bl il Sudre that each staff carries out het/his responsibilities effectively and” strict
il v aine .as .regards the class work, examinations, coaching for weak students,
seling, periodic tests, school visits, association activities ete. S/he briefs the

Corres ipli
ponde.nt about the progress of the staff on a regular basis and brings the indiscipline among
the staff to his notice, if any.

13.1.?. S'/he will initiate steps to analyze the results of the internal tests and university
€Xaminations and will take appropriate measures to improve the results.

13.1.10. S/he will assist the Correspondent to develop an effective, valid and reliable staff
assessment tool and feedback system and effectively conduct the assessment involving all the
stakeholders, getting assistance and cooperation from the IQAC.

13.1.11. S/he will make arrangements to summarize the results of the feedback, and assist the
Correspondent in the analysis of the feedback and to communicate fruits of the feedback to each
staff, and will ensure the improvement of the staff with proper follow up and guidance.

13.1.12. The Principal is expected to represent the management and its vision and mind to the
staff and to motivate and lead them, being at the forefront, to be faithful to their duties and to the
institution. He/she will regularly report the Correspondent of the improvement of the staff and
assist him/her in awarding incentives and initiating disciplinary procedures.

13.1.13. Student discipline is her/his responsibility. However, the Correspondent shall be kept
informed of all major acts of indiscipline. When steps are initiated to award major punishments
the consent of the Correspondent should be obtained at every stage.

13.1.14. S/he will make sure that all the members of the faculty submits her/his appraisal report /
personal / service information.

13.1.15. S/he is responsible to assess the staff requirements of the college and give proposals to
the management for the appointment of adequate and qualified staff and make best use of the
appointed staff by allotting proper duties to them and to ensure that the staff gets sufficient
inservice training. S/he is responsible to encourage the professional development of the staff
qualitatively, both in teaching and research.

13.1.16. It is her /his responsibility to maintain a high morale and discipline among the staff
through appropriate motivation programmes, reinforcements and fair treatment of all. He/she
should ensure that a culture of democratic decision making, subsidiarity is in place, encouraging
everyone to develop their career, skills and personality and giving fair chance to take up
appropriate responsibilities and leadership which can go a long way in keeping the morale of the

staff high, .24 “ Chairman
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13130 $he will be the incharge of T1QAC and 0 has the reSponsiiy 1 kead and TR
10 adhidve axallanee and s’he is responsible 1 officiently guds the TQAC waards QUTTESCEN

Loeping 21l the rocords and filas and 1o prosent tham 10 the 3utharities,

13131 She has o smctly obsanve 2l the walkes of the cOVETTIRETIAmIVETSTY In 2l asadomie
maners and cases of exempion should he brought 10 the natice of the Corraspondent for fmdans.

13.1.32. One of the emaroing aress the Principel has 10 focus SONSTATENIAON WP O IS Sxliehorsnan
With instnotions of internations] repuna, Torsign and nland. pening way Tar &l lahoraad Tsosh
smadems” exchanae and chanoss of higher smdies for the sadems of the Iinuriom. SOk

MoUs of long 12rm relefionships shonld he 2 priotity.
13.1.33. As 2 practics] =3d for the prograssion of the stodsms, the Princinel hes 1o S22 Thall TresT
motivenion snd intiation is civen o the stadsms wwrie CTELITET. CSRANELUGC s and

other compatitve exams by 2l the deparmnams.

Hids 2nd SnooUTRRS MENTTIM PlasEmern Tor he Stalus

13.134. Th= Principe] hes the duiy 1 o
conmacting different Indusriss =nd InsUTHons. faciinss wemmes T SAll 3o and
srrencine for incampus 2nd offcempus drives. with the 23d of the Plasernem and Teamme o
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rincipal is duty bound to lead the institution, with the help of the [QAC - iy <8
-~ b The u SN B v N . ~ " . )
ASsts s “nr;l e, in the preparation for accreditation (NAAC and others) ang j, Q;‘ \° ¢
sections of the college, iting agencics in time Moo X®
ing regular reports to the acerediting agencies in ) - (
and presenting regular repot : \h.,;bi\

13.1.38. As the academic head of the institution, s/he is to direct an
J, IR\ P SN . ] " ™ PUTOn e
personnel and other non-teaching staff" and monitor thei services
A [} . N~ pra
eflicient running of the institution in consonance with the Corre

d guide the college
in their respective
spondent.

Offic,
areas for the

13.1.39. The Principal is responsible for the
Governing Council / Trust and the administr
for the strict adherence to them,

dissemination of the reley

ant decisions of (he
ative mectings, to the

concerned staff and Students,

13.2.1QAC COORDINATOR

IQAC Coordinator is the one responsible for {he

of the quality of the technical education of the
her/his plans

assurance, sustenance and enhancement

institution, to the highest global standards, by
and strategies, execution, monitoring and guidance. She/he wil| cooperate with the
principal in his efforts to bring out the best from the students ang the staff, in accordance with

the guidance and direction of the Correspondent and in consonance with the vision, mission, and
quality policy of the institution,

13.2.1. The IQAC coordinator is expected to have
aspect of the quality assessment of all the entitjes of the institution

Processes as provided in the manuals of the corresponding national and international agencies,
such as NIRF, NAAC, NBA, ABET etc.

a thorough knowledge about cach and every

and the accreditation

13.2.2. Sthe has an affable rela
nonteaching staff members of
institution withouyt any reluct

tionship with the Mmanagement, principal and all te
the institution and i

ance or reservation.

aching and
s ready to interact with the people in the

13.2.3. S/he introduces high stand

ard benchmarks
of the institution

and good practices and inspires the personnel
and the students to rise

Up to realize such high standards.

13.2.4. S/he shall direct, guide
accordance with the guidelines
thorough.

a%/ g Wl \gl\\u: ~he ¢J
Chairman ‘ :

and monitor the efMicient functio

ring of the IQAC cell in
prescribed by the rele

vant agencics, with which she/he should be

: Lot Secrerany
RamshobhaCo"egeofEducation v+ Ramshabha CO"OQGOfEduCaS'
Bankhetta, Chutupayy, ' " " Banketta, Oey
Ramgf‘{b, Jharkhang _ s Ranmam..Jharkhm

1 A I
shiy .._‘~.“| - 3}




|l
.

LA G he/Wds daty to upload (e g Quality assurance reports (AQAI) related 1 iy
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tor the quality fproverent of (e College e college website and send the same 1o the
N:‘\"\(\l

L32708he ensares the relevanee, hecessity wnd quility of the enriehiment progeams, vilue
addded courses and researel eforty (hat (e fealty arrinpes,

L3 28She ensures that the academie and administrative

detivities of the institution are fimely,
cicient and progressive and organizes (hes

¢ effectively for the best oueome,

13,200 8/he evolves mechantsms

and proeedures for the reliability and inteprity of evaluation
Processes,

32000 8/he submits tmely reports and pets proper puddance and dire
Correspondent and efficiently arranges for the adequacy, maintenance
support stractures and services of the institution by perfodical audits
feedback,

ction from the
and functioning of all the
and by responding to

L3201 S/he plans necessary strategics and activities (o implement the quality

benehmarks/parameters, approved by the management, for various academic and administrative

activities together with the Principal, Deans and Hobs and others who head different sections
and groups of the college.

13,2120 8/he endeavours diligently. (o ereate a facilitative learmer-centric cnvironment,
conducive of quality education for knowledge acquisition, skill development. research and
creation ol innovative products.

13.2.13. S/he arranges for regular and systematic feedback about different aspects and activitics
ot the college from all the stakeholders of the institution,
13.2.14. §/he assiduously collects and codifies feedback for analysis, arranges analysis meetings
and brings the findings to the notice of the authoritics of the institution for responsive action for
quality improvement.

13.2.15. S/he is responsible to arrange for proper documentation and recording of all the
programs and activitics of the college and develop standard filing systems at various levels of
“aop
the college.
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oinal in e g - institution into a nodal agency to qualify ,
13.2.16. S/he helps the principal in enhancing the instit ¢ geney 1o qualify g

equip itself to impatt quality related programmes to other agencies or institutions. b‘%\bi\

NI
N

13.2.17. S/he is responsible to develop and put into practice quality campus culture and .

intellectual habits with innovative and value based best practices for the integral development of Vs

the students and the eminence of the institution. @:

13.2.18. S/he develops and keeps a dynamic and responsive system for quality changes in the

institution, by regularly accessing the benchmarks and directions given by the concerned

agencies of assessment and accreditation in their websites and other modes of communication.

13.2.19. On the whole. the primary task of the IQAC and its Coordinator is to be a catalyst of

quality development and to establish a dynamic system for conscious. consistent and continuous \

improvement in the overall performance of institution. ‘

13.3. DEAN

13.3.1. When the management deems it proper and necessary for the efficient running of the
college, it appoints Deans, putting them responsible over certain areas of activities of the college,
clearly prescribing their duties and responsibilities. They will carry out their duties in close
association with the Principal and the Correspondent, wielding a respectable place above the
HoDs in the chain of authorities.

13.4. HEAD OF THE DEPARTMENT (HOD)

13.4.1. Head of Department is fully responsible for the academic performance of her/his
respective departments under the guidance, direction and control of the Principal. This includes
curricular, co-curricular and extra-curricular activities besides the [QAC requirements.

13.4.2. HoD, together with the faculty, prepares the vision, mission and objectives of the
department aiming at excellence in the respective field.

13.4.3. Prior to the beginning of each academic year, the HoD, in association with the Principal
and with the assistance of the faculty of her/his department. considering the annual objectives
given by the management. sets targets for the year. finalizes the various programmes and activities
and proposes a budget to the management for the year so that the activities of the department may
be effectively carried out and monitored.

13.4.4. S/he places the requirements regarding the manpower, equipment, space and other needs
before the Pringcipal well in time.
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13.4.2. HoD, together with
e ot the faculty, prepares the vision, mission and objectives of the
ep aiming at excellence in the respective field

13.4.3 Pri - .
o t(})1r to tt‘m beginning of each academic year, the HoD, in association with the Principal

ven by th ¢ assistance of the faculty of her/his department, considering the annual objectives
g Yy Ih€ management, sets targets for the year, finalizes the various programmes and activities

and propf)ses a budget to the management for the year so that the activities of the department may
be effectively carried out and monitored,

13.4.4. S/he places the requirements regarding the manpower, equipment, space and other needs
before the Principal well in time.

13.4.5. S/he submits the proposals for school Visits and Study Tour (in the case of second year
students) to the Correspondent with the permission of the Principal.

13.4.6. S/he shall follow the procedures prescribed by the College for the purchase of goods and
equipment for her/ his department.

13.4.7. Once the goods and equipment are delivered s/he has to ensure that they are in accordance
to the description and specification of the PO (Purchase Order), and that they are taken charge of
and entered in the stock registers; after completing all such formalities, arrangement is to be made

for the settlement of the bills.

13.4.8. S/he will ensure that the job description and shared responsibilities of the members of the
staff in her/his department are properly communicated, understood and acted upon.

“13.4.9. It is her/his responsibility to allocate duty to the staff and set the timetable.

13.4.10. S/he is responsible for students’ attendance, granting OD and leave and to deal with late
arrival etc. S/he is also responsible for communicating students’ progress reports to the parents.

13.4.11. S/he is personally responsible to monitor that the class and laboratory work is eftectively
engaged by each member of the staff, and that coaching for the slow-learners, student mentoring
and counseling, monthly periodic tests, industrial visits, in-plant training, internships, association
activities etc. are well conducted in appropriate time and within the approved scheme or budget.

13.4.12." The HoD has the responsibility to review the performance of each staff of
her/hisvdepartment, teaching and non-teaching, with regard to their curricular, co-curricular and
extra-curricylgg activities and report of her/his effectiveness and deficiencies to the Principal and

"’ exligs ") mn <. .
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Correspondent, in that order, time to time and submit a confidential written repo at e, \\&\s‘c
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cach semester in the format prescribed with due exp 1 @Q\é
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5
s the responsibili ic integrate the new staff appoine .
13.4.13. The HoD has the responsibility to orient and integ Ppointeg iny, ,

: it ¢ -ounsel and guide those staff, especially who have defigjep.. >
respective department and to (.OL‘II'IS(J and g Iig , €sp y encie \ )
communication skills or controlling classes for improvement.

13.4.14. In respect of teaching and learning, s/he is responsible to see that proper course files g,
developed by the teaching staff in accordance with the guidance given by the IQAC and to ensure
that appropriate and creative teaching methods are followed with ICT usage, and to make syre
that the students understand the concepts, find avenues for new researches and get inspirations to
apply what they learn innovatively,

-

13.4.15. It is the duty of the HoD to see that all the laboratories connected to the department are

well maintained and equipment are systematically displayed, and experiments are conducted for
the full benefit of the students, and the personnel involved are faithful to their duties.

13.4.17. 1t is her/his duty to ensure the discipline of the staff and students in the department. When
necessary s/he will refer cases to the Principal to be dealt with. (Discipline in the sense of 1.
following the rules and code of conduct of the institution and not causing any disturbance in the
smooth running of the institution and its system, 2. general conduct and performance of duties in
genuine commitment, with proper manners, and positive ethical, moral and professional

standards, 3. having single focus to the meritorious achievement of the purpose of being part of
the institution, in line with its vision and mission). -

13.4.18. S/he brings to the notice of the Principal the status of the achievement and discipline of
the students of her/his Department periodically, and gets guidance for their improvement.

13.4.19. All official communications related to his/her department are routed through the HoD.

13.4.20. S/he conducts faculty and other related meetings regularly and decisions are taken with
due democratic consultation and are recorded systematically.
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’5,3,4,21. 1t is the duly. of the oD (o Wystemtlonlly l-u.,”,“ e Feplnters, I8, Hishshny coud dul
‘ vith proper cataloguing and ndex, connected (o the netivities of the i ML ol il e it
hey are kept up-10 date and complete,

13.4.22. The HoD is responsible (o ensure the ot con peratton of herfhils depaitien! e 1O 4L

and its efforts to evaluate the teaching quality of (he feolty, follovdng its guldanes and piving all
the data required by it in proper format,

13.4.23. The HoD is duty bound o take cfforts to bring In endovaments, sponsorships with the
help of the staff of the department to assure the quality and sustainable grovih of the department,

13.4.24. The HoD is duty bound to arrange for proper growth of the department in institution

relationship, internships, placement and training services, and to arrange for MoUs and long term
agreements to that effect with relevant institutions.

13.4.25. The HoD is duty bound to work for the growth of rescarch, publications, attainment of
patents, preparing and sending projects for funding, consultancy scrvices clc. with the cooperation
of the departmental staff.

13.4.26. The HoD has the duty of arranging regular parent-teachers interaction mectings in
consultation with the principal and promoting cooperation of the parents for the academic success
and professional formation of the students.

13.4.27. The HoD has the duty of having a systematic record of all the alumni and their present
status, and for arranging regular departmental alumni meetings, especially summer meetings and
encouraging all the alumni to attend the annual alumni meetings,

13.4.28. The HoD takes creative efforts for the development ol quality innovations and best
practices in the activities of the department.

13.4.29. S/he will keep the Principal informed of all the important happenings in the department,
and at the same time, inform all the staff of her/his department, and if necessary the students (oo,
all the communications given by the Principal and relevant decisions of the management

13.4.30. It is the duty of the HoD to sce that the department satisfies the best standards and criteria
of accreditation bodies such as NAAC.,
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F 13430 S/he will hand over charges withall the keys, documents, reg file o "
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inted by the management to replace her/him as HoD forthwith, as per the Totatigy, §
appointed by anag

|
O
the college.

srtak ined to the vision and mijgg;
13.4.32, $/he is duty-bound to undertake any other duty pertain missjg

-

N “
o Mofy, ¢
institution that may be assigned to her/him by the management or by the Principal.

13.4.33. The management, When it deems necessary, may appoint assistant HoDs and persons fy,
other responsibilities, to share the responsibilities of the HoD, for the quality administration of
the department.

13.5. TEACHING STAFF

Teacher is the one who commits her/himself enthusiasticall
knowledge, competence and values. They are
the students of the institution with optimal kn
with healthy personality,
a worthy pl

y to help the students acquire
primarily responsible for the all-round growth of
owledge, practical skills, highest research caliber,

prosocial principles, values and civility, who serve the society finding
ace in the job market or academics or as an entrepreneur.

Upholding highest standards of quality and mindful of the vision, mission and the quality
policy of the institution, teachers are to deliver the classes using innovative and up-to-date
pedagogical methods and techniques, that students have mastery over the subjects and are
inspired for further search for knowledge, initiate innovative research, practical application for

the enhancement of the quiety. Teachers are to be masters, guides, mentors and leaders and wel]
respected significant other in the life of the students.

13.5.1. It is only through advanced

preparation that the teachers can perform their job
efficiently.

In view of this the teachers have to prepare themselves by reading books,

periodicals, journals to improve their own knowledge and understanding. They should attend all
the training programmes organized by the College.

13.5.2. The teachers prepare the course files according to the framework given by the IQAC and

best practices of teaching and get them approved even before the beginning of the course and
the frame work has to be communicated to the students, so th

at the students also prepare
themselves for classes.

13.5.3. Preparation of classes should be done sufficient]

y in advance, since there may be
unexpected demands from the authorities on their free t

ime on the College campus.
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J'O/)' 13.5.4. Teachers are expected to fOHO(QW)s;anda d
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he steps of the course file, connect the vision 'ql'lahty o rceluks dcalin S XS, Ko
¢ syllabus and make » mission of the instituti :
the sy sure the expected outcomes are realized i 1ttlil o an e deperment i
n the students.

keep improving their teaching methods ang pedagogy according|
y.

13.5.6. Teachers are ex
pected to be constantly evolving as good teachers and strengthen their

teaching by using the vari : .
orograms };vhichg arious e-.materlals available in our college and arranging for enrichment
. are to be mentioned in the course-file itself,

13.5.7. Teachers have to keep close track of their class schedule so that the syllabus is

completed on time. If any difficulty in completing the syllabus in time is foreseen it should be
made up through extra and special classes.

13.5.8. Teachers have to get continuous feedback from their students about all the attributes and
functions of a good teacher, and especially to evaluate attainment of CLO /PLO.

13.5.9. Teachers are to follow systematic evaluation methods to measure the comprehension and
development of the students by various methods like Class Quiz, Assignments, Mini-projects,
Class tests etc. The centralized internal examinations, with the practice of preparing two sets of
qﬁestions, strict evaluation is to be adhered faithfully. :

13.5.10. Teachers are duty bound to identify the caliber of the students well in time and plan and
execute special strategies for slow-learners, gifted students and average students, that they
achieve their maximum in the examinations and other areas bringing laurels to the institution.

13.5.11. They are expected to serve as class-coordinators whenever such responsibility is given
to them. She/he will convene the class committee meetings regularly to assess the teaching
quality of the teachers handling concerned classes, the learning levels of the students, the
teaching pedagogy to be improved and the other requirements of the students for further
improvement of the teaching-learning process.

13.5.12. It is the responsibility of every teacher to equip her/himself by being up-to-date in their
field and familiarize her/himself with new teaching methods, proper usage of ICT and research
methodology by attending appropriate FDPs and on line certificate courses.

13.5.13 It is mandatory that all the teaching staff who have completed PhD should obtain guide-
ship and guide PhD candidates as it is an important service one expert can do to the society and

to the scientific field.
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13.5.14. The faculty members who guide PhD Ci‘lﬂ(”diIICS arce UXPC’C“:(' l().guidc only (
students admitted by the college. They are to inlorm' and gcl pcrnn.s:smn from ”fc .

Correspondent, whenever they serve as co-guides 'wnh staff bclo.ngl'ng lo'olhcr m..qllltu
are expected to keep the highest academic and cthical standards in line with the visjo,

he \».)'3
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tions, Tt
1 dnd

mission of the college, avoiding all the unhealthy practices frowned upon by the scientifie
community. A copy of the dissertation or thesis of the rescarch students should be submitte

the college at the completion of the degree.

13.5.15. All the teaching staff are expected to keep doing innovative rescarches in their

respective areas of interest, publish quality articles, and come out with products worth
patents so as to maintain a healthy scientific research ambiance in the college.

13.5.16. Collaborative researches are encouraged among the faculty members by way

Y of

of

developing research groups among the faculty with similar interests. Research collaboration
could be also inter-disciplinary, with professors from other departments, other col leges and

universities inland and abroad.

for social emancipation showing the social relevance of thejr subjects and possibilities
socially relevant innovations.

monitor the students that they practically understand the concepts by doing proper experiments
in the lab and initiate new research projects and it would be a matter of appreciation if many

students take up course projects in their particular subject.

13.5.19. The teaching staff who are in-charge of laboratories are duty bound to faithfully
conduct in person al] the experiments prescribed in the syllabus and those deemed necessary for

the full understanding of the subjects. They are also responsible to manage the nonteachi

related to the particylar lab, so as to ensure the systematic maintenance of the lab and the

€quipment therein, cleanliness of the lab and its surroundings, etc.

13.5.20. It is the responsibility of the teaching staff to get feedback from the stakeholders like
school and alumpj about the current curriculum and add additional syllabus (at least 20%) from

recent developments i the field and suggest revisions in the curriculum to the universi

ty.

13-3:21. It the responsibility of the teaching staff primarily to look for school for internship

for the students i their particular areas of study and encourage the students to do their
Mmandatory projects in such areas.
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13,522 The teaching staff are expected Z3 — -
L .. T ¢ expectad to develop long-term understanding with school /
colleee and mstiunions b

~ - amranging for MoUs and contribute to the development of the
SepertRIE OY 80 AT 3

hing staff are expected to serve as mentors also.
fionship with th

e e ¢ parents will help the teaching staff in their commitment t0
the stadenss. For this reason. the teachers should see that all the parents are kept informed of the
performance and conduct of the students. They should attend the parent-teacher interaction
meungs amrangad by the

department without fail.

T e T 5
Ll - oS ITacnets

have to make every effort so that the pass percentage is
institution and the number

an emineni

-

very high worthy

of rank holders is increased. Talented and gifted
<odents should be identified. motivated and assisted with special strategies and programs t0
encourege creative achievements besides to get high ranks in the examinations.

13.5.26. The teachers are expected to be mature and courteo

us in their behavior and exhibit
excallent manners worthy of their profession as they relate with other staff and with the
smdents, and

to follow the dress code of the college.

13.5.27. The teachers have to be role models to the students. The students should be able to
imbibe the culnre of study and

research from them. The students should find their teachers as
cuides. counsslors and well-wishers. The teachers should also set a good example in good

m=nmers both in word and action. The teachers should be highly impartial and should also be
seen 10 be impartial. Any penalizing out of feeling of

hurt or vengeance is out of place. Public
humiliztion by word or action. and disparaging remarks do not go with the role of the teachers.

13.528. It is the responsibility of the teaching staff to ensure proper discipline and control in the
class. They have to mark and faed the attendance into the respective automation system of the
college. Auendance should be monitored and cases of irregularity should be brought to the
notice of the HOD and appropriate follow-up measures are to be taken. If they are not satisfied
with the measures zken by the HOD. the Principal and the Correspondent should be alerted in
that order.

13.5.29. The teacher should be strict in the class but at the same time establish co
with the smudents so that strictness dogs not hinder an i

rdial rapport
the teacher or dissuade the

nteractive approach and accessibility to
students from getting their doubts clarified.

-~ =~

1353

0. In case of miss-behaviour of students in the class they should be personally counseled

and the mentor should be informed. If still the misbehaviour persists the matter should be taken
to the HOD and the Principal in that order.
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The teaching staff in charge of the Egl_’ticular laboratory, are responsible for Maing;
tlse.su.;’);ée r:git:i r and stock register of lab equipment/ furniture, consumable stock registe e . g

: : orkshop. ]
breakage register etc. in the laboratory and w P &
13.5.32 They are responsible to assess the annual requirements of the materials and other Need
Of.th.e particular lab and communicate the same in proper format to the HoD with necessary

specifications and details and justify the essentiality of the requirement.

13.5.33. The teaching staff are responsible for co-curricular and extra-curricular activities,
associations, cells and clubs connected therewith and for maintaining discipline of the students
within the college premises. They shall generously take up responsibilities given by the
principal in this regard and cooperate with all the programmes of the various associations.

13.5.34. They shall give sincere co-operation for conducting school /eollege visits, placement
trainings, educational tours, conferences, etc.

13.5.35. All the teaching faculty who guide students for assignments and projects should see

that every student does her/his projects and assignments on their own, with the help of her/ his
guide. Getting inauthentic outside help is totally prohibited.

13.5.36. They regularly enter genuine and complete data into the automation systems of the

college as expected from them within the stipulated time, and submit reports expected of them
likewise.

;
i .
l 13.5.37. They are €xpected to present their appraisal scores with evidential documents at the end
‘i of year.

|

{ 13.5.38. They shall come forward with new proposals and suggestions for the improvement of
| the department, They shall suggest books, journals and AV (Audio-Visual) materials of good
quality essential for the College to maintain its standard having language Lab.

13.5.39. In the class and outside they shall always speak in English and the.y sh-all sec to it.that
the students do the Same so that their mastery in the language and communication skills will
enable them to be competitive in the job market.

13.6. MENTOR

13.6.1. Mentors are the |ocg] guardians of the students in the College. They will continue to
guide the students they are ip, charge of, till the students leave the College.
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13.6.2. Mcntors are 10 regularly meet the students under their care, develop a quality
professional rapport, get to know their strengths and weaknesses with regard to their studies and

personality, understand their family and cultural backgrounds, and to assist them for their
optimal development. |

13.6.3. Accepting the uniqueness of every student unconditionally, with a conviction that every
student can achieve great things, they sit with the students empathetically and assist them (o
know themselves (their assets and liabilities), and plan with them strategies for the successful
completion of the course and a rewarding professional life in the future in the very beginning of
their studies in this college.

13.6.4. The Mentors take keen interest to meet the students under their care to understand
whether they are comfortable with the teaching in the beginning of the semester, eNCOUrage
them before the examinations, assess their achievements after the internal exams and plan

strategies for improvement, etc.

13.6.5. Mentors are to identify the problems as regards to the students’ learning and the
development of their personality and counsel them and suggest strategies appropriately so that
they can get over the problems easily. -

13.6.6. They have the responsibility to refer students for professional counseling and healthcare
when they deem it necessary and bring to the notice of the Principal or Correspondent if they
come across serious issues that need special attention.

13.6.7. They will be faithful to the best practices of mentorship, keep up the ethical and
professional standards of a mentor, like keeping confidentiality, respecting privacy, practice of
informed consent, decent professional relationship, unprejudiced approach, non-manipulation of
the relationship and privileged information they come across for their advantage.

13.6.8. They will collect leave letters and monitor attendance in the class.

13.6.9. They will monitor the progress of the students by making note of the marks scored in the
internal tests and university exams, help the HoD to communicate them to the parents of the
students and counsel the students to ensure improvement.

13.6.10. They will mention in the faculty meetings the general problems they come across
among the students (without divulging personal matters in any way) and help to evolve

appropriate remedies. %L/
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13.6.13. Mentors are to submit or upload |\‘ gul.\l‘\l\‘ orts about the
aiven, without divalging any privileged information,
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eservice in the proper (orma

13.6.14 Mentor will maintain the Student Records with necessary provisions for mnﬁdcnliuli[)‘.

13.7. PHYSICAL EDUCATION

13.7.1. Physical education being an important aspect of the formation of students
character building. the Teacher of Physical Education, tog
devise ways and means by which the students will t

and their
ether with her/his colleagues, shall

ake interest in physical training, sports and

§ames and the talentad ones should be cncouraged and motivated to become sports persons of
repute.

3.7.2. The physical education schcdulc.‘pmgmmmc will be guided by the requirements of the

university and the nationa] SPOTS organization, the goals set by the management and the specliic
Deeds of the students of the College.

13.7.3. Guided by the above she shall prepare a plan of action, curriculum and syllabus :\‘0 that
students are given adequate knowledge about physical health and training with a view of

InCorporating physical eXercises in their schedule.

74 She Will lead the S

Slart appropriate ¢lybs

e antluitiaa © ~ 0 aso
ports Committee set up by the college and its actiy tSShe “:” :l“
. X s & Qe D) N
tor different sports and games to encourage involvement of the studen
and the staff,

13.7.5. Sihe

cwl g utdoor so thy
shall familiarize the students to various sports and games indoor and outdoor so that
they can ch

00se any one of them or identify their sports skills.

13.7.6. S/he shaj) evolve long-term plan

s 50 that the College has all the necessary infrastructural
facilities for sports and

games. Based on this plan s/he shall assist the nu‘umgcmcm 1o allocate
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ficient funds and tak — A7 -
gulll nd take steps to realize them. S/he also sees that all the £ s available fo
AR ISp sees that all Ind facalinds a a1iaDic 107

: 4
the development of physical health in the college
penefit of the students. S/he shall give his/her whole h i asst

' ) g is’her whole hearted assistance U
physwal education and sports schemes of o
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13.7.8. The students with sports talents should be identified at the earliest and formed into
teams. Special coaching is to be given so that the College may attain excellence in the field of
sports and games.

13.7.9. Without seriously affecting their academic career the sporismen spo

taken to as many competitions as possible.

13.7.10. S/he shall attend all important sports me21ings ¢

games stream.
n attendance and program registers for physical education activities
d is responsible for their safe

13.7.11. S/he shall maintai
£ all items of sports and games an

and shall maintain stock register 0
custody.
13.7.12. S/he is responsible for the clean and appropriate maintenance of all the spors facilities

of the college, grounds, indoor stadia, gym €tc.
13.7.13. S/he shall organize and conduct the annual College sports meet.
/her department 10 the Correspondent

13.7.13. S/he shall furnish semester-wise report of his/

through the Principal.

t discipline is a special responsibili Under the

tv given 0 him/her presently.
tance to the discipline committee of the

d in assis
the campus. Though the Principal. HoDs. Teachers
e. s’he shall

for maintaining discipline. s
ding, late arrivals and early
th gender, ragging. eve-teasing.

13.7.14. Studen
guidance and direction of the Principal an
college, s/he shall supervise discipline on
and especially the Discipline Committee are responsible
m to monitor the irregularities of the students, inclu
niform, misbehavior with co-students of bo
damaging College property, groupism and conflict among students €te.

propriate authorities and deal with them.

assist the
departures, without u
debunking of classes,

13.7.15. S/he will inform of these aberrations t0 ap

13.7.16. S/he will be a member of the disciplinary committee of the College.
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13.8. LIBRARIAN e®

' ¢
house of knowledge and the most important departmen; ot
i *is the store hous g
Library is the 8

here that the students and staff update their knowledge and get new mspfr&::‘-;r
College. It is there th -

he Librarian is responsible for providing the necessary library services to the Studer..
.1, The Librarian 18 res ! : _ Y : . &
l3d8 l1 Tt ff' of the college and for planning, developing and modernizing the library of the
and the staff ¢ g

college.

13.8.2. Thie Libratian’s responsibility is to see that all essential volumes and sources of
2.0.4. aLie

knowledge are made available in adequate numbers lest the Students and stafy should fee]
handicapped.

Prepare a budget for (he library every year in the month of February taking
arious needg of the library such as resource materials. infrastructure, and
ing Maintenance and present it to the Correspondent through proper channel.
13.8.6. The Librarian shajj pe responsible for the safe custody, clean and systematic upkeep and
fhaintenance of ]| books, Periodicals, dailies, ang other study materials together with the

COmputers, media €quipment, furniture ang fittings in the library and reading room.

13.8.7. The Librarian shal] clear

ly explain to the staff and the students the classification system
being used ip th

¢ library anq (he Way 1o find out books using the automated System, and have
explaining these for all (o see,

13.8.8. Numbering the bookg and other materjg|g according to the classification system, with
Bar Coding anq OPAC is the sole responsibility of (he Librarian, It is also her/his responsibility

to see tha’tbthe b are kept in thejr right place, subject-wise according to the classification
EETE™: X
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.‘i-RamshobhaGoﬂegeofEducanon R
o ,.Bankheﬂa, Chutupa(u : Qamshobha
Ramgarh, Jharkhang

Bankehtta. Chut
Ramqarh, Jharkhang



. —19 -
system, with proper lab
l): comput pf : els on the racks to guide the students and to mak  of the books i
the puter format, and to rearrange the racks every da e eniry of the Bocks 7
y )y.

13.8.9. The Librarian g
' sha . )
section from where book“ distinctly provide special sections in the library, such as reference
computers and audiovi ° lcannm be lent out, journal section, reading launch, reprography.
isual section for referring e-j . .
: i g e-journals, new / jon where new
arrivals are exhibited etc. g¢J arrivals sect

cession register, stock

13.8.10. The Librarian is responsible for the maintenance of proper ac
and for keeping them

register, issue register, automated system and other records necessary

always up-to-date.
shall take efforts t0 solicit
d the library, issu¢
keep a distinct

13.8.11. As a part of her/his responsibility to develop the library, s/he
donations of books and other materials that are needed for the students an
receipt certificates with the signature of the Correspondent to the donors and

register for donated materials and books with donor details.

without making an entry into the

of the library
suing the books the

13.8.12. S/he shall ensure that no book goes out
knowledgement. While is

concerned register & computer and getting an ac
tickets will be collected and kept along with the title card.

n schedule. When there is unreasonable

e books are returned 0O
order.

13.8.13. S/he shall monitor that th
p with the HoD and the Principal in that

delay, the matter should be taken u

fixed by the management for belated return of books and

13.8.14. S/he shall collect a fine as
settle accounts every month.

13.8.15. If any book is lost or damaged, twice the cost thereof shall be recovered at current

market price.

13.8.16. S/he shall never allow anyone to replace the books once pulled out.

13.8.17. S/he shall maintain all files pertained to the library properly-

at the end of every year and that

ensure that no student has library dues
t issued at the end of the Course

13.8.18. S/he shall
Certificate or any other certificates aré no

Course Completion
for the students with library dues.
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13.8.21. It is the responsibility of the librarian to develop the reading habit of

provide them with all assistance to do their study and research in the library.

13.8.22. S/he shall collect important news items appearin
display them for the benefit of the staff and students and
bound and keep them available to those who need them,

& in newspapers/ magazines ang
arrange them subject wise and get thep, ‘

13.9. PLACEMENT OFFICER

13.9.1. The place
me .
College. This 7 Nt officer arranges maximum possible placements for the students of the

imparting those skijy gh regular liaison with industries and placement consultants and by
$ 10 our studens that are expected by the industries.

13.9.3. S/he assess ;
e .
specific plan for ¢ > SVTY student even from the first year onwards and develop a person-
, faining to make the student employable.
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[ 13.9.4. S/he, being assi . =2~
/ o ’ & assisted by the trainers given in his charge, prepares a systematic syllabus

or aptitude trainin ot .

i pecfﬁc it go, bcsommumca_tlon skills and professional skills, deemed needed for the

el pl‘Ogramng:S ; ’r;nd prov1des. trainings during the summer and other holidays, through
50 that the required skills are cultivated in the students appropriately.

13.9.5. : . ,
- stlihe works in collaboration with the Training Cell and Entrepreneurship Development
of the college in developing strategies for student progression, namely placement,

entreprjneurshlp development and training for higher studies for the students from first year
onwards.

13.9.6. S/he provides or arranges systematic and scientific career guidance and counseling to the
students and enables them to prepare themselves and choose suitable jobs.

13.9.7. S/he helps and makes sure that good and standard brochures of all the departrhents are
prepared and updated regularly.

13.9.8. S/he updates the database of students who have been placed and those in the final year
incorporating all relevant data.

13.9.9. S/he is responsible to the optimal utilization of the space and facilities given for
placement services and maintain it so as to showcase our quality and standard to the personnel
from the industries.

13.10. SYSTEM ADMINISTRATOR

13.10.1. System Administrator is responsible for the upkeep, configuration, and reliable operation
of computers systems, especially multiuser computers, such as servers. He also assists the upkeep
of the computers being taken care of by the skilled assistants in the labs.

13.10.2. S/he ensures that the uptime, performance, resources and security of the computers and
automation systems meet the needs of the users and s/he performs all the duties proper to a system
administrator regularly.

13.10.3. In order to keep the systems under her/his care in optimum working condition, as guided
by the management, s/he acquires, installs or upgrades the computer components and software
within the limits of the budget. :

13.10.4. S/he is also responsible to keep up the security policies, troubleshoot and to give technical
assistance for projects and training to the staff.
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Inlsteator 18 responsible for the automation of all the “C“dcn]ic 4 b
Q@ nlsteator I8 e ‘ ¢ E Hig 134
L3105, System ,\(ill;' W' the Insttution and o maintain them up-to-date and ip "Dhm\’b o
administrative netivitles ¢ ~ A
administrative .&0
working condition, ;

ites the necessary soltware for the automation of administration, Praciic,

k‘l AL IL‘/S“C \VI. c‘ = * VO ) ] ) Wil fe NOVOVQEQ Y y " 5 L

|i 1||0 0 II ure and maintaing them and modifies them whenever it is neeessary. Ifneed g he
Viable and sec . infstration.
also suggests purchase of standard software (o aid administration

13.10.7. §/he s 10 secure summary statements of administrative activities we
\'lc"u'h: u.nd submit all of them to the correspondent, and give relevant reports (e
Bursar, for evaluation and further planning,

ckly, monthly anq
) the Principal apg

13.10.8, 8/he is to make sure that the automation system i complelc ¢

and up-to-date with relevant
data and those who are responsible to upload data do so in time, Failures are to be brought to the
notice of the authorities at the carliest,

13.10.9. S/he is responsible for the maintenance of the d

atabase of the college, college website
and upload information about the important events in(o i

and keep them updated regularly.

13.10.10. S/he is responsible for kee

ping backup for all (he information and d
system,

ata in the automation

13.10.11, Automation of ad
task of the offj
Superintendent

ninistrative activities and mainten
ce and therefore the System Administr
and her/his higher authoritjes,

ance of website etc. are part of the
ator is dircctly accountable to the Office

13.11. RECEPTIQNIST CUM TELEPHONE OPERATOR

[3.11.1, The receptionist cum telephone operator is the person encountered by anyone who
approaches the college first

and so s/he plays a very vital role in projecting a correct and positive
Image of the College,

13.11.2.

i Sthe keeps hersel/himself fully informed of
a visitor

all necessary details about the College that
Oran enquirer hag (o be supplie

d with.
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b .U/ 13.11.4. g/he is totally responsible for the management of the intercom facility of the college.
A g/he takes all the incoming calls, courteously responds to them and gets messages from them, and
{[ necessary connects them to the particular authority, first informing the authority about the caller.

13.11.4. S/he shall pass on in time the incoming and outgoing messages correctly to the person
{he messages are meant to reach.

13.11.5. S/he has to bring to the notice of the authorities about the visits or calls that are important
or unusual.

13.11.6. S/he keeps a record of all the visitors or callers (with their numbers) systematically and
their purpose of approaching the institution.

13.12. LAB INSTRUCTOR/ COMPUTER OPERATOR/ SKILLED ASSISTANT/ LAB
ASSISTANT. ‘

13.12.1. Lab instructors/ computer Operators will assist the teaching staff in conducting the
practical classes.

13.12.2. S/he displays and demonstrates the practical methods to the students.

13.12.3. S/he is responsible for the proper maintenance and cleanliness of the equipment, the
Jaboratory and its surroundings, and for ensuring proper switching ON/OFF of
equipment/machines and opening/closing of shutters, doors, windows etc.

13.12.4. S/he is responsible to keep the equipment of the particular lab in order, with proper labels,
necessary posters that give all the necessary information about the equipment and experiments.

13.12.5. S/he is responsible to keep the Jab and the equipment ready for the practical experiments
well in time as guided by the faculty member who conducts the experiment. S/he is also
responsible to ensure that periodical calibration of the sensitive machines and equipment are done
following the schedules proper. '

13.12.6. In case of repairs, the same may be reported to the staff in- charge.

13.12.7. S/he is responsible for issuing and receiving, the tools/kits and the materials for practical.
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b conservation ofeleerrlelty and wholesome malitenunee n

of hreakages or Toss &he/ho recommends sultnhle FeCOvery oy A
(laly fn-charge), v

13128, $/he s responsible |
\ \ Vel

lab/s under hcl‘/hls Care, I Cise
N \ . \

cost through the stall fne charpe

13.12.0. $/he malntalng lopbooks for caeh machine/equipment with the partlonlie siely e
run. maintenance carried out, break downs, replacements elo,

13.12.10, $/he 1s responsible for student diseipline n the workshop/lnl,

13,1211, $/he keeps an inventory ofull the materlals of the laboratory and notes dowi the chingey
whenever materials are added or removed,

13.12.12. 5/he has to earry out any other duty that may be assigned by the st/ In elirge o
any higher authorities,

13.13. OFFICE ASSISTAN'TS:

13.13.1. Office assistants are at the service of the office and the authorlty thereln where they ure
allotted, ' ’

13.13.2. They are responsible for (he opening and elosing of the office of thel service, and for
the cleanliness and up-keep (he particulor office and places around, S/ asslity (e stperion

unllccrnctl inall the aetivites conneeted (o maintaining the oftiee and 1t (Hes systemutically fi
order,

13.13.3, While working in the office of mn authorlty, Offlee Asslstints are (o recelve the vistors

courteously, seat them in (he right place and Inform of them (o the authorlty and let them in with
the permission of the authority,

13‘13'4' Ihey should be presentin the place of serviee well In ndvinee and leave the place only
after the superior leayes,

13.13.5, Ihey are ulyo responsible for the munnered and appropelate: Tospltatity, such ns
presenting with a tea, shown (o the puests of offlee heshe bvserving n,

13.13.0. They are (o cirry out the Instroctons of the hlgher nuthorlthes,
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13.14. TECHNICAL OFFICER —

13.14.1. Technical ass;
assistants are those employees appointed, based on their technical

qualifications or e i '
o Xpertise, for the maintenance of the infrastructure of the college, such as e
electricians, plumbers, carpenters etc.

13.1 ; . . . . . i
4.2 Techmr.a\ assistants are to serve under the direction and guidance of the Estate Officer
and other administrative authorities of the college.

13.14.3. They are duty bound to come and attend to the work given by the Estate Officer and
other authorities of the management even on holidays and beyond duty hours, especially for
repairs and rectification of conveniences and in urgent needs.

14. LEAVE RULES
14.1. GENERAL

14.1.1. Leave means permitted absence from duty. The Correspondent is the leave sanctioning

authority, however, the Principal sanctions casual leave as a delegate of the Correspondent.

14.1.2. Applications for leave shall be made in the prescribed form.

14.1.3. Leave applications shall be submitted through proper channel.

14.1.4. Leave cannot ordinarily be claimed simply without considering the needs of the job.
When the exigencies of the service so require, discretion to refuse or revoke leave of any
. description is reserved to the authority who is empowered to grant it.

14.1.5. An employee on leave can extend or shorten the period of leave granted to her/ him only
with the permission of the authority, which granted her/ him leave.

14.1.6. An employee on leave may not take any outside service oraceeptany employment
during the leave period.
14.1.7. Since college is not industrial production Centre, therefor no overtime is allowed in lieu

of assigned work.
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(4.2, PUNCTUALITY IN ATTENDANCE ASD PERMISSIONS

14.2.1. Staff members shall sign the attendance register, bey jides punching, on working day
before their duty time fixed by the Competent Authority,

14,2,2, Permissions may be granted for an hour a day, twice in a month by the Principal as
provided for by him,

14.2.3. Availing permission for a third time or coming late for a third time in a month shall be
treated as half a day Casual Leave,

14.3 CASUAL LEAVE

14.3.1 Casual Leave can be granted for 12 days in a calendar year. However, Casual [Lcave
cannot be granted more than six days continuously and when Casual Leave is combined with

Government Holidays or Local Holidays, such a leave cannot exceed 10 continuous days in
total,

14.3.2. In the case of planned casual leave, application for leave shall be submitted one day prior
lo availing lcave, On unavoidable circumstances, such as sudden illness or unforeseen urgency,
the application shall be submitted before duty time on the first day of the leave. Leave can be
refused for belated submission of leave application. It is the responsibility of the incumbent to
sce that the leave application reaches the competent authority before the time specified.

14.3.3 An employce may be allowed 10 avail casual leave for half a day too.

14.3.4 Temporary staff and staff in probation will be granted casual leave at the rate of one day
a month,

14.4. STUDY LEAVE

14.4.1. Study leave may be granted to the staff members who are in regular service 1o undergo
essential courses pertaining to the area of his/her specialization and research at the discretion of
the Correspondent.

14.4.2. Study leave could be of two types. 1. When the College sends a staff for a course as g
part of Faculty Development Program. 2. When a faculty member requests for study leave to
attend a course in her/ his area specialization or to do PhD.
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14.4.3. Study leave can be \d £
granted for a maximum of two years onl
years only,

14.4.4. Application for study leave <h
incipal with detai y eave shall be submitted 1o the Copres
Principa 1 details of the course of study ¢ Correspondent through the 3219

. . and the examinati y
undergo during the period of study leave = Examination which the applicant prepares o

14.4.6. On completion of a course of study

. g a certifi .
together with the certificate of examination cate of completion in the proper form

the authority in charge of the course or
st i
rejoining duty. udy shall be furnished to the management before

14.4.7. The member on study leave will be on loss of pay.

14.4.8. The period of leave may count as service period for the purpose of promotion and
increment.

14.4.9. After completing the course of study, the staff member shall be permitted to join duty

ne month. In case a member discontinues the course s/he will be

with an advance notice of o
fitute.

allowed to rejoin duty only after the expiry of the period of appointment of the subs

14.4.10. Members of the staff cannot have a claim for automatic promotion after acquiring

higher qualification.

her/his seniority position will not be elevated

14.4.11. By virtue of her/his higher qualification
/ appraisal report.

unless through a process of selection/promotion

14.5. VACATION

off are cligible for vacation the

ing st :
ced for special

tion days can be redu
ailed in two or three parts during

adjusting.Mth other members of
al witk make necessary
the Correspondent.
ated from the

14.5.1. Members of teaching and technical non-teach
schedule of the university so permits. However, vaca
important needs of the college. The vacation days are to be av
vailable holidays whenever the university schedule permits,
of the college. The Prineip
vission from
afl shall be cireul

the a
the staff without disturbing the smooth running

schedules in understanding with particular staff and with pern

During vacation. roster duty of teaching and non-teaching st
correspondant.
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14.6. GENERAL RULES

' How vetafll {C(I“USIH l‘(n.
o] ¢ pranted by the Principal to the staff, | ,
- Duty rmissions are granted by the | '
14.6.1. Other Duty (OD) permissions a , e mited o
permission to go out for other duty, during working hours, shall be .slut) gh prop
¢ orm | ore the peri ‘other duty.
channel in the preseribed form in person before the period of other duty

sonal functions of the members of the
14.6.2. No general permission will be granted to attend personal functions of ,”.]L n:lu " ¢
s Rirradd : subice ' C 1at the
staff. Casual leave for such functions will be granted only subject to the condition the
normal working of the institution is not affected.

14.6.3. During leisure hours, staff members shall occupy the scats allotted to them. /\‘nolc ln‘ 'lhc
appropriate register indicating where he/she can be found should be left when a tcaching staff
leaves his/her allotted seat.

14.6.4. Leaving the classroom before (he ringing of the bell indicating the end of a period is
subversive of orderliness.

14.6.5. Teacher, having first hour class work shall be present in their respective classes, during
the Morning Prayer.

14.6.6. Cancellation of classes can only be done by the Principal with the permission of the

Correspondent. Alteration of class work by members of the staff should be done only with the
prior permission of the Head of Department, '

14.6.7. Student attendance markings should be done immediately after the completion of the

period, in the prescribed form & register available in each department and be uploaded into the
automation system.

14.6.8. Teaching faculty are expected to submit the corrected answer scripts of tests and
assignments to the exam cell, after entering the marks into the departmental registers and
uploading the same into the automation system within three days,

14.6.9. Members of the staff are to fill in or upload the report of the activities or data expected

of them in the automa‘tion system of administration regularly.
i - . - Gy S S

14.6.10. All the membeérs of the staff are expected to continue to develop th_c $tandard of the

college by pursuingléxécllcnce in carrying out their particular dutics and 'rcshor‘\;s‘ih‘ililics. In this,

all the staff members are expected 1o heed 1o the directions. guidance and suggestions of the

IQAC and follochommitmem,
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(.m.wgpnm\unl. Permission will be granted only

pembers of the stfE who are iy e

il service, {
o) T — Ny CCAppying for panime oo
inL‘l“(h“ﬂ |'hl‘)" l“ th IL‘LV“"' l“’l(‘ Hh(’“'" V:":' pr’“,r V/!i”!.” "’_r'"’ ”, ;/.p; fl;r,-/ /,-,'Lf,v
4 THVSA K Stenn (he

i
e iuilr,wm;{ Cmditionss are <
PPy €2y %% Nrok

. Smooth conduct of elass wark fs cnuired and e o, | ’
o} { N g € ¢ tlr atbirwif, ‘
out during working hours of the collepe MISE Witk Sl et b cxeries

b, The member of the staff who pets permission for i :
continue his/her serviee in this institution at I,;;,..',’:,,;,’:.{f‘f ’/'f " expected «,
acquiring the additional quatification, /e will tene 1 ’V’”"f'/ Ay
hC‘"’!“-‘ [}U“'”i'. fC‘iCV,cd i s/he leaves the college during or /frrr” N
continuing to serve in the institution for three years, forfeiting ZE‘;/"(;;!: ,ﬂr
¢, The stalt who get permission for part-time or full time coure / ,,~
produce the original certificates and their attested copics while re-krinine degs, e
the same should be readily availuble at any time for verification, )
d. The stafl members who have successtully completed PhD, are expected v «
a copy of their thesis to the College library,
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14.6.12, No staff member shall apply for any other job without the prior writien permission of
the Correspondent while in service.

14.6.13. When any member of the staff is absent without any kind of eligible leave, the pericd
of such absence shall be treated as unauthorized absence deserving disciplinary action.

s

14.6.14. Members of the staff shall remain in their respective Labs of the college after attending
their classes member of staff may remain of half an hour from 12:30 PM 1o 1:00 PM.

14.6.15, Member of staff may remain in staff room during funch of half an hour from 12:30PM
o 1:00 PM.
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